A.  Incomplete Sentences   30%
Directions: You will see a sentence with a missing word.  Four possible answers follow the sentence.  Choose the best answer to the question and fill in the blank on your answer sheet.

1. Each passenger’s name _____ with his or her cabin number.
(A) is list

(B) listing

(C) is listed

(D) is listing

2. The manager got his staff _____ last weekend.

(A) to work

(B) was working

(C) work

(D) worked

3. The variety of insurance benefits _____ very broad under this policy.

(A) are
(B) is
(C) being

(D) be
4. The directory lists each passenger’s name _____ address.

(A) and
(B) or
(C) but

(D) nor񗹤
5. Please leave your luggage _____ the bus for loading.
(A) among

(B) between

(C) from

(D) beside

6. Mr. Cain will return your call _____ he arrives.

(A) soon

(B) as soon 

(C) as soon as

(D) soon than

7. If the product were not safe, we _____ it.
(A) would sell

(B) don’t sell

(C) will sell

(D) would not sell

8. The cruise handbook _____ all ship policies.

(A) explains 

(B) is explaining

(C) explain

(D) explaining

9. _____ costs make profits smaller.

(A) Raise

(B) Risen

(C) Rising

(D) Raised

10. Mr. Larsen _____ for meetings.

(A) late is always

(B) is always late

(C) always late is

(D) is late always

11. _____ we had checked the figures, the supervisor found a mistake.

(A) Unless

(B) However

(C) Since

(D) Even though

12. Mr. Lazer wants to make _____ .

(A) a meeting

(B) an hour

(C) an appointment 

(D) a time

13. The financial team _____ that the offer was rejected.
(A) was disappointed

(B) were disappointed

(C) was disappointing

(D) were disappointing

14. A record of complaints ____ kept in the purser’s office.

(A) are

(B) Is 

(C) were

(D) has

15. The only difference _____ the two flights is time of departure.

(A) with 

(B) then 

(C) between

(D) among

B. Error Recognition   30%
Directions:  You will see a sentence with four words or phrase underlined. Choose the word that is INCORRECT and fill in the blank on your answer sheet.

1. Copies of the new personnel policy has been distributed to everyone.

           A         B          C          D

2. If the product were unsatisfactory, please return it to the manufacturer 

        A       B                     

immediately for a replacement .

     C             D

3. Both the shipping charges but the handling charges are included in the price.

             A           B               C        D

4. This excited advertisement should make people pay attention to our product.

         A                    B           C          D

5. The research assistant submitted a interesting report on consumer preference.

          A                        B          C              D 

6. But Mr. Gueri’s desk is very neat, he can never find anything.

A               B                 C        D

7. The visitor his car is in front of the entrance did not read the parking signs.

           A          B                     C         D

8. The chairman of the board has sitting in meetings all morning and all afternoon.
A                       B               C                D

9. The employees have been happier during their offices were redecorated.

          A                B     C                    D

10.  The travel agent advised to go in the winter when the prices are lower.
                          A     B        C               D

11.  The building who wins the award for architecture will become famous.

A          B              C                D

12.  Ms. Guillermo will has been absent for six weeks by the time she recovers  

                 A            B              C                
from her accident.

  D
13.  Progress must be careful controlled so that the company will not grow too 
       A             B             C                           D
   fast.
14.  Using a word processor is more easier than using a typewriter.

      A                   B         C       D

15.  I allowed Mr. Cooper take his vacation during our busiest period.

A                 B              C        D

C. Reading Comprehension   40%
Directions: You will see a reading passage followed by several questions.  Each question has four answer choices.  Choose the best answer to the question and fill in the blank on your answer sheet.
Questions 1-3 refer to the following advertisement.

WHY WAIT FOR A BETTER JOB?

Get a great job now!

National Air Is hiring full-time representatives for Sales & Reservations. Talk to our employees and discover why we’re the best thing in the air.
OPEN HOUSE

National Air Headquarters

Southeast Regional Airport

Thursday, June 15 7:30 p.m.

1. What is the purpose of this ad?

(A) To meet new people 

(B) To sell tickets

(C) To find job applicants

(D) To show off the new headquarters

2. Where will the event be held?

(A) At their headquarters

(B) At the owner’s house

(C) On a plane

(D) At the regional office

3. What jobs does the airline have available?

(A) Baggage handlers

(B) Pilots and co-pilots

(C) Reservations and sales

(D) Operations and management

Questions 4-7 refer to the following form letter.

Northeast Electric Company 

Account # 0725 6880 243 9379

The due date on your bill has passed and we have not received your payment. Unless we receive a payment of ￡53.00 by 7-10, we must interrupt your service. If interrupted, you will be charged ￡14.00 for reconnection.

Service will be restored within 24 hours. We will also request an additional deposit. If we do not receive payment within ten days after interruption, we will discontinue your service. If you decide to resume service later, a reinstallation charge of ￡42.50 will apply. If you have any question concerning your bill or this notice, please call us.
4. What kind of service is this form letter discussing?
(A) Telephone service
(B) Electrical service 
(C) Water service 
(D) Sanitation service
5. What must they receive by July 10 ?
(A) A deposit
(B) Payment
(C) Statement of service
(D) Electrical fixtures
6. If payment is not received by July 10, what will they do?
(A) Discontinue service 
(B) Reinstall service
(C) Interrupt service
(D) Restore service
7. What is the purpose of this letter?
(A) Apologize for interrupted
(B) Offer improved services
(C) Announce rate change
(D) Request payment of delinquent charges
Questions 6-10 refer to the following fax.
FAX TRAN
SMISSION       FAX TRANSMISSION        FAX TRANSMISSION
InterGulf Export
P.O. BOX 23145
Sharjah, UAE
To:    F. Omoboriowo
      Head of Marketing
P.O. BOX   19133
Fm:   Ravi Niazi
Trade Consultant
Date:   18 October, 2010
Sub:    Your marketing question of October 17, 2010
We were very pleased to receive your fax of October 17. We have sent under separate cover information regarding our company and its services. This should arrive in your offices tomorrow.
In the meantime, the following will answer your immediate question:
The company sells products through a worldwide marketing network. This network operates 36 sales offices in 21 countries. Approximately 75% of company sales are direct, and 25%are through other channels. Purchased products are shipped to customers through company distribution centers, by the method of shipment preferred by the customer when possible.
If you need any more information, please contact me.
8. What did the fax respond to?
(A) A newspaper ad
(B) A personal visit 
(C) A telephone inquiry
(D) A faxed question
9. How does the company sell its products?
(A) In stores
(B) By phone
(C) From the office
(D) Through a network
10.  What percentage of sales are not direct?
(A) 25%
(B) 50%
(C) 75%
(D) 100%
11.  Who is responsible for shipping purchased goods?
(A) The customer
(B) The airlines
(C) Company distribution centers
(D) Company headquarters
12. What was probably Omoboriowo’s question?
(A) How larges is your company?
(B) How are your goods distributed?
(C) When was your company founded?
(D) What is your marketing plan for next year?
Questions 13-16 refer to the following notice.

ETIQUETTE FOR RIDERS OF CITY BUSES
· Pay the exact fare when boarding the bus. Drivers cannot make change for fares.
· Upon boarding the bus, move toward the rear of bus. Stand in the passenger area, not in the doorways or besides the driver.
· Allow the senior citizens and disabled riders to use the priority seating area at the front of the bus.
· Passengers must not play radios or other electronic devices without using earphones.
· Eating, drinking, and smoking are not allowed on the bus.
13. What does this passage discuss?
(A) Rules for riding buses
(B) Safety concerns
(C) Bus routes and fares
(D) Problems of the bus service
14. Why should passengers pay the exact fare?
(A) Passengers will know what exact fare?
(B) The money is easier to exact.
(C) The fare buys a ticket.
(D) Driver cannot make change.
15. Who is entitled to use the priority seating area?
(A) Mothers and children 
(B) Elderly and handicapped people
(C) Bus company employees
(D) Riders who pay extra 
16. Which activity is prohibited on a bus?
(A) Chewing gum
(B) Talking loudly 
(C) Smoking
(D) Using earphones
Questions 17-20 refer to the following chart.

Results of Study on Time Distribution of Tasks for Sales Managers 
Training new sales personnel           15%
Identifying possible clients             10%
Reviewing monthly sales records        25%
Taking care of customer problems        5%
Making sales assignments              22%
Interacting with technical staff          10%
Administrative duties                  5%
Miscellaneous                        8%
(A) What did this study try to find out?
(B) What sales managers should do
(C) How sales managers spend their time
(D) How many sales managers make assignment
(E) How long it takes for sales managers to do their jobs
17. What task do sales managers spend the most time on?
(A) Training salespeople 
(B) Performing administrative tasks
(C) Reviewing sales records
(D) Making sales assignments

18. How much of their time do sales managers spend with the technical staff?
(A) 5%
(B) 8%
(C) 10%
(D) 15%
19. It can be assumed that
(A) There are few customer problems.
(B) Sales are a low priority.
(C) Little time is spent on training.
(D) No time is spent on finding new customers. 
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