
  商务英语复习资料 
I . 单项项选择
1. Which of the following is an internal barrier to communication?（  ）
a. the shyness of a person.
b. a domineering boss
c. a room that is so hot that everyone is impatient with each other
d. all of the above are internal barriers
2. Which of the following is a message delivery medium that avoids the problem of "telephone tag"?（  ）
a. a scanner
b. a telephone call
c. e‑mail
d. a CPU
3. What happens during the first stage of effective team development?（  ）
a. Team members determine their group goals.
b. Team members get acquainted and begin to exchange information.
c. The team leader assigns roles to various team members.
d. The team learns how to solve problems and overcome conflict.
4. What is the main objective of a message that tells the receiver about a new product that wili soon be available in stores?（  ）
a. To inform
b. To request
c. To record
d. To persuade
5. Which of the following sentences contains a redundant expression?（  ）
     a. Currently we have an overstock of red and blue T‑shirts, as of this week.
     b. As of last quarter, our sales projections were accurate.
     c. The trend is to underestimate the market value of existing properties.
     d. Quality is our primary concern, regardless of the impact on production schedules.
6. Memos are（      ）.
    a. harder to format and key than letters
    b. used to send a message to a supervisor in another company
    c. used to send a goodwill message to a coworker
    d. usually more formal than business letters
7. Abuses of e‑mail message writing include（       ）.
    a. spamming
    b. shouting
    c. telecommuting
    d. both a and b
8. Which type of letter is considered a goodwill letter?（  ）
    a. A letter of acknowledgment
    b. A positive response
    c. A routine request
    d. All of the above would be considered a goodwill letter
9. Which of the following would be part of an analytical report?（  ）
    a. problem statement
    b. conclusions
    c. recommendations
    d. all of the above
10. Which of the following is a preliminary part of a formal report?（  ）
    a. bibliography
    b. title page
    c. both a and b
    d. neither a nor b
II. 判断题
_______ 11. While computers are becoming smaller and more powerful, they are 
                      becoming more expensive.
_______ 12. In some cultures, nodding the head means "no" instead of "yes".
_______ 13. A heterogeneous group is one that includes people with a mixture of
                     backgrounds, abilities, and strengths.
_______ 14. Only positive messages need to have a positive tone; negative messages 
                     can only be negative in tone.
_______ 15. Minutes are sent only to the meeting participants.
_______ 16. Most bad‑news messages should be written in the indirect order.
_______ 17. Letters with negative messages typically open with reasons for the
                     negative news.
_______ 18. For a blind copy, the initials be appear on the copy but not on an original.
_______ 19. Gathering data by talking with customers is called secondary research.
_______ 20. When writing in a personal style, use the pronouns you and 1.
III.改写下列短段通过识别所有的错误并纠正他们。
Our four‑persons committee has met several times to discuss the possibility of flexible scheduling. There has been some good arguments on both sides of the issue, but, unfortunately, we are deadlock in our voting. Would you agree appointing a fifth member to break the tie and help our resolve this important matter? Thank you.
IV.阅读下面的两个段落并回答问题。
Passage One:
In the past, the work day was from 9 to 5 and the work week went from Monday through Friday. Rush hour, both morning and evening, was a nightmare as roads became jammed with commuters going to and from the office. While rush hour seems to be here to stay, the traditional work day and work week are gradually becoming a thing of the past.
Companies today are facing issues such as office overcrowding and employees" desires, which compel management to be creative in how and where work gets done. Many offices find it beneficial to have flexible working hours. For example, employees may put in their eight hours sometime between the 7:00 a. m. and 6:30 p. m. Others may choose to put in four ten‑hour days a week instead of coming to the office five days.
Flextime can also help save employers from the expense of expanding an office because of overcrowding. Desirable office space is at a premium in most urban markets, and opening a branch office takes time. Some companies may choose to outsource work, but others do not want to lose creative control. With flextime, more employees can share office space because not everyone is thereat the same time. Whatever a company"s situation, it takes creativity, patience and teamwork to have a pleasant and productive working environment.
26. What causes rush hour?
 a. Commuters not planning well enough.
b. Too many people heading for work at one time.
c. People"s desire to drive too fast.
27. On the whole, employees seem to _____________.
a. be reluctant to get involved in deciding when they work
b. resent not always working from 9 to 5
c. take advantageof creative working arrangements
28. What is one advantage of flexible working hours?
 a. More employees will be at work at the same time.
 b. Employees will work longer hours.
 c. Flexibility is cheaper than office expansion.
29. According to the passage, desirable office space is _____________.
 a. expensive
 b. hard to find
 c. very crowded
30. Opening a branch office _____________.
 a. will not help overcrowding problems
 b. does not happen overnight
 c. is bad for business
Passage Two:
Most nations of the world export goods to other countries. Likewise, many import goods from other nations. Why do countries engage in international trade?
Firstly, some countries of the world have certain conditions that provide them with a basis for international trade. For example, Columbia and Brazil have just the right climate for growing coffee. They export the surplus to earn foreign exchange to pay for the goods they import.
Secondly, if a country has an abundance of natural resources, it generally exports some of them. Rubber from Malaysia and oil from the Middle East countries are examples.
Thirdly, if a nation is advanced in science and technology, it can produce sophisticated machinery and equipment, such as computers, jet airplanes and electric generators. Their manufactured goods are usually sold at high prices in the international market. So they enjoy favorable conditions in the international trade.
In addition to trade in goods, there is another form of trade, i. e. trade in services. The former is called visible trade, and the latter, invisible trade. Transportation, insurance, financing and tourism are some of the forms of invisible trade. Trade in these forms can be as important to some nations as the exchange of goods is to others.
31. According to the passage, international trade means _____________.
       a. exporting goods to other countries
       b. exporting goods to and import goods from other countries
       c. exchanging not only goods but also service with other countries
32. The reason for countries of the world to engage in international trade is _____________.
a. to build up friendship with people in other countries
b. to exchange what one has for what one needs
c. to provide assistance to poor countries
33. Saudi Arabia usually exports _____________ to other countries.
a. oil
b. coffee
c. computer
34. Who suffer from unfavorable conditions in international trade?           
      a. The developed countries.
      b. The developing countries.
      c. The countries in West Europe.
35. 10. Which of the following are viewed as invisible trade?             
a. Coffee, rubber and oil.
b. Computers, airplanes and electric generators.
c. Transportation, insurance, financing and tourism.
V . 翻译下面的段落译成中文: 
36. successful teams are made up of individuals who have different backgrounds. In an organization, effective work teams have to be based on function, purpose, or individual expertise rather than on personality.
37. To cut down in wordiness, use the active voice rather than the passive voice. Using the active voice helps you be direct and keeps your sentences from being too wordy.
38. Formal reports are more complex and longer than informal reports. Because of this complexity, you may spend more time organizing and writing a formal report than you would prepare an informal report. Formal reports may be used when writing to the top management of an organization.
VI. WRITING 
39. 根据内容，买一份信
The sender:
Kang Zhuang, General Manager of FORWARD BICYCLE CO. LTD.
987 Jiangnan Road, Kunshan, Jiangsu, China, 215300
Tel; (0520)5000000
Fax; (0520)5000001
The receiver:
Mr. Fred Johns, Chief Buyer of Kiddie Komer, Inc.
# 202‑418 Richards Street, Vancouver, B. C. Canada V6S 3A7
40. 编写一个正确放置备忘录根据以下。
        Jane Simmons, Personnel Manager of Alpha Electronics, 80 ‑ 90 Zeus Street, Manchester GG73 6LP, says to you, "Will you write a memo for me to Simon Clark, my deputy, please?
When he returns from holiday next Monday I shall be starting a three‑day conference at Harogate. Ask him to interview the four candidates for the clerical vacancy in the Mailing Section on Monday, starting at 2 :30 p. m. He should make an appointment if there is a suitable candidate. The candidates have been invited for interview and their application forms and references are in the middle drawer of my desk. I" 11 leave my desk keys with you. On Tuesday at 10 a. m. Gerry Rhodes, the Union Rep, has an appointment to see me. If Simon I can deal with whatever he wants, I shall be grateful. If not, I"ll make another appointment to see Gerry when I"m back on Tuesday. "
41. 写一封信根据情况下,使用块格式和开放的标点符号。
         Situation: Two months ago you contacted a Scottish company, the Organisers of Scottish Exhibitions (OSE), based at 9 Rider Street, Charlestown, CH3 MN1, to organize a 3‑day exhibition of your products in Glasgow. The exhibition took place last week andyou have heard from your staff and customers that it was a disaster because of the inefficient planning of the deputy director of OSE, Barbara Minter.
         Write a letter to Mrs. Minter, describing what went wrong, the consequences for your company and what you want. Make up any necessary details.
商务英语参考答案
I. MULTIPLE CHOICE  
1. a         2.         3. b        4.            5. a    6.c        7.d         
8. a       9. d       10.  
II. TRUE/FALSE  
11. F      12. T     13.         14. F     15.  
III. ERROR CORRECTION  
        Rewrite the following short paragraph by identifying all errors and correcting them:
Our four‑person committee has met several times to discuss the possibility of flexible scheduling. There have been some good arguments on both sides of the issue, but, unfortunately, we are deadlocked in our voting. Would you agree to appointing a fifth member to break the tie and help us resolve this important matter? Thank you.
 
IV. READING COMPREHENSION 
 
       Passage One:          26. b      27. c        28.        29. a       30. b
       Passage Two:         31. c      32. b        33. a       34. b      35.  
V. TRANSLATION  
Translate the following passages into Chinese:
36. Successful teams are made up of individuals who have different backgrounds. In an organization, effective work teams have to be based on function, purpose, or individual expertise rather than on personality.
        成功的团队是由北京各异的人组成的。在一个机构里，组建工作高校的团队要考虑的是其功能、目的、或是各人的专业特长，而不是个性。
       

 37. To cut down in wordiness, use the active voice rather than the passive voice. Using the active voice helps you be direct and keeps your sentences from being too wordy.
为了避免罗嗦，要使用主动语态，而不要使用被动语态。使用主动语态有助于直接表达你的意思，也可以避免句子过于冗长。
38. Formal reports are more complex and longer than informal reports. Because of this complexity, you may spend more time organizing and writing a formal report than you would prepare an informal report. Formal reports may be used when writing to the top management of an organization.
VI. WRITING 
39. According to the given facts, format a business envelope:
	 

 


 

评分标准：
40. Jane Simmons, Personnel Manager of Alpha Electronics, 80 ‑ 90 Zeus Street, Manchester GG73 6LP, says to you, "Will you write a memo for me to Simon Clark, my deputy, please?
When he returns from holiday next Monday I shall be starting a three‑day conference at Harogate. Ask him to interview the four candidates for the clerical vacancy in the Mailing Section on Monday, starting at 2 :30 p. m. He should make an appointment if there is a suitable candidate. The candidates have been invited for interview and their application forms and references are in the middle drawer of my desk. I"ll leave my desk keys with you. On Tuesday at 10 a. m. Gerry Rhodes, the Union Rep, has an appointment to see me. If Simon can deal with whatever he wants, I shall be grateful. If not, I"ll make another appointment to see Gerry when I"m back on Tuesday. "
Sample:
TO: Simon Clark, deputy Personnel Manager
FROM: Ms Jane Simmons, Personnel Manager
DATE: 2 July 2004
SUBJECT: Interview on Monday
I am attending a three‑day conference at Harogate and would be grateful if you could interview the four candidates for the clerical vacancy in the Mailing Section on Monday. The interviews start at 2:30 p. m. and the relevant application forms and references are in the middle drawer of my desk. The keys have been left with Linda. If there is a suitable candidate, please make an appointment.
I have also arranged to meet Gerry Rhodes, the Union Representative on Tuesday at 10 a. m. If you can deal with whatever he wants, I shall be grateful. If this is not possible, I shall arrange another meeting with him on my return on Tuesday.
41. Write a letter according to the situation below, using the block format and open punctuation.
Situation:
Two months ago you contacted a Scottish company, the Organizers of Scottish Exhibitions (OSE), based at 9 Rider Street, Charlestown, CH3 MN1, to organize a 3‑day exhibition of your products in Glasgow. The exhibition took place last week and you have heard from your staff and customers that it was a disaster because of the inefficient planning of the deputy director of OSE, Barbara Minter.
Sample:
Date
Mrs. Minter
Deputy Director
The Organizers of Scottish Exhibitions (OSE)
9 Rider Street
Charlestown
CH3 MN1
Dear Mrs. Minter
I am writing to review the 3‑day exhibition you organized for our products in Glasgow last week. While we appreciate your efforts in organizing the whole thing, we regret to say that this exhibition was a failure because of the inefficient planning of your party.
The exhibition hall was so small for 20 stands presenting our big variety of canned food and candies that many visitors suffered from the congestion; the leaflets gave the wrong telephone numbers of our two branches in Kent and Southampton. As a result, we have lost some of our goodwill and business as well.
It will be fine if you could give us an appropriate explanation and discuss with us what can be done to make up for our loss.
       We hope to hear from you soon.
       Sincerely yours,
    Paul Simmons
       Paul Simmons
       General Manager
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