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Which of the following can be a good closing line?

In reply to your le�er of 8 May, … With reference to your le�er of 8 June, I …

I am writing to enquire about … I look forward to seeing you.

1-

1. 2.

3. 4.

Vocabulary: choose the best synonym for the underlined words and mark it on your answer sheet.

What is a letter by which a child is permitted to go to a trip or picnic or scientific tour?

Consent letter Letter of rejection

Marketing letter Welcome letter

2-

1. 2.

3. 4.

Print all the information on the envelop before stuffing and sealing it.

sending drinking filling receiving

3-

1. 2. 3. 4.

A cover letter with your resume gives you another opportunity to present yourself and your

credentials.

reason explanation publication chance

4-

1. 2. 3. 4.

I’ve been on ten tours throughout Europe and feel certain that my knowledge and experience will

qualify me for the position.

sure hidden broken agent

5-

1. 2. 3. 4.

Some professionals get scores of e-mails a day.

teams questions very low

6-

1. 2. 3. 4.

When you just copy and................ the most relevant text into the body of the e-mail, it works

best.

refuse  paste delete meet

7-

1. 2. 3. 4.

At the top of your letter, you will put your ……........…., so the reader will know where to send their

reply to.

address element meaning closing

8-

1. 2. 3. 4.

Fill in the Blanks: choose the best answer to fill in each blank space and mark it on your answer sheet.

A written expression of gratitude is called a ………….

collection letter marketing letter

letter of appreciation letter of rejection

9-

1. 2.

3. 4.
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Once again, I apologize for any inconvenience. The above line can be an example of a(n) ……………

warning abbreviation

good opening line good closing line

10-

1. 2.

3. 4.

ps. or ………………… is used when you want to add something after you’ve finished and signed it.

per second postscript per se postage stamp

11-

1. 2. 3. 4.

“Dear John Smith:” or “To Whom it May Concern:” are two common ………….

salutations signatures letters enclosures

12-

1. 2. 3. 4.

A summary of your academic and work history is called …………….

envelop recommendation

resume letter of apology

13-

1. 2.

3. 4.

Hit reply as soon ….......… e-mails have something to contribute.

about by as in

14-

1. 2. 3. 4.

Smiley, abbreviations, nonstandard punctuation and spelling are ok to use when you are writing

to a ………. 

boss company friend president

15-

1. 2. 3. 4.

It is better you write a letter to inform the hotel that you wish to cancel your ..............................

question reservation operation sugestion

16-

1. 2. 3. 4.

BCC is the abbreviation of …………….

Blind Carbon Copy Before Christ Century

British Cubic Centimeter Broadcasting Corporation Customs

17-

1. 2.

3. 4.

If you are writing a letter to an office, avoid using highly technical terms that only engineers

understand.

�������� ��	
 ��� ���� ����� ������ ���	�

18-

1. 2. 3. 4.

Persian equivalents: choose the best Persian equivalent for the underlined words and mark it on your

answer sheet.
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Always proofread your letter after writing it, check for sentence structure, grammar and spelling

mistakes. 

������� ����� �� ��	
 ���� ��	
 ����� ����� ��	
  ��	���

19-

1. 2. 3. 4.

Choose your alignment: left aligned or justified on both sides.

!�	�� "��	� #����$ %����

20-

1. 2. 3. 4.

You are much more likely to get the response you desire if you remain courteous.

&��� !����� '��� ����(�

21-

1. 2. 3. 4.

A number of people are familiar with the concept of business-to-consumer direct mail advertising

campaigns.

!���� �)�* !+��� �	�*

22-

1. 2. 3. 4.

Fold down firmly, and use a ruler to press on the fold, making it neat, straight and crisp.

��� / "�-� #��.��� / /��� #���� /"�0�1� 2�� / 3�4

23-

1. 2. 3. 4.

The purpose of the cover letter is to let the employer know why you’d be a good fit for their

company.

��1� �5�* �	�6	�� ��� ��1� �5�* !
�� /��	�

��� �758� !
�� ��� ���� ��
�� 9�7�58�

24-

1. 2.

3. 4.

Do your best to relate the job requirements to your skills and experiences.

9����8� 9������ ��	: 9�6���'*

25-

1. 2. 3. 4.

When writing to someone at a professional level some rules should be taken into account.

��� 7��� ;�1+ �� ��� ��:�$ ����

��� #��� <��1+ �� ��� ����(�

26-

1. 2.

3. 4.

When reading emails treat them as if they are private messages (unless you know you are allowed

to share it with others).

�4�=� "+�7� �	>�� ?��6�

27-

1. 2. 3. 4.

Contracts require two parties to agree to the same thing.

@�A( ����5�� B�:�> C�	D�

28-

1. 2. 3. 4.

If you have paid a deposit, state your request for a refund in your letter too.

#�EFG�� HI !����� <�� ;�1+

29-

1. 2. 3. 4.
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The company has to pay compensation for injuries at work.

�4-� ���EJ� !���K ������

30-

1. 2. 3. 4.
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