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Dear Sir &S XM (= Xt) / Dear Madam & XN (01X / To whom it may concern & XM

| am sending this to you as... ~ &0 BHXIE =2l= "t LIC.

This is to inform you that... ~2 2 &2lJ| fof BEBXE =& LICH

N

2l
=

—

|Ct.

This is to confirm that... ~2 & &2k HIE

Please be advised that... ~2 ' =& LIC}.

Please accept our apologies for this delay. X = & AIUE=ELICH

| would appreciate... (22 2) ~oHZ=AIB 2FAIGH A S LICH

| look forward to working with you. 20| &€& A2 L& LICH

Thank you for your time and consideration. BHedo =AM 2P AFEHLICEH.

U

I'll be in touch with you as soon as... ~ Al H&t=2|2ASLICH

J

Please feel free to contact me. HAHMEKX HE FAlID| HEELICH
Don't hesitate to call us for further details. 4 AMISH AIES 210 ACH =X L1 M3 FAAIL.

Sincerely yours E4202
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Mini Test 7

¢ Q.1
Dear Mrs. Gough,

Thank you for your interest in our customer programs and services. Per your request, one

welcome letter is enclosed. This material will provide you with detailed information regarding

the specific topics of interest to you. If you have

, please call our toll-free

phone number (800) 743--5000. A Customer Service Representative is available to assist you

24 hours a day, 7 days a week. Thank you again for your interest. We look forward to serving

you.

Sincerely,

PG & E Customer Services

(a) a computer with Internet access
(b) questions regarding the enclosed material
(c)
)

(d) concerns about the safety of your area

questions regarding our latest products
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per ~0fl et regarding ~0fl 28t of interest £01 Y= toll-free =4&IX 22 customer
service representative 1028 AR  be available &% Jts8t  assist &Ct  look forward to —ing
~ot& DOiSCH  concern 24

(b)

¢ Q.2
Dear Wit's End,

Mounting bills coupled with a partner who doesn't pull his weight can have a corrosive effect
on a marriage. A boat with only one oar goes nowhere. Your love for this man

the hurt, resentment, embarrassment, and eventual downright hostility

that will overtake your relationship unless your husband mends his ways at once. Sit him down

now and tell him this boat is going to sink unless he picks up an oar.

(a) will take care of

(b) is responsible for

(c) will be no match for
)

(d) is the only solution to

=Teacher’s Note:
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(c)

4 Q.3
Dear Mr. Smith,

We have not yet received the signed copyright form for your article currently in production. We
cannot publish your article until the completed form is received.

If you need a copy, one is attached, or you can download the form at http://www.ap.org/forms.
All future correspondence regarding your article should be addressed to the assigned journal
and should always include your AP ID code.

Thank you for your prompt attention to this matter.

Sincerely yours,

Senior Assistant to the Editors

Q. Which of the following is correct?

(a) The letter includes the copyright form.

(b) The author doesn't have an AP ID code.

(c) The author should visit the website to get the form.
)

(d) The article cannot be published because it is not complete.
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¢ Q4
Dear Mary,

| think it would be nice for us to get Ms. Peters a gift. There will be an envelope in the office
with her name on it where you can contribute money, if you like. Cash or checks made out to
me are fine. Depending on how much we get, | was thinking of a book store certificate, and
maybe a restaurant certificate? Any other ideas are welcome! | need the money by Thursday,
so that we have something for her on Friday! In other years people have generally contributed

$10.00-—-20.00. Thanks.
Monica

Q. Which is correct according to the letter?

(a) Monica is one of Ms. Peters'students.

(b) There is not enough time to gather the money.
(c) The qift item has not been decided vyet.
)

(d) Monica will treat Ms. Peters to dinner.
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it would be nice to ~ot= 210l £ 210ICH contribute (22 S2) JI20tCt  make out to ~0IH
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(c) i A2 &X OtX AKX 4UCH.

® Q5

Dear Peter and Sue,

| appreciate the recent opportunity to have served you, and would welcome the chance to
again be of assistance. If you know someone who might be interested in AAA membership,
auto and homeowner's insurance, please give them my card.

Thanks very much!

Clayton A. Leche

Sales Representative

Q. What is the purpose of the letter?
(a) To inform customers of a new insurance plan

(b) To thank an employee for providing good service
(c) To ask customers to buy a membership
(d)

d) To thank customers for consulting with the salesperson
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appreciate 2FA6l O4JICH  recent =22 opportunity 713 be of assistance =&0| &ICH
homeowner's insurance F=E2& card E& representative SEAIR; &YX consult
A2 GtCtH
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