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Course goals:

1. Familiar with the TOEIC reading  

2. Learn some listening strategies about TOEIC

	Week
	Content

	1
	Period 1:

(1) Introduce the format of TOEIC Reading test and time length

(2) Introduce the Reading  strategies 


	Period 2:

TOEIC Reading Practice (1) 

	2
	Period 1:

(1) Reading Strategies 
	Period 2: 

Discuss TOEIC Reading Practice (1) ( vocabulary + sentence patterns)

	3
	Period 1:

Quiz


	Period 2: 
Discussion Quiz (vocabulary + sentence patterns)

	4
	Period 1:

TOEIC Reading Practice (2)  
	Period 2: 
Discuss TOEIC Reading Practice (2) (vocabulary + sentence patterns) 

	5
	Period 1:

Review
	Period 2: 

Final Exam 


Resources:

Lougheed, L. (2007). Barron's TOEIC: test of English for International Communication. N.Y :Hauppauge.
Rogers,B. (2003). Complete guide to the TOEIC Test (2 nd ed). Singore : Thomson Learning

Trew, G. (2007). Tactics for TOEIC: Listening and reading test. NY: Oxford University 

Press.

賴世雄(民97)。New TOEIC 模擬測驗．全面突破(初版)。台北市：常春藤有聲出版有

限公司。

中村紳一郎, Susan Anderton, 神崎正哉, 小林美和(民97)。New TOEIC Test金色證書-- 

模擬測驗1。台北市:眾文圖書股份有限公司。

Dasoledu語言學研究所(民97)。New TOEIC 新多益閱讀大破解(Part 7)。 台北市: 松霖
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Content 

	Week
	Content
	Page

	One
	1. The format of TOEIC test
2. Reading strategies 

3. TOEIC Reading Practice (1)
	3

3

11

	Two
	1. Reading strategies

2. Discuss TOEIC Reading Practice (1)
	29

	Three
	Quiz
	32

	Four
	1. TOEIC Reading Practice (2)

2. Discuss TOEIC Reading Practice (2)
	47

	Five
	Final Exam
	63


Week One 
The format of the TOEIC Reading

Total time: 75 minutes for Reading

Total Questions: 100

	Part
	TOEIC
	New TOEIC

	5
	Incomplete Sentences: 40 questions
	Incomplete Sentences: 40 questions

	6
	Error Recognition:20 questions
	Text Completion:12 questions

	7
	 Reading Comprehension: 

 40 questions
	Reading Comprehension:

(1) Single Passages: 28 questions

(2)Double Passages: 20 questions 


Reading Comprehension 
Part 5: Incomplete Sentences 

Tips: (1) First, decide what part of speech is needed 

Recognizing the part of speech (noun,verb, adjective, etc.) that is needed to fill the blank can help you to choose the correct answer.

(2) Find the answer choices of the correct type
Once you know what you are looking for, skim the answer choices to find it. This can help you to eliminate wrong answers. 

(3) Manage your time wisely
Answer the easy questions first, very quickly. After you have answered all the easy ones come back and spend a maximum of 20 seconds each on the rest. 

(4) Try to predict the answers
On the first pass, try to think of possible answers before you look at the answer choices.

(5) Don’t waste time on questions you don’t know.

Spending more than 30 seconds on a part 5 question probably won’t help you find the answer. If you don’t know the answer, guess and move on.

Exercise (1) 

Recommended Time: 3 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try to spend no more than about 30 seconds on each item. If you don’t know the answer, guess and move on. 

1. Young adults who are_______ with their use of credit may find themselves in trouble sooner than they expect.

  (A) careless

  (B) uncaring

  (C) carelessly

  (D) uncared

2. The attorney was warned against trying to ______ the young witness.

  (A) influential

  (B) influence

  (C) influentially

  (D) influencing

3.Inexperienced investors are _______ to enter this new market with caution.

(A) advice

(B) advisory

  (C) advised

  (D) advising

4. The journalist refused______ the federal investigator the names of his sources.

  (A) tell

  (B) told  

  (C) telling

  (D) to tell

5. All the components for Hanson scooters are _____ right here in this state.

  (A) to manufacture

  (B) manufactures

  (C) manufacturing

  (D) manufactured

6. The ____ is likely to have serious repercussions in future negotiations.

  (A) incident 

  (B) incidence

  (C) incidentally

  (D) incidental

Part 6:Text Completion 

Tips (1) Choose the correct verb form
       Some questions provide four options that feature different tenses of the same verb. Look at the sentence (and the rest of the passage if necessary), then decide what tense is required, and then choose the correct option.

    (2) Sometimes the sentence may not give enough information to choose the correct answer
       In this case look at the rest of the text to find the correct option. These questions can test both grammatical and vocabulary knowledge.

Exercise (2) 

Recommended Time: 4 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try to spend no more than about 30-45 seconds on each item. If you don’t know the answer, guess and move on.

Questions 1-3 refer to the following letter.

Mr.Robert Cheung

Sea Dragon Shipping

372 Clementi Ave 2#03-149A

SINGAPORE

120356

March 23

Dear Cheung, 

We have been ________ by one of our clients, Mikra Electronics, Jakarta, of a possible 

            1. (A) written

              (B) reported                                      

              (C ) informed

              (D) said                                       

shipping problem.

Specifically, the SS liberty Star, due to arrive in Jakarta on March 22, _________ to

2. (A)failed

(B) fails

(C) failing

(D) fail

arrive as scheduled. 

This vessel was carrying a consignment (B/L 8947) for our client; we would like to know why the vessel has been _________ and when it is expected to arrive.

3. (A) delayed

(B) replaced

(C) done 

(D) repaired

A prompt reply would be appreciated in this matter.

Your sincerely,

Emerson Filho 

Emerson Filho 

Questions 4-6 refer to the following memo.

Mr. Niels Kristein

Olaf and Bohr Furnishings

Kristianiagade 19

2100 Copenhagen

Denmark

Dear Mr. Kristein,

Your delivery of 150 hardwood table and chair sets (order # DH4589) _________ this morning, 

                                                         4.(A) arrives

                                                           (B) arrived

                                                           (C) will arrive

                                                           (D) arrive

but unfortunately, when we opened them we discovered that there is one leg missing from 

_______ table.

5.(A) each

  (B) all

  (C ) some

  (D) any

Obviously we will need this problem corrected as soon as possible. We would appreciate it if you could _________ the missing 150 legs to our warehouse by this Friday, August 16, at the least. 

     6.(A) to send

       (B) sending

       (C ) send

       (D) have been

I look forward to hearing from you in the next day or so.

Your sincerely,

Alfred Axely 

Alfred Axely 

Purchasing Director

Part 7: Reading Comprehension 

Tips (1) Look at the questions first
       To save time, do not start reading the passage until you know exactly what you need to find.

    (2) Answer questions in the most efficient order
       Some question types are easier to answer than others. Answering the easiest questions first will give you information that will help you answer the difficult ones more quickly.

    (3) Pick out ‘key words’ (nouns and verbs) in the question
       This will help you to quickly understand what you need to look for the passage.

Exercise (3) 

Recommended Time: 6 minutes (or less)

Try to spend no more than about 60 seconds on each item. If you don’t know the answer, guess and move on. If you have time at the end review any answers you weren’t sure about.

Questions 1-3 refer to the following advertisement.

[image: image6.jpg]Printing for your personal & small business needs

Gaines Bros Printing

A commitment to quality and service since 1959

New opening hours:

Monday to Saturday from 9 AM. to 7 P
* Business Forms
« Business Cards

Full Golor Printing
Graphic Design

« Envelopes « Digital Copying

« Folders « Invitations

© Letterhead + Graduation and Wedding
* Menus Announcements

June-only special offers:

B Order 10 sets of letterhead and get matching envelopes at a 50% discount ‘

B Place an order worth over $100 and receive 2 business cards or invitations for
the price of 1

next order during the coming year

B Make a purchase over $250 and you will receive a voucher worth 10% off your ‘

Order by phone, fax or in person.

555-3467 ¢ FAX 555-3478
458 Notting Drive Unit 119 « Alansburg





1. Who would NOT be a potential customer for this company ?

  (A) A couple planning a wedding 

  (B) A major corporation

  (C) A local real estate agent

  (D) A restaurant in need of new menus

2. What could customers who spend $ 150 get ?

  (A) A 10% discount

  (B) Double the number of invitations

  (C) A discount on envelops

  (D) Two free sets of business cards

3. What will happen from July 1 ?

  (A) The time the shop opens will change.

  (B) Fax orders will not be allowed.

  (C) Discount vouchers will become.

  (D) No bonus will be given for large letterhead orders. 

Questions 4-6 refer to the following notice.

[image: image7.jpg]Online water/sewer payment

Welcome to the Worthwood Water/Sewer Account Payment System. You can
now pay your bill online via credit card using the most secure online payment
system available.

Please enter your Worthwood Water/Sewer account number below, then click
“Submit”. Your account number can be found in the upper left-hand comer of
your bill. If you do not know your account number, please call 555-8375.

If your door has been tagged for non-payment, you must call 555-0874 to stop
termination of water service.

Please do not use this Web site if your payment is intended for overdue sewer
charges related to sewer certification. If you recently received a notice about
unpaid sewer charges, please follow the payment instructions on the notice.

Sewer payments can be mailed to Division of Water, P.O. Box 139012,
Worthwood, South Dakota 57248. Payments must be received by Feb 16.

A two dollar (§2.00) or two percent (2%) processing fee (whichever is GREATER)
will be added to your payment.

All general inquiries should be addressed to the Information Section, Worthwood
Public Works Section, P.O. Box 138976, Worthwood, South Dakota 57248, or
call 555-2378 (ext. 124).





4. Who would be most interested in this notice?
(A) People who need Sewer certification
(B) People who don’t wish to pay additional processing charges

(C) People who want to pay by computer

(D) People who wish to receive a Water/Sewer account number
5. How can customers find their account number?
(A) By calling 555-0874 for information
(B) By clicking a button on the Web site
(C) By checking the corner of their bill
(D) By looking on their Sewer certificate
6. What must people with overdue Sewer bills do?
(A) Call the Division of Water
(B) Pay an additional processing fee
(C) Address their inquiries to the Information Section
(D) Follow the instructions given
TOEIC Reading Practice (1)

Part 5 

Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentences. Select the best answer to complete the sentence. Then mark the letter (A), (B), (C), or (D) on your answer sheet.

1.To make sure that the deal could be closed successfully, the manager ruled that everyone in the advertising section _______ till ten every night last week.

  (A) work

  (B) worked

  (C) was working

  (D) work

2. No sooner ______  in New York than Ms. Funk immediately arranged a meeting with her counterpart on the possible merger of the two companies.

  (A) she arrived

  (B) she had arrived

  (C) does she arrived

  (D) had she arrived

3. Contrary to common belief, Africa is well endowed with_______ natural resources, from its natural biological resources to its vast mineral riches.
(A) abundant

(B) accidental

  (C) habitual

  (D) occasional

4. Surprisingly, the Wii, a video game console which many young people use for exercise and fun, has attracted a ______ number of older gamers as well.

  (A) useful

  (B) punctual

  (C) significant

  (D) general

5. Mr. Armstrong is expected to take ______ of the newly built factory that specializes in manufacturing all kinds of antique furniture.

  (A) chance

  (B) duty

  (C) blame

  (D) charge

6. ____ behalf of our company, I would like to apologize for our performance on your service contract and hope you may give us a chance to try again.

  (A) By 

  (B) For

  (C) On

  (D) With
7. I’m happy to announce that we are ____ finished with the construction of a new factory, which we hope can be st in operation early next year.

  (A) close 

  (B) almost

  (C) near

  (D) around

8. The advertising company has chosen to _______ its business into China because of its strong economy and abundant human resources.

  (A) expel

  (B) expand

  (C) exalt

  (D) exclaim

9. It is necessary that this project ______ finished by the end of this month so that we can have ample time to deal with other important things.

(A) is

  (B) will be

  (C) has

  (D) be

10. Many studies have proven that eating at fast-food restaurants_____ per week is associated with more weight gain in otherwise healthy young adults.

  (A) twice more

  (B) as twice

  (C) twice more than 

 (D) more than twice

11. Merry Airlines just announced that Flight 101______ for London has been cancelled due to a severe hurricane that is developing in the Pacific.

  (A) flew

  (B) bound

  (C) went

  (D) arrive

12. Although his wallet was at the restaurant during the entire drive home, it was not until he arrived at the house _____ he remembered leaving it there.

  (A) did

  (B) that

  (C) when

  (D) where

13. Management has decided that special _____ will be given in the coming years to the training of high quality employees so as to raise efficiency.

  (A) conference 

  (B) attention

  (C) answer

  (D) attempt
14. Whether to award Paul a pay raise ____ depends on his further improving his sales performance.

(A) or not

(B) or so

(C) or else

(D) or again

Part 6 

Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentences. Select the best answer to complete the sentence. Then mark the letter (A), (B), (C), or (D) on your answer sheet.

Questions 15-17 refer to the following report.

Vanguard Auto Parts is dedicated to providing racing products that _____ quality performance 15.  (A) add 

(B) combine

(C) decorate

(D) offer

With value pricing. We wish to establish a successful partnership with our customers, our employees, and our suppliers that respects the interests and goals of each party.

Constantly ______ to supply what the consumer is asking for, we will continually review what 

   16.  (A) strive 

(B) to strive

(C) striving

(D) strives

is available in the marketplace, and what isn't. Improving on what is available and providing new products and services to the areas of need will help ensure our success in market driven by consumer demand.

Success will ultimately be measured by our customers choosing us because of their _______ 

17.  (A) expectation

                                                                (B) doubt

                                                                (C) desire

                                                                (D) confidence 

in our ability to meet or exceed their expectations of price, service, and selection.

Questions 18-20 refer to the following letter.

Dear Gentlemen:

We are happy to inform you that The Ace Software Store is now open. ________ 

                                                     18.  (A) Situating

                                                         (B) Lain

                                                         (C ) Placing

                                                         (D) Located

Near the train station with a spacious parking lot, our store is convenient for you to reach.

At The Ace Software we offer a complete and diverse line of computer software packages for _________ personal and business application. We do not represent any individual computer 

19  (A) both

(B) either

(C) all

(D) as well

hardware manufacture, but the products that we carry are compatible with many systems. We are therefore able to offer our customers a wide range of excellent software packages. Enclosed, for your reference, is a partial list of the items we currently have available.

We  _________ that you will come and visit us soon.

20  (A) request

(B) would like

       (C) wish 

(D) hope

Part 7

Directions: In this part you will read a selection of texts, such as magazine and newspaper articles, letters, and advertisements. Each text is followed by several questions. Select the best answer for each question and mark the letter (A), (B), (C ), or (D) on your answer sheet. 

Questions 21-22 refer to the following e-mail message.

[image: image8.jpg]eksta@publicnet com
george stein@moulin.com
humres@moulin.com

Employment Contract

Dear Ms. Stanton,

Iam writing in response to your e-mail of July 18. | want to start by |
saying that | am disappointed to hear that you do not wish 1o take

the position that you have been hired for in our main offce. However,

though you have not begun to work here yet, you did sign a contract

with us for a minimum of two years. The company Gonsiders this

contract to bo active. Thus, I have to nform you that f you do not report

to work by August 1, you will be responsible or breaking the contract

and the related fees. Ifyou disagree wilh this decision, the rules for how

You can proceed are in the conract.f you need an addition copy,

please contact Human Resources. |

I hope that we can resolve this quickly and amicably. | look forward to
working with you.

Sincersly,
George Stein





21. What did Ms. Stanton likely say in her e-mail to George Stein?

(A) She needed more information about a contract.

(B) She did not want to take a job that she had been hired for.

(C) She wanted to know when she needed to start work.

(D) She was hoping to sign a new contract with the company.

22. What should Ms.Stanton do if she doesn’t want to take the job?

(A) E-mail George Stein

(B) File a lawsuit

(C ) Pay for related fees

(D) Contact Human Resource

Questions 23-25 refer to the following notice.

[image: image9.jpg]REPUBLIC OF PARAGUAY
Notice of Tender for Construction of a College of Computer Scicnce

“The Republic of Paraguay isinviting construction companies to submit
bids fot the construction, completion, and maintenance of a College

of Computer Science in San Pecro. The campus plan includes an
iministation buiding, ive buildings for Computer Science, five blocks of
cudent apartments,a ibray, a gymnasium, a 10,000-sea soccer stadiun,
o+ healdh clinic. For detals on the project, log on to wwparageay/moe/
sanpedro;prgor

Inteested particsshould submit dravings of the 14-hectre campus plan by
Jay 1, o wih thei bid. All paries must subiit copics of the following
documents by August 1

 Tax Cleasance Statement of the Republc of Paragoay

& Form of lntent for a Contract Bond

= A staement from an insurance company based in Pacaguay
estfying to the contractors willingness to provide nsurances a5
detiled i the tender documents.

“The bids will be opened in public on September 1.





23. To whom is this advertisement directed?

(A) Construction companies

(B) Foreign educators

(C ) Local students

(D) Local administrators

24. Which of the following is NOT part of the campus plan?

(A) A sport stadium 

(B) A library 

(C ) A museum.

(D) Dormitories

25. When must bids for the project be received ?

(A) By July 1

(B) By August 1

(C ) By September 1 

(D) Within three years

Questions 26-28 refer to the following article. 

[image: image1.jpg]Total web address registrations surged to 63 million in the
spring of this year. Some 47 million new addresses were created in
the first quarter, a record. Though North America remained the
‘area with the highest number of Internet users as a percentage of
s population-at just over halé-the recent availabilty of Arabic,
Chinse, and Russian characters within domain names certainly
contribated to this rapid increase. The "inter-connected world" of
the Internet that online visionarics espouse is slowly taking shape.

I has made

However, not all reports have been good. Ex
businessto-business communication more efficient and person-
torpersan correspondence faster and cheaper, yet spam and e mail
Virtses also reached an all-time high. Spam—unwanted e-mail
Tmakes up three-quarters of all e-mail messages. Worse stil, despite
Improvements in antivirus software, the percentage of virus infected
omail remained at just over nine percent. For businesses, this is
especally bad news, as they must puchase costly anti-virus software
o take valuable time to delcte the unwanted emails, which costs
businesses an average of US$1,934 per year in lost production,
double the amount of the previous year.

Although the Tnternet's potentialis great, the Internet industry
<hould redouble its efforts to reduce unwanted and unnecessary
Lpam and redhuce the serious threats posed by software and Internct

viruses





26. In the article, the world “espouse” in paragraph 1, line 8, is closet in meaning to 

(A) support

(B) require

(C ) reject 

(D) understand

27. According to the article, which of the following statements is true ?

(A) The highest number of Internet users is the Chinese

(B) The use of language other than English on the Internet is growing

(C ) About 75% of e-mail is infected with viruses.

(D) Just over half of the people in the world use the Internet.

28. What is the writer’s opinion of the current Internet situation?

(A) The increase of domain names has caused more spam.

(B) The potential of the Internet has gone down because of viruses.

(C ) The industry should increase its efforts to improve Internet safety.

(D) The writer’s opinion is not given.

Questions 29-31 refer to the following memo. 

[image: image10.jpg]Central Plaza University Hospital

Cleveland, Onio 44107

237 Rishack Street
Cleveland, onio 44114

Dear trs. Saunders:
our xecords show that you are overdus for youx onmual

hyaian eheckup. Please Contact us or your physicion
DY jour earliest comvenisnce

Jour provious physical checkup shoved to sign
£ T T tancer. However, because of Your fanily
e oaoee tn what ip referred to as & highrisk
B e somone with a high chance of developing
o neer. anmual visits allow us to find this
B e top its growth or eliminate it. Timely
e e m in braast cancar is responsible for an
e e iate, If laft to itsalr, breist cancer
e e cuichly not only thzough che breast but
e L seeh glands, whers it is much harder to

Your insorance paynents have been zeceived by our
L TS fou have nothing to pay for another
N e comtact us a2 soon a8 possible. If you
e eations about or problems witn another
R h10use contact me personally.

Sinceraly yours,

Ll Golding, 71D

Elena Golding, H.D
rumor Centor





29. Why does Jack want to meet with Richard and Harold ?

(A) To choose a different shipping company 

(B) To add money to the shipping budget

(C ) To impose a surcharge

(D) To bargain with Allied Freight

30. In the memo, the word “realistic” in paragraph 3, line 1, is closet in meaning to

(A) flexible

(B) practical

(C ) critical 

(D) optional 

31. When can the company start using a new shipping provider ?

(A) When the February shipments are chosen

(B) Sometime in June

(C) When the freight goes out in March 

(D) After sending a memo to the Board of  Directors

Questions 32-35 refer to the following letter.

[image: image11.jpg]MEMORANDUM

To:  Richard

From: Jack

Re:  Alternate Freight Route
Date: January 11, 10:15 a.m.

just spoke with Alled Freight. They said that with
ol over US$100 a barrel, they are imposing a 3%
Surcharge on all deliveries untl further notice.

I seems to me e have to discuss alternate freight
companies, Other firms are not increasing their
prices. don think we have a choice for February,
but vee should consider which other company mi
offer alower price starting in March

I ke to meet with you and Harold Ruskin first
10 go over what realstc choices we have. We can
present our findings and recommendations to the
Board of Directors at our next monthly meeting.

Ploase gt back to me as soon s possible. Tharks.





32. What is the purpose of the letter ? 

(A) To ask Mrs. Saunders for payment for treatment.

(B) To warn Mrs. Saunders of the risks of breast cancer.

(C ) To remind Mrs. Saunders to make a medical appointment.

(D) To ask Mrs. Saunders to refer her doctor to the hospital.

33. What can be inferred about Mrs. Saunders’ current state of health ?

(A) She has an early stage of breast cancer.

(B) Her breast cancer has been brought under control.

(C ) She is in the high-risk group for breast cancer.

(D) She and her mother now both have breast cancer

34. According to the letter, which of the following statements is true ?

(A) A physical checkup can help doctors detect cancer.

(B) Men do not suffer from breast cancer

(C) Eight percent of women are in a high-risk population

(D) Breast cancer begins in a woman’s lymph glands.

35. What is true about Mrs. Saunders’ health insurance ?

(A) She still owes 80% of the bill.

(B) It is currently paid up.

(C ) She does not have health insurance.

(D) Her health insurance is overdue.

Questions 36-40 refer to the following advertisement and letter.

[image: image12.jpg]‘Wanted! Buyer for UpTown Threads, Inc.

New York's hottest retail clothing chain is secking a full-time, fully committed
buyer for its Miss Tween line of fashion. The right candidate must have at
least five years’ experience in clothing retail, preferably with famous brands
Responsibilities will include atcending fashion shows, networking with peers and
the press, and making profitable decisions. Qualities needed include peetless social
skills, professionalism, and dedication to the craf of clothing

Rewards are commensurate with experience, education, and letters of
reference, wo of which are required from designers, journalists, or previous
employers. No academic references, please. This is the perfect break for those who
really want to dive head first into the world of fashion.

Send cover letter, CV, and letters of reference to:

UpTown Threads, Inc.
339 East 39th Street
Manhattan, New York 10031

All applications must be reccived by April 10. We will notify all candidates
whether their applications were accepted ot not.

YN _ W S NS N S





[image: image13.jpg]Maximilian Johansson
Assawa Hussein

Discrimination
January 22

Dear Mr. Johansson:

After serious thought, I have decided to resign from Marko Enterprises. Over
the past year, I have overheard several co-workers making discriminatory

remarks about my clothing, religion, and race. My traditional headdress s not
only a symbol of my religion but also my way of life. Other colleagues freely
proclaim and display their religious beliefs in the office. Therefore, T believe it

is only fair that all employees be given equal freedom of expression.

I have devoted three years to this company and love my work. It is only my
working environment that I dislike. Not all of my co-workers have treated

‘me poorly. However, the number of those who have is enough that I feel
uncomfortable at work. Additionally, I feel anxious and have noticed a decrease
in my productivity at work, both of which are direct results of the treatment I
have received. Please inform me if you would like to discuss this matter more
in person. If not, please consider this my letter of resignation.

I





36. Which of the following is NOT mentioned as a requirement in the advertisement ?

(A) Professionalism 

(B) People skills

(C) Teaching background

(D) Devotion to the job

37. Which of these letters of recommendation would NOT be accepted ?

(A) Ms. Dorothy Nesbitt from Colors Rule, a clothing retailer 

(B) Dr.Marvin Deloitte from New York University 

(C) Ms. Katy Smith, press secretary for CBS News, Inc.

(D) Mr. Abraham Stolzman, leather goods designer 

38. Which of these means of communication is NOT available to contact Ms. Kowlowski ?

(A) Fax 

(B) Cell phone 

(C) Home phone

(D) Office phone

39. Who is Ms. Andrea Besch ?

(A) The owner of UpTown Threads, Inc.

(B) A previous employer

(C) A saleswoman at The Design Shed

(D) An assistant buyer in lower Manhattan 

40. What reason does Ms. Kowlowski give for wanting to leave Divine Inspiration ?

(A) She wants to start her own company.

(B) She wants to work for her sister. 

(C) She wants to be a designer of youth clothing.

(D) She no longer wants wo work under someone else.

Questions 41-45 refer to the following e-mail and memo

[image: image14.png]MEMO

To:  All Marko Enterprises Staff
From: Maximilian Johansson
Subject: Worker Morale

Date:  January 29

Complaints have been made of discriminatory remarks in our office.
This is completely unacceptable behavior at Marko Enterprises. We are
legallyand morally bound to take action against any form of discrimination,
whether against sex, race, religion, or sexual orientation. Each of our team
members has signed a contract against such actions. Therefore, any member
caught doing so will be fired on the spot, in accordance with our no-
tolerance policy.

In order to improve our working environment, a one-hour lecture by
the State Anti-Discrimination Board will be held every Monday for four
weeks beginning on March 3 from 1:30-2:30 p.m. All staff, including myself,
is required to attend.

At Marko Enterprises, we strive for excellence in business and relations.
The way we treat one another in the workplace is directly connected to
how we treat clients and how we represent the company. Marko Enterprises
intends to take the lead in making sure all of our hard-working staff feel
secure. Please join us in making Marko Enterprises a leader in human rights.




[image: image15.jpg]—

Study results were released today for a three-year study conducted by the
University of London looking at workplace efficiency. The massive study
included interviews involving approximately 1,500 participants throughout
Europe and North America. Scientists leading the study are reporting that their
resuls indicate that companies employing flexible scheduling have a huge
advantage over their competitors in productivity and efficiency.

About half of the employees in the study worked for employers that required
them to work a st schedule. These employees used only 42 percent of their
working hours to actually produce work for their companies. On the other
hand, workers at companics that allowed them to choose their own working
hours used about 80 percent of their time in the office productively, an
inerease of almost 100 percent. The study also showed that workers who were
free to decide their own schedules worked no fewer hours overall than their
counterparts.





41. What is the main purpose of the e-mail ?

(A) To congratulate a co-worker on retiring

(B) To complain about decreased staff numbers 

(C) To ask for an increase in office hours

(D) To announce the writer’s intentions to quit

42. What has happened to the writer of the e-mail ?

(A) She has recently changed her religion.

(B) She has been discriminated against.

(C) She has been unfairly fired..

(D) She has been caught speaking ill of others.

43. Which is an result of the writer’s treatment ?

(A) Less work getting done per day 

(B) Changes in her working schedule 

(C) Increase in pressure at home 

(D) A growing dislike of all co-workers

44. What can be inferred about Mr. Johansson ?

(A) He is a victim of discrimination.

(B) He holds a lower-level position in the company.

(C) He is sincere about reducing discrimination.

(D) He discriminates against his employees.

45. Which is NOT true about the lectures mentioned in the memo ?

(A) They will take place during afternoon hours.

(B) The State Board will host the lectures.

(C) There will be four lectures in total.

(D) The lectures will take place biweekly.

Questions 46-50 refer to the following article and memorandum.

[image: image16.jpg]MEMORANDUM

To:  Roger Goss, Personnel Manager
From: Patty Brown, Vice President
Re:  An interesting article

Hi Roger,

1just read this article in Business World Magazine about

a study on efficiency. I thought it might be worthwhile to
discuss the data presented in the article during our upcoming
strategy meeting.

It seems to me that this system of employees choosing their
own hours would not be too difficult to adopt here. It may
help us with some of the productivity issues we've been
having. It would also probably be very popular with the
employees. Finally, it could really help us to save money.
Since our revenues aren't likely to increase this year, this
could give us a profit boost.

Please read the article and let me know what you think prior
to the meeting.

Thanks!

Patty





[image: image17.jpg]Sender:  Service Desk <service @jubileeelectronics.com>

Date: November 10, 2008

To: Kevin Kramder <kramdster@hortmail.com>
Subject:  CD/MP3 Repalr request #009558

ccC:

Dear Mr. Kramder,

We received your CD/MP3 player which you sent to be repaired. After careful
examination, we found that one of the wires connecting the main CD scanner
to the headphone jack has come loose. Your CD/MP3 player is covered
under our three-month warranty, and we will ix your player for you at no extra
charge. However, because it is a warranty repair, it will not receive first priority
and thus will not be ready for approximately another four to six weeks.

If this is inconvenient for you, please e-mail our help department. We will send
your CD/MP3 player back to you so that you may repair it on your own.

Thank you so much for purchasing a Jubilee Electronics product and please
let us know how we can help you in any way in the future.

Sincerely,
Julie Miller
Jubilee Electronics





46. What is the main idea of the study ?

(A) Employees who choose their own schedules work better.

(B) Employees do not want to have to pick their own hours.

(C) It is much more productive for employers to do the scheduling.

(D) If they pick their own hours, employees are much happier.

47. Why does Patty Brown contact Roger Goss ?

(A) To ask if he has already read an article

(B) To show him a book he might enjoy

(C) To let him know she published an article

(D) To ask his opinion about information in an article

48. About how much more productive are employees with flexible schedules ?

(A) 80% more productive 

(B) Twice as productive

(C) 42% more productive

(D) 100 times as productive 

49. Which benefit of a new scheduling system does Patty NOT mention?

(A) It will make employees more productive.

(B) It will increase the company’s profits.

(C) It will make tracking performance easier.

(D) It will please the employees.

50. When will Roger probably reply to Patty’s memo ?

(A) In between strategy meetings

(B) Just after the strategy meeting

(C) At the strategy meeting

(D) Before the strategy meeting

Week Two

· Strategies for Analyzing Vocabulary

There is, as you know, no vocabulary section on the TOEIC. Still, you must know the meaning of words in order to be able to comprehend the reading passages and the grammar exercises. The best way to learn words is by using them. If you read a new word, try to use it in another way. Write it down; say it in a sentence. Listen for others to use it. Notice how the word is used when you read it.

 — Read as much as you can in English
 — Keep a notebook of the words you learn.

 — Learn words in context — not from word lists.

· Strategies for Analyzing Grammar 

 — Recognize the parts of speech.

 — Recognize agreement of person, number, and tense.

 — Recognize the correct grammatical form.

 — Recognize correct usage.

 — Recognize correct word order.

— Recognize potentially wrong answer.

· Strategies for Reading Comprehension

The PSRA Strategies

· Predict.

— Look at the introduction line.

— Look at the question and answer options

· Scan the passage.

— Look for Key Words from the question.

— Look for Key Words from the answer options.

— Look for Key Words from the answer options.

— Answer questions.( in your head, NOT on answer sheet).

· Read the passage.

— Read quickly, but carefully. Don’t stop if you don’t know a word.

— Confirm your predictions.
· Answer the questions on the answer sheet.

— Answer the easy questions first.

— Guess if you don’t know.

· Strategies for how to answer “NOT” questions 

—  Leave “NOT” questions to last 

   Answering the other questions may help you to answer “NOT” questions or to know where in the passage to find the answer.

—  For “NOT” questions, use what you’ve leant doing the easier questions 

   Doing the other questions should help you to answer these questions. If not, skim the passage to confirm the most likely answer choice.

—  Eliminate incorrect answer choices and choose what’s left 

   Ignore options with similar meanings in the passage (you need to find the one that is NOT true). The option you can’t find is the correct answer.

Week Three — Quiz 

Part 5 

Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentences. Select the best answer to complete the sentence. Then mark the letter (A), (B), (C), or (D) on your answer sheet.

1. In an effort help downtown retailers increase business, the Lakefield City Council _______ to covert pearl Street into a pedestrian mall.

  (A) recommends

  (B) suggests

  (C) proposes

  (D) submits

2. Mr. Schneider has rearranged the employee schedule without Mrs. Evans' consent, ______ is probably going to make her quite angry.

  (A) who

  (B) that

  (C) which

  (D) when

3. Struggling Alantec Semiconductor’s stock rose_______ 50% upon word of its acquisition by ChipLink, a maker of microchips for wireless communications.

(A) approximate

(B) approximates

  (C) approximated

  (D) approximately

4. ______we received the machinery from Winston Enterprises on time, construction on the new headquarters wouldn’t have been delayed.

  (A) Did

  (B) Had

  (C) Were

  (D) Should

5.______we received the machinery from Winston Enterprises on time, construction on the new headquarters wouldn’t have been delayed.

  (A) Did

  (B) Had

  (C) Were

  (D) Should

6. Mrs. Hurley was awarded with an engraved plaque commemorating 20 years of ____ service to the firm.

  (A) designated 

  (B) delegated

  (C) deserved

  (D)devoted

7. We would like everyone to refrain from leaving or entering the meeting room____ the video is being shown.

  (A) during 

  (B) upon

  (C) while

  (D) whether

8. _______ multiple errors in the sales analysis, Mr. Bronson ordered that each draft be checked twice by a supervisor.

  (A) See

  (B) Seen

  (C) Sew

  (D) Seeing

9. This is the conference center ______ the seminar will take place — it’s large enough to seat the 500 people who have registered.

(A) which

  (B) what

  (C) where

  (D) why

10. For the second day in a row, Mr. Sidmor’s travel plans were_____ due to the hurricane raging off the Florida coastline.

  (A) frustration

  (B) frustrating

  (C) frustrated 

  (D) frustrate 

11. The price of coffee has risen______ an average of 30 cents a pound since this same period last year.

  (A) on

  (B) from

  (C) by

  (D) over

12. The analyst’s predictions concerning the future of Internet marketing______ determined to quite accurate.

(A) is

   (B) has been

   (C) was

   (D) were

13. At least ten people____ both food and drinks to tomorrow's company picnic, so there ought to be plenty for everyone.

  (A) bring 

  (B) are bringing

  (C) are brought

  (D)have brought 

14. Middleton Industries was ordered to ____ all of their financial records after it was revealed that the CEO had given himself billions of dollars in loans.

  (A) turn out

   (B) turn over

   (C) turn around 

   (D) turn down 

15. Clients who get a friend to sign up for a membership in the month of October will receive 20% off____ dues for November.

  (A) our 

  (B) his

  (C) your

  (D) their

16. Sources in the industry _______ that Americans will go to the movies nearly 2 billion times next year, an increase of nearly 50% over this year’s figures.

  (A) estimate

  (B) elevate

  (C) elaborate

  (D) esteem

17. Giving workers positive feedback when they do a good job, and keeping negative feedback to a minimum, is an excellent way to keep them happy and ______ .
(A) produced 

   (B) production 

   (C) produce 

   (D) productive 

18. Every employee must _____ in when they arrive by placing their time card in the slot at the top of the clock by the door.

  (A) give

   (B) punch

   (C) take

   (D) come

19. This personal communications device runs on one AAA battery and is less than twice______ size of a standard business card.

  (A) much

  (B) as

  (C) the

  (D) a

20. Before operating this paper shredder, make sure to read the instructions and warnings printed ______.

  (A) under

   (B) below

   (C) across

   (D) forward

Part 6 

Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentences. Select the best answer to complete the sentence. Then mark the letter (A), (B), (C), or (D) on your answer sheet.

Questions 21-23 refer to the following article.

Forth & Harmer Co. has accepted a buyout offer of $ 38.7 billion from the French corporation Cavafy-Senderos. The directors of both companies unanimously agreed to the deal, 

_______ a higher, rival bid of $ 40 billion By Jackson & Jackson, Inc.

21.  (A) even 

(B) but

(C) regardless

(D) despite

The ______ of Forth & Harmer by Cavafy-Sendoeros represents another

 22.  (A) replacement 

(B) exchange

(C) purchase

(D) sale

success for the company, which is coming off its most profitable year ever. Investors seem to agree, as share prices of Cavafy-Senderos’ stock rose sharply ________

                                                 23.  (A) to follow

                                                     (B) followed

                                                     (C) following 

                                                     (D) follows

Harmer Co. 

Questions 144-146 refer to the following letter.

Federated Fiance

121 1st St. #C3

Allentown, NJ 18776

Dear Federated Fiance,

Thank you for ____________ an offer to allow us to borrow up to 100,000 in a  line of credit 

           24. (A) extend

               (B) extended

               (C ) extending

               (D) extension

with Federated Fiance. We have seriously considered your offer and feel it is quite generous. 

_________, many companies get into trouble when they borrow too much money. 

25. (A) However

(B) Therefore

(C) Furthermore

(D) Afterwards

We take special care to maintain our good credit rating, and we feel that we should not take on any more debt at this time. For this reason, we have decided to _________  

                                                  26. (A) accept

                                                      (B) decline

                                                      (C) cancel 

                                                      (D) grant

your offer of a $100,000 credit line.

We will be sure to keep Federated in mind for our future financing needs.

Regards,

Priscilla Haymakers 

Blixx Exterprises 

Part 7

Directions: In this part you will read a selection of texts, such as magazine and newspaper articles, letters, and advertisements. Each text is followed by several questions. Select the best answer for each question and mark the letter (A), (B), (C ), or (D) on your answer sheet. 

Questions 27-28 refer to the following newspaper article.

[image: image18.jpg]Marie Carpenter’s — s='=
Restaurant & Bakery @

Breakfast - Lunch - Dinner

Enjoy a scrumptious breakfast while planning your day. Marie
Carpenter's is adjacent to 150 shops and a 14-screen theater,
and is only 10 minutes away from the zoo and Sylvester Park,
15 minutes from Ocean Aquarium and Aldworth Bay. Express
Service for tours and convention groups available.

— The best value in town —
Steak Dinner for just $8.99
Seafood Platter for just $9.99
And .. you'll love the fresh baked pies!

Get one FREE!

Getaslice of Apple Pie with the
purchase of any entrée and this coupon.
Good at Hampton Plaza only. Limit one
per person. Not valid with any other

} discounts. Good until 4/30/2009.

Marie Carpenter's

Restaurant & Bakery
Open 363 days & year { Hampton Plaza, Top Level /5556125





27. How often are board elections held ?

(A) Every year

(B) Every two years

(C ) Every eight years

(D) Every ten years

28. What should interested candidates do first?

(A) Get in touch with the neighborhood secretary

(B) Go to St. Agatha Parish Hall

(C ) Participate in a board meeting

(D) Send an e-mail to the Board President. 

Questions 29-30 refer to the following memorandum.

[image: image19.png]Digi-Tech Hardware, Inc.
Dear employees,

You probably already know about the Annual Conference for Computer
Makers’ Association (CMA), which will be held from May 5 to May 7 in
Brisbane, Australia, but here is more information you might find useful.

The cost to attend the conference is $250 per person, but groups over 10
people can get a group discount of 5%. This year the main speakers will
be William Mon from CompSoft and Rachel Peters from Yale Industries. On
May 6, | will also give a short speech about computer security.

If you are interested in going to the conference, e-mail me by April 20 so
| can make a list of the people who will be attending and see if we can
manage to get the group discount

Daniel Boone
CFO





29. What subject does this memo address?

(A) Profits the Davenport Company had made

(B) Tad Moore’s accounting skills

(C ) A financial gift to another organization

(D) Financial assistance for Davenport employees

30. What does Mr. Diaz hope to gain for the company?

(A) An improved public image

(B) Higher employee morale

(C ) Better job candidates

(D) Reduced taxes

Questions 31-33 refer to the following advertisement.

[image: image20.png]Ph

The annual Seminar on International Partnership s designed fo dliow
university students to interact with infernational businesses and explore
the political, economic, and social dynamics of infernational affairs
Additionally, participants can toke a closer look at global issues with
representatives of infernational non-governmental organizations.

Participants will take part in simulations, small-group seminars, and one-
to-one discussions with specialists in infernational relations. Information
regarding opportunities for varlous internships offered by major global
corporations will be available to seminar participants.

Applicants are to choose from two sessions: Session A (August 12-
17) or Session B (August 19-24). There Is a cap of 50 parficipants per
session. Please submit your application before July 25. We will confirm
all registrations and provide further information at that time. Late
applications will be accepted only if space permits and on a first-come,
first-served basis. If all spaces are filed, other applicants will be placed
on @ waiting st pending canceliations





31. This establishment is ideal for 

(A) people who travel for business.

(B) people who like to have a second house.

(C ) people who wish to relax at the beech.

(D) people who seek an old-fashioned atmosphere.

32. Which of the following NOT provided ?

(A) A facility for holding meetings

(B) Rooms that overlook the city

(C) Free meals for the hotel guests

(D) Access to the city’s business center

33. What has the hotel renovated ?

(A) Hotel accommodations

(B) Theaters

(C) Meeting rooms

(D)Ballrooms 

[image: image21.png]Enforcement Manager

Are you looking to make a real difference? Are you passionate about leadership and animal
righis? Is a meaningful job more motivating than a highly paid one? The Henrysville Animal
‘Welfare League has an 85-year history of helping animals in need. Our team of inspectors
investigates animal welfate complaints, assists local police departments in enforcing the Animal
‘Welfare Act, educates animal owners, and responds to emergeney welfare cascs.

We are seeking an experienced manager with strong leadership skills to develop and coordinate
our team of animal welfare inspectors. Knowledge of court processes is helpful but not
necessary.

‘You must have extensive knowledge of non-profit organizations and the National Animal
‘Welfare Act, The ideal candidate will also have:

* Leadership, public speaking and advocacy skills
* Atleast three years’ full-time managerial experience
* Relevant university degree preferred; current driver’s license essential

Being a part of the Animal Welfare League’s team is challenging, yet the work is varied and
highly rewarding. The successful candidate will receive full training and a comprehensive
benefits package, including a medical plan.

Send cover letter and résumé, by August 15, to Jenn Sharp at jsharp@hawLorg.hv. For further
information, please visit wwi.awl.org hv.




Questions 34-36 refer to the following letter

34. What is the purpose of this letter ?
(A) To recruit a suitable employee

(B) To request an interview

(C) To apologize for a delay in response

(D) To reject a new applicant

35. How did the job candidate find out about the laboratory assistant position?

(A) Through a friend

(B) From reading the newspaper

(C) From listening to the radio

(D) By going to a job opportunity exhibition

36. Where did the job candidate develop his laboratory skills ?

(A) At previous laboratory jobs

(B) At a professional laboratory

(C) In science and lab classes

(D) At the local annual fair

Questions 37-40 refer to the following news article.
[image: image22.png]August 10
Dear Ms. Sharp,

1 :am writing to apply for the position of enforcement manager advertised in this Sunday's
edition of the Henrysville Times newspaper. Though | am just beginning my career after
finishing college, | hope you will consider me for this position. | believe that my leadership
experience and my recently completed four-year degree in non-profit management, with a
focus in animal welfare, make me a strong candidate for this position.

This spring, | was the key organizer of a renovation project at the local Humane Society:
I recruited and managed 45 student volunteers over a three-day weekend. Last summer
1 completed an internship with the Animal Care and Control unit of the Valetta City Police
Department. This provided me with practical experience in policy and enforcement. In
addition, | have my own vehicle and a clean driving record.

1 have enclosed my résumé for your consideration. | look forward to having an interview
with you 1o discuss this exciting opportunity.

Sincerely,
Grace Lyons





37. What is being reported ?

(A) A business merger

(B) A company expansion

(C) A bankruptcy

(D) A change in marketing strategy

38. What does Steven Allendale indicate ? 

(A) Newburry will try similar projects in the future.

(B) Car dealerships are losing money.

(C) The Save-Mart project was a poor use of capital.

(D) Newburry will sell its stock holdings in Save-Mart.

39. What was one effect of the plan’s failure ?

(A) Save-Mart raised its earnings projections.

(B) Newburry’s profits went down.

(C) Newburry’s new shares were offered at discount prices.

(D) Save-Mart reduced he size of its parking lots.

40. Why was the plan unsuccessful ?

(A) It did not attract enough people.

(B) Save-Mart did not have sufficient space.

(C) It cost more than initially expected.

(D) The price of the cars was too high.

Questions 41-45 refer to the following two e-mails

[image: image23.png]John Tompkins University is delighted to announce that this year's Gommunity
‘Symposium speaker is Ephraim Katzenberger, bestselling author of the management
bible Who Ate My Peas? and several related books. His appearance at John Tompkins
will coincide with the release of his new memoir, Katz: A Life

Prior to his career as a writer and speaker, Dr. Katzenberger ran a manufacturing
company in Baltimore. Under his leadership, the company enjoyed record profits and,
aiter selling the company, he became a much sought-after management consultant,
whose innovative ideas were widely imitated. Bradley Whyte, a professor at the John
Tompkins Institute of Commerce says, *Mr. Katzenberger has revolutionized management
theory. For anyone wishing to understand the way businesses are run in America today,
his teachings are indispensable.”

The lecture will be held at 8:00 ».v. on September 18 in the Frank Pembleton Memorial
Hall Auditorium. Dr. Katzenberger will be available at 7:00 p.w. in the lobby before the
talk to sign copies of his books. Tikets, which go on sale September 4, cost $60 (free
admission for faculty members) and can be purchased at the campus bookstore.





[image: image24.jpg]UpTown Threads, Inc.
339 East 39th Street
Manhattan, New York 10031

Dear Sirs or Madams: April2

Enclosed please find this cover letter along with my CV and two letters of
reference as requested in your advertisement in Les Girls magazine of March 15. My
contact information, including work telephone, home telephone, and cell phone, is
listed in my CV.

1'am eager to work for an up-and-coming company like UpTown Threads, Inc.
I worked two years for The Design Shed in lower Manhattan as an assistant buyer,
mostly for fabrics and ready-made clothing. One letter of reference is from the former
owner, Ms. Andrea Besch. The other is from my current supervisor, Angela Melinni, of
Divine Inspiration, a well-known retail chain store operating in Europe and America,
specializing in mature women’s clothing. At Divine Inspiration, | am an assistant to Ms.
Melinni, often accompanying her on overseas trips to fashion shows in Paris and Milan.

Although I love my current job, nearly five years of constant exposure to and
excellent training as a buyer has made me ready to work independently within a
company. | believe my background is ideal for young women's clothing.

My only shortcoming is that | have four and half years’ experience in total, not
five as mentioned in your ad. | believe, however, that my letters of recommendation
will attest to my professionalism in and dedication to this field.

Hoping to hear favorably from you soon, | am

Very sincerely yours,

Sumaritha Kowlowsti

Samantha Kowlowski





41. What is indicated about the customer service section ?

(A) It should be more involved in promotion.

(B) The section members are overworked.

(C) The turnover rate is low.

(D) It needs to be downsized.

42. What can be inferred about Greg Chaffee ?

(A) He was not present at yesterday’s meeting.

(B) He is a member of the sales section.

(C) He has applied for a management position.

(D) He is involved in the hiring of new staff.

43. What did David do that the meeting ?

(A) Made a presentation about a new product

(B) Suggested some changes to procedures

(C) Requested additional customer service staff

(D) Complained about the sales department

44. What is the purpose of the weekly meetings David will attend ?

(A) To interview candidates for customer service positions

(B) To improve the efficiency of daily work activities

(C) To recruit sales staff

(D) To propose modifications to current products

45. What will David do tomorrow ?

(A) Help the company change office locations

(B) Demonstrate his job to a new applicant 

(C) Learn about a computer program

(D) Attend a management meeting 

Questions 46-50 refer to the following letter and estimate.

[image: image25.jpg]Neighborhood association to hold election

The next board election for the Jefferson Heights Neighborhood
Association Board will'be held Thursday, February 22, at 7:00 p.u. at
St. Agatha Parish Hall. The eight-member board holds annual elections
for four members, who serve two-year terms. There is no limitation on
the number of times any one person can run for or serve on the board.
Candidates must be 21 or older, must own property in the Jefferson
Heights District, and must currently reside in the Jefferson Heights
District to qualify for a board seat

Qualified candidates must submit a completed Candidate Application to
neighborhood secretary Judith Helsinki by January 31, 2009. Candidate
Application forms can be obtained by contacting Ms. Helsinki at
314-664-0913 or Jhelsinki@loa.com.





[image: image26.jpg]Mike Diaz, CEO, Davenp

_Tad Moore, Accounting

Mr. Moore:

This is in regard to the Davenport Company’s donation that we discussed earlier this
month. Following my meeting yesterday with Ms. surki, I have decided that it would
be in our best interests to make another donation this year. This would qualify the
company for a significant tax deduction, and of course, 1 feel that the money would be
well-spent if it goes to a charity.

Please use your discretion to determine what you believe to be an appropriate amount
for us to donate. Ms. Surki told me that you can research the guidelines for this type of
deduction on the Internal Revenue Service website. You should be able to determine a
good figure based on the year-end total that we will owe in taxes, and the benefit that
the donation will provide for us as tax refief.

Regarding the recipient, | would like the donation to go to The Human Fund, @ non-
profit organization dedicated to helping the homeless find employment and housing.
Attached is a letter that | have written to the charity; | would like you to mail it along
with the check once you have determined the amount of the donation. Please et me
know via e-mail after this has been done. Thank you for your assistance, and | will be
looking forward to hearing from you again.

Mike Diaz, CEO





46. Where did Chip send the computer ?

(A) To the head office

(B) To an overseas factory

(C) To Electrobest Computer Supply

(D) To Computer RX Incroporated

47. Why was the computer not repaired within the first six weeks of Chip’s request ?

(A) The computer had been sent to a larger facility.

(B) The necessary part was not available at the repair facility.

(C) The computer had exceeded its three-years warranty.

(D)The repair facility was too busy.

48. Why was Chip told that he must pay for the repairs ?

(A) The damage to the computer was his fault.

(B) He had violated the service agreement.

(C) The warranty had expired.

(D) The computer had not been purchased at an authorized dealer.

49. What does Chip want Mediatronics to do

(A) Redesign the CD drive

(B) Repair the computer for free

(C) Void a service warranty

(D) Purchases his computer

50. What do the repair costs in the estimate include ?

(A) The cost of having the computer delivered

(B) The cost of replacing the computer

(C) The cost of renewing the warranty

(D) The cost of sending repair personnel to New York
Week Four

TOEIC Reading Practice (2)

Part 5 

Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentences. Select the best answer to complete the sentence. Then mark the letter (A), (B), (C), or (D) on your answer sheet.

1. The proposed project would also call for increased spending on new machinery,____ requiring an expansion of the workforce.

  (A) in addition 

  (B) as well

  (C) besides

  (D) furthermore

2. Lowenstein Bros. Is teaming with Webber Capital Partners to take control of one of the nation’s most ____  newspapers.

  (A) respected

  (B) respectful

  (C) respecting

  (D) respective 

3. Clients who get a friend to sign up for a membership in the month of October will receive 20% off____ dues for November.

  (A) our 

  (B) his
(C) your

  (D) their

4. Upon registration, the hotel staff will provide you ____ a list of amenities that are available for all of our guests to enjoy. 

  (A) with 

  (B) at 

  (C) of 

  (D) for 

5. While Deborah’s boss is still upset over an argument they had yesterday, Deborah herself is behaving ______ nothing is wrong.

(A) only if 

  (B) due to 

  (C) even so

  (D) as though 

6. Laws governing the storage of flammable material state tat a “No Smoking” sign must be displayed in a ____ location within five meters of the storage site.

  (A) confident

  (B) conservative

  (C) conspicuous

  (D) conscious

7. Tracy has chosen to devote______ life to running the charity that she founded after her mother died of cancer.

  (A) her

  (B) herself

  (C) hers

  (D) she 

8. Because the Bantam Brothers Circus was ______ popular with area residents last year, this year it will remain in Denver 10 days longer than usual.

  (A) this

  (B) such

  (C) so

  (D) that

9. ____ June 30, all employees must present their identification cards to the security guards when entering the building.

  (A) Effecting 

  (B) Effective

  (C) Effected

  (D) Effect

10. Dana_____ a notice on the company bulletin board after the president told her that the office Christmas party would be held on December 18th.

  (A) has posted 

  (B) is posting

  (C) was posting

  (D) posted

11. The photocopy machine is _____ out of order, but the technician expects the repairs to be completed by late this afternoon.

  (A) shortly

  (B) previously

  (C) temporarily

  (D) eventually

12. Since the dates and times for our management workshops are ______ to change, please check our website for monthly updates.

(A) submit 

  (B) substitute 

  (C) subject  

  (D) subtract 

13. To celebrate this promotion, Stan Quentin bought himself a brand-new red Ferrero V-12 convertible,_____ with chrome detailing and custom paint job.

  (A) complete

  (B) entire

  (C) thorough

  (D) whole
14. ______ automatic machinery in your section should be routinely inspected by the floor supervisor.

  (A) There is

  (B) An

  (C) If

  (D) Any
15. Whenever a new job ______ appears, we will first try to fill it from within company ranks.

  (A) open

  (B) opening

  (C) opens

  (D) opener

16. The new director realizes the importance of teamwork ____ , working to develop cooperative relationships among the staff.

  (A) consequently 

  (B) accordingly

  (C) equally

  (D) wholly

17. This notice has been sent to inform you that the credit limit on your Via Card will be increase to 5,000 euros as ____ August 1st .

  (A) for 

  (B) to
  (C) of

  (D) on

18. Newspaper policy states that editors must fact-check all articles thoroughly before ____ them for publication.

  (A) submitted 

  (B) submission

  (C) submitting

  (D) submit 
19. ______ wishing to apply for the opening the IT Department should speak to Ms. Pender to obtain the necessary forms.

  (A) Those 

  (B) Who

  (C) These

  (D) They

20. The public transportation system in the nation’s capital is far more _____ than that of neighboring cities.

  (A) financial 

  (B) efficient

  (C) residential

  (D) sufficient

Part 6 
Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentences. Select the best answer to complete the sentence. Then mark the letter (A), (B), (C), or (D) on your answer sheet.

Questions 21-23 refer to the following notice. 

Management has recently received several _________ from the staff. All of them state that 

                                  21. (A) complaints

                                      (B) demands

                                      (C) resignations 

                                      (D) proposals

there has been a generl lack of cleanliness in the staff kitchen. _________ has led to 

                                                  22. (A) She

                                                      (B) There

                                                      (C) This

                                                      (D) He

cockroaches being spotted in the kitchen area, which in unacceptable. Company policy states that the kitchen area is to be kept clean at all times Food and dishes must be put away after each __________ and there should be no unclaimed items left in the refrigerator for too long.

23. (A) using

(B) use

(C) used

(D) to use

Effective immediately, company policy requires that ll employees who use the kitchen write their names on the sign-in sheet that is now posted next to the door. 

Questions24-26 refer to the following e-mail.

Hello Janet,

I just wanted to let you all know that Frederick and I have returned in _______ from our travels. 

                                                      24. (A) safetly

                                                          (B) safe

                                                          (C ) safely

                                                          (D) safer

The final leg of our trip was from Amsterdam back to Los Angeles, and included a stopover in Houston, Texas.

In Houston the airline announced that our plane was under repair due to an engine problem. Our layover was extended _______ several hours. We finally arrived at our doorstep a full 24 

                    25. (A) with

                        (B) at

                        (C) by

                        (D) in

hours after boarding the plane in Amsterdam. __________, we’re exhausted and thankful to 

                                     26.  (A) For instance

                                         (B) Needless to say

                                         (C) Otherwise

                                         (D) Against all odds.

have a couple of days to recuperate before either of us has to return to work.

Beth 

Part 7

Directions: In this part you will read a selection of texts, such as magazine and newspaper articles, letters, and advertisements. Each text is followed by several questions. Select the best answer for each question and mark the letter (A), (B), (C ), or (D) on your answer sheet. 

Questions 27-28 refer to the following information.

[image: image2.jpg]A Message from City Hall

The city government is sponsoring a series of lectures by
Sensamillo Vargas, a leading authority on energy conservation
in the home. Mr. Vargas will discuss the many different ways
to save electricity and gas as well as how to out costs. Did you
know that the average household uses over 15 percent more
energy than what is necessary? You can cut down on energy
consumption and help future generations. We urge you to attend
his free lectures.

For more information, call 334-884-1654.





27. What is the city government doing ?

(A) Sponsoring an energy fair in the city

(B) Providing lectures on nature conservation

(C) Conserving energy at municipal offices

(D) Inviting an expert to give presentations

28. What will Mr. Vargas’ lectures be about?

(A) How to purify tap water

(B) How to cut down on grocery expenses

(C ) How to use less energy

(D) How to negotiate for bill reductions

[image: image27.jpg]A warmly appointed luxury hotel, the Renaissance
is at once a comfortable home away from home and

an unparalleled center for conducting your business.
With modern meeting facilties, complete support
services, and convenient access to the city’s financial
and business district and convention center, the hotel
specializes in staging successful events for groups of all
sizes. The 32-story property boasts a beautiful meeting

and event facility,and 1,010 newly renovated guest

rooms and 18 suites, all with panoramic city views.




Questions 29-31 refer to the following e-mail 

29. What is the main topic of the e-mail?

(A) A shipment of goods

(B) A faulty product

(C ) The price of a music player

(D) A request for a refund

30. What does Ms. Miller tell Mr. Kramder?

(A) The warranty for the product is still in effect.

(B) The attempt to fix the player was a failure.

(C ) The repair will take three months.

(D) This is not the first time the problem has occurred.

31. What should Mr. Kramder do if he wants the item returned immediately?

(A) Pay an extra service charge

(B) Contact Jubilee Electronic by e-mail

(C ) Telephone the help department 

(D) Send in the warranty form 

Questions 32-33refer to the following advertisement.

[image: image28.jpg]Dear Ms. Reifenstein,

I enjoyed talking with you at the Health and Biological Sciences Carcer Fair

at Crondile University three weeks ago regarding your laboratory assistant
position. As I mentioned, I have taken numerous science and lab courses

at the university. As a result, I have excellent laboratory skills, including
chromatography. I am very interested in the work being done at EnPharma Labs
and would like to have an interview for the position we discussed. Please call
me at (916) 555-1975. Thank you very much for your time and consideration.

Sincerely,
‘71#3/» (Qmmum

John Quentino





32. What is NOT mentioned about Marie Carpenter’s ?

(A) It is conveniently located.

(B) It has been in operation since 1993.

(C) It offers dishes at good prices.

(D) It offers a discount for large groups.

33. Which of the following allows you to use the coupon ?

(A) Buying a slice of apple pie

(B) Ordering a main dish

(C) Using it with another coupon

(D) Using it at other branches

Questions 34 - 36 refer to the following memorandum.

[image: image29.png]BUSINESS BRIEFS

Car retailer to end shopping center tie-up

Blaming lackluster results, Newburry Automotive Inc. is abandoning
its one-year-old project to sell used cars from Save-Mart parking lots.
At four Save-Mart locations in the Chicago area, Newburry leased
excess parking lot space to set up used-car show arcas. The idea was that
potential car buyers shopping at Save-Mart would walk over to take a
look at some of Newburry’s used cars. However, the scheme failed to
draw sufficient customers to make the project financially worthwhile,
according to Steven Allendale, Newburry’s vice president of sales and
marketing. The company will refocus on its core retail operations. “We
decided the Save-Mart strategy wasn’t worth the investment,” he said.
The project diminished profit margins for Newburry, resulting in a net
loss of about $2.3 million. The company said the current value of its

stock, $1.50 to $1.60 per share, reflects losses from the failed project.





34. What is schedule for May 6 ?

(A) Election of CMA board members

(B) Testing of computer security at Yale Industries

(C) A talk by a representative of Digi-Tech Hardware

(D) A workshop on computer security

35. Why is it important to e-mail Daniel Boone by April 20 ?

(A) To get an early registration discount

(B) To investigate eligibility for a discount 

(C) To reserve seats for a speech 

(D) To make a list of computer manufacturers.

36. What information is NOT included in the memo ?

(A) The dates of the conference

(B) The transportation cost to get to the conference

(C) The names of the speakers at the conference

(D) The location of the conference

Questions 37- 40 refer to the following information. 

[image: image30.png]From:  Greg Chaffee
To: David Costanza
Subject:  Yesterday's Staff Meeting

Hi David,

1 wanted to thank you for your input at yesterday's staff meeting. Your suggestions
regarding the customer service section's handling of new product inquiries made quite an
impression on the other managers present. We agree itis time to involve customer service
stalf more deeply in promoting our new products 1o take some pressure off the sales
section.

1 have recommended to the other managers that you be able to play a more active role in
implementing some of your ideas in the upcoming quarter. We would like to see you take
part in our weekly logistical planning meetings, and we really hope to hear more of your
ideas for making our day-to-day operations more efficient

Additionally, | will be interviewing applicants in the next few weeks for customer service
positions. I would like these applicants to have the chance to observe you during work. Id
like them to get a better idea of the nature of the position they're applying for. By doing so,
I hope we can decrease our excessive customer service employee turnover rate. In fact,
the first applicant is coming in tomorrow. Will you have some time tomorrow to show him
around?

Greg





37. What can a participant do at the seminar ?

(A) Get financial assistance for college

(B) Apply for government internships 

(C) Learn of positions with international corporations

(D) Study foreign languages

38. The word “affairs ” in paragraph 1, line 3 is closet in meaning to

(A) incidents.

(B) matters.

(C) objectives.

(D) secrets.

39. What will happen to late applications ?

(A) They will not be accepted.

(B) They will be kept until next year.

(C) They will be considered.

(D) The will be returned.

40. What can be understood from reading the information ?

(A) Space in the seminar is not guaranteed.

(B) The deadline for applications has already passed.

(C) Only 50 people will be allowed to participate.

(D) There is a fee charged for cancellations.

Questions 41-45 refer to the following advertisement and letter.

[image: image31.png]From:  David Costanza
To: Greg Chaffee
Subject:  Re: Yesterday's Staff Meeting

Greg,

I'm pleased to hear my ideas went over well with the management team. The current staff
we have in customer service has been performing well the past few weeks,and I'm sure
we're up to the challenge of taking on a more sales-related role.

Im also looking forward to participating in the weekly meetings next quarter. As you know,
I've been looking to get more involved in playing a part in this area,and | feel this is a great
strt

Regarding applicants observing me, I'm willing to help out, but I'l be unavailable for the rest
of the week as 'm scheduled to attend a training session for the new office application
software we'll be using.

Thanks,

David




[image: image32.png]April 12,2008

Mediatronics Customer Service Division
Mediatronics Computers & Software
252 West 25th Street, Suite 1100

New York, NY 10014

Dear Sir or Madam,

Lam writing with regard (o the repair of my Mediatronics Access Series 950 laptop compuer,
purchased in February 2005 at Electrobest Computer Supply. In Novemiber 2007, I sent my laptop to
 Mediatronics repair faclity in Des Moines to fix the CD drive, which had become fauly through
‘normal wear and tear. T was told the repaired Iaptop would be returned within six weeks.

‘Afier two months, I called the faciliy to check on the progress of the repairs. I was informed that the
repair was slightly delayed because the necessary part had to be ordered from an overseas factory,
but I could expect my laptop by the end of January. I called the repair facility a second time on
February 6 and spoke directly with the supervisor, Ken Dodger. Mr. Dodger informed me that my
Iaptop had been shipped o a larger repair facility able to handle the required repair, and another six-
week wait was expected.

Last week, I received a fax from Mr. Dodger giving an estimate of the repair costs. The estimate
s enclosed with this leter. Mr. Dodger stated that because my laptop had exceeded its three-year
service warranty, I was responsible for all repair costs. T explained the situation o him, and he

told me that requests for repairs or replacements outside of warranty should be filed directly with
Mediatronies' Customer Service Division in New York. I have therefore contacted you to request that
‘my laptop be repaired at no charge, and that this problem be resolved as quickly as possible.

Faithfully yours,

Chip Daley

Chip Daley

<





41. How did Ms. Lyons learn about the job ?

(A) By reading a newspaper

(B) By seeing an advertisement on television

(C) By looking at a website

(D) By receiving an e-mail

42. Which of the following is a requirement for the job

(A) A business degree

(B) Ownership of a vehicle

(C) Understanding of non-profit organizations

(D) Knowledge of court processes

43. What qualification does Ms. Lyons probably NOT have ?

(A) A relevant academic degree

(B) A current driver’s license

(C) Sufficient managerial experience

(D) Familiarity with animal welfare policy

44. What is true about Ms. Lyons ?

(A) She is a police officer.

(B) She is a recent graduate.

(C) She is a university student.

(D) She will conduct an interview.

45. What is a stated benefit offered with the position ?

(A) Medical insurance

(B) A high salary

(C) A company car

(D) A flexible schedule

Questions 46-50 refer to the following notice and memorandum.

[image: image33.png]Computer RX Incorporated

256 Industrial Drive, Warehouse 8B Des Moines, IA 56532 Tel: (214) 5557823

Customer name:
ltem(s).

Nature of repair:
Estimated cost:

Estimate of Repair
Date: April 6, 2008
Chip Daley
CD drive of Mediatronics Access Series 950 laptop computer
Replace and install new CD drive
Parts (CD drive) $245.00

Labor (estimate) $50.00 (one hour at $50/hour)
‘Shipping to customer  $42.80

Total: $337.80





[image: image3.png]Memorandum

From: Melissa Lau, Vice President, Operations
To: All Staff
Re: Lecture

Management guru Ephraim Katzenberger will be speaking here in Dukeville next
month at John Tompkins University. A copy of the notice announcing the lecture can
be found in your drawers in the staff room: please take a moment to look at it

Mr. Girandello is an admirer of Dr. Katzenberger and believes that this talk would be
of interest to all of us at AG Consulting. He has agreed that the company will cover
500% of the ticket price for anyone wishing to attend. Please submit an e-mail request 10
me by the end of this month if you are interested.

Thank you,
Melissa





46. What is indicated about Ephraim Katzenberger’s new book

(A) It is a bestseller.

(B) It is non-fiction.

(C) He will read from it at the lecture.

(D) It is a sequel to Who Ate My Peas ? 

47. What does Bradley Whyte suggest about Ephraim Katzenberger

(A) His ideas are needed to understand current business practices.

(B) His influence has been exaggerated.

(C) His theories have not yet gained mainstream acceptance.

(D) His methods have been copied by many people.

48. What is Ephraim Katzenberger’s current occupation ?

(A) Author

(B) Professor

(C) Salesperson

(D) Manager

49. Where would AG Consulting employees likely see the notice ?

(A) In the John Tompkins University bookstore

(B) In an e-mail attachment

(C) In their office

(D) In the Frank Pembleton Memorial Hall

50. What is the deadline for AG Consulting employees to request tickets

(A) August 31

(B) September 4

(C) September 18 

(D) September 3

Week Five — Final Exam 

Part 5 

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 corresponding oval on your answer sheet.

1.If the customer _______ not satisfied, please have him call the manager.

  (A) am

 (B) is

  (C) are

  (D) be

2. One goal is to turn ______ into success.

  (A) failing

  (B) fail

  (C) failed

  (D) failure

3. The plane will be landing_______ Chicago in twenty minutes.

(A) abundant

(B) accidental

  (C) habitual

  (D) occasional

4. The seminar was canceled because the invitations were not_______ in time.

  (A) printer

  (B) printed

  (C) printing

  (D) print

5. If the waiter cannot handle your request, the captain________ assist you.

  (A) will

  (B) has

  (C) did

  (D) is

6. We depend on Mr. Wong for his knowledge and _______.

  (A) leading 

  (B) lead

  (C) leadership

  (D) leader

7. Ms. Guida expects costs to _______ 5 percent this year.

  (A) ascend 

  (B) increase

  (C) escalate

  (D) raise

8. _______ is the key to efficiency.

 (A) Organized

 (B) Organize

 (C) Organizer

 (D) Organization
9.The meeting is postponed _______ Mr. Tan’s plane was late.

(A) although

  (B) while

  (C) because

  (D) with

10.The training session has been changed from 8:30_______ 9:00.

  (A) at

  (B) to

  (C) in

  (D) by

11. The head of sales______ to San Diego for the annual sales convention.

  (A) went

  (B) gone

  (C ) go

  (D) going

12. Because Ms. Kimura has a long_______, she will always leave work at 5:30.

  (A) commute

  (B) commune

  (C ) community

  (D) compost

13. The fax machine is _______, the postage meter and the copy machine.

  (A) among

  (B) outside

  (C ) between

  (D) through

14. Mr. Maxwell will interview_______ applicants from 9:00 until 11:00 today.

  (A) job

  (B) occupation 

  (C ) chore

  (D) positioning 

Part 6 

Directions: You will see two passages each with four blanks. Under each blank are four options. Choose the word or phrase that best completes the blank.

Questions 15-17 refer to the following notice.

The holiday season, computer retailers hope to increase __________of notebook PCs (personal

                                             15.(A) sales

                                                (B) repairs

                                                (C ) types

                                                (D) prices

computers). A heavy advertising campaign began this week, with several computer manufacturers placing ads on TV, radio, newspaper, and the Internet. The advertising campaign will continue through the holiday season.

Notebook PCs are gaining popularity because of their _______. They are lighter and smaller 

                                           16. (A) fame

                                              (B) quantity

                                              (C ) appearance

                                              (D) convenience

than laptops and much easier to carry around. Although laptop and notebook computers are more expensive than desktop computers, more and more people are buying them. They are filling a growing need for mobility.

The trend toward giving electronic items as holiday gifts is also growing. The old-fashioned approach to holiday celebration is giving way to the _______ for new technology.

                                          17. (A) enthusiast

                                             (B) enthusiasm

                                             (C ) enthusiastic

                                             (D) enthusiastically 

Questions 18-20 refer to the following fax.

FAX COVER SHEET

Parameters Technology 

4874 Ansari Road

New Delhi 110002

India

Tel:2 616 5901 

Tel:2 616 5902 

To: Marguerite Michelson

From: Ambar Patel

Date: September 22,20___

Pages: 3 (this+2)

Ref: Money du

Message: 

I’m writing to inquire about money due. We_____ about payment on your last order.
                                 18.(A) is concerned

                                    (B) are concerned

                                    (C ) had concerned

                                    (D) have concerned
It was due in July. Could you please explain the delay ? I have left several phone messages over the past few weeks, but they have not been answered. Your company has always been prompt in paying our bills, and we would like to continue to maintain a good relationship with you. However, this is an unusually long delay, and if we don’t hear from you soon, ______ to take action.

                                              19.(A) will have

                                                 (B) have had

                                                 (C ) would have

                                                 (D) going to have

Please contact me by fax or phone as soon as possible with an explanation and the date when we will receive the overdue payment. The details of your _______, including items and prices, are available on the following two pages.

20.(A) from

   (B) credit

   (C ) order

   (D) rebate

Part 7

Directions: You will see single and double reading passages followed by several questions. Each questions has four answer choices. Choose the best answer to the question and fill in the corresponding oval your answer sheet.

Questions 21-23 refer to the following paragraph and table.

[image: image34.png]The research division has four priorities: (1) improving the quality of our
products through advancements in manufacturing technology; (2) lowering
the costs by improving manufacturing processes; (3) exploring research
possibilties to develop new products; and (4) doing all of this in an
environmentally responsible manner.

Research Division Priorities

What How

1. Improve product quality By using better technology

2. Lower cost By improving the manufacturing process
3. Develop research | Byincreasing research

4. Be globally responsible By being sensitive to the environment





21. What is the purpose of technology for the research division? 

   (A) It lowers costs.
   (B) It is used in research.
   (C) It follows consumer trends.
   (D) It increases product quality.
22. Which of the following is NOT a research priority?
   (A) Improving quality
   (B) Being environmentally responsible
   (C) Developing new products
   (D) Hiring good engineers
23. How does this division try to lower costs?
   (A) By conserving energy
   (B) By improving manufacturing
   (C) By working fewer hours
   (D) By limiting exploration
Questions 24-25 refer to the following advertisement

[image: image35.png]WHY WAIT FOR A BETTER JOB?

Get a great job now!

A National Air
2 is hiring full-time representatives for
Sales & Reservations. Talk to our employees
and discover why we're the best thing in the air.
Interviews on the spot!
Bring your résumé

OPEN HOUSE
National Air Headquarters
Southeast Regional Airport

Thursday, June 15 7:30 P.M.





24. What is the purpose of this study ?

(A) To meet new people

(B) To sell tickets

   (C ) To recruit potential employees

(D) To show off the new headquarters

25. 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 

Questions 26-27 refer to the following notice.

[image: image36.png]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 problerms 5%
Making sales assignments 22%
Interacting with technical staff 10%
Administrative duties 5%

Miscellaneous 8%





26. What does this passage discuss ?

(A) Rules for riding buses

(B) Safety concerns

(C ) Bus routes and fares

(D) Problems of the bus service

27. Who is entitled to use the priority seating area ?

(A) Mothers and children

(B) Elderly and handicapped

(C ) Bus company employees

(D) Riders who pay extra 

Questions 28-30 refer to the following art.

[image: image37.png]ATTENTION! RIDERS

. Pay exact fare when boarding the bus. Drivers cannot make change.

+ Upon boarding the bus, move toward the rear of the bus. Stand in the
passenger area, not in the doorways or beside the driver.

Allow senior citizens and disabled riders to use the priority seating area
atthe front of the bus.

- No music without earphones.
Eating, drinking, and smoking are not allowed on the bus.





28. 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 

29. How much of their time do sales managers spend with the technical staff ?

(A) 5%

(B) 8%

(C ) 10%

(D) 15%

30. What can be concluded from the study ?

(A) There are few customer problems.

(B) Sales are a low priority.

(C ) Little time is spend on training.

(D) No time is spent on finding new customers. 

Questions 31-33 refer to the following advertisement

[image: image38.png]\N égumrner is a great time to return to school!

SF you need better business skills, let us help.

Each summer Claybourne University School of Business Administration
offers special courses for experienced managers who want to sharpen their
existing business skills or learn new ones. You willstudy with your peers in a
‘Week-long intensive session that simulates the world of intemational
commerce. You will learn new theories and study the way business is
conducted around the world. Students in previous sessions have reported
that what they leamed was immediately applicable to their own work
situations.

Only one person from a company is accepted into this special program. All
applications require three letters of recommendation and proof of
employment.

For more information, call the
Summer Education Center
School of Business Administration

Claybourne University
903-477-6768 Fax: 903-477-6777





31. Who attends this center?

(A) Professional managers

(B) College professors changing careers

(C ) Undergraduate students in business

(D) Office staff

32. What is required for admission ?

(A) The name of your manager

(B) A copy of your grades

(C ) Your job title and duties

(D) Letters of recommendation

33. How long is the course ?

(A) All summer long

(B) One week

(C ) Three evenings a month

(D) Two years.

Questions 34-35 refer to the following announcement.

[image: image39.png]$5S55SS555555555S555SS5555955S535$8588SS
OUR STORE GUARANTEE

We have the lowest prices in town. For
every item we sell, we'll beat any legitimate
price from any other store. Plus, if you find a
lower price within 30 days of your date of
purchase, we'll refund the difference. This offer
is good even on our own sale prices. The item
must be the same brand and style. You must
present your original sales receipt. Our low
price guarantee does not apply to limited
quantity offers.

$55555555555$55555655555555595558SS8S5$SS





34. What does this statement guarantee ?

(A) The lower prices

(B) The best service

(C ) The most convenient location

(D) The most helpful salesclerks 

35. If you buy an item at a lower price, what will the store do ?

(A) Give you a second item.

(B) Pay you the difference in price

(C ) Buy the item from you

(D) Refund your money

Questions 36-40 refer to the following magazine article.

[image: image40.png]Are You the New Target for Hackers?

Is your company a sitting duck for
hackers? When did you last change
your password? How complete are
Your security systems? Have you
‘ever been broken into before?

According to IANS, the Inter-
national Association for Network
Security, there’s a new breed of
hacker out there. And, there’s a
new target.

In the past, hackers gained
notoriety from breaking into big
companys networks. In fact, the
bigger the company. the bigger the
success. When hackers broke into
Infelmax's notoriously secure sys-
tem in 1999, they made headline
news around the world.

The big “successes” came with a
major drawback. These headline
break-ins came with International
teams of investigators and serious
criminal charges. Several former
hackers are now sitting behind bars
or working overtime to pay off hefty
fines in penalties and damages.

So, hackers of the new decade
have turned to a new farget:
smaller companies. Smaller com-
panies often spend less on their
security systems. If they have never
been broken into before, they may
be lulled into a feeling of sccurity.
They are often lax about changing
their password frequently enough.
And that spells trouble.

Also, a breached system in a
smaller company may atiract little
public attention.  Investigations
may be brief and superficial, as
overloaded  investigators pursue
bigger problems.

But if you do fall victim to
hackers, it will definitely attract
your own attention. These thieves
can gain access to your files,
destroying, copying, or altering
them. They can create havoc with
your data. And if they do, youll
surely wish you had changed your
password once more often.





36. Which is a likely victim for the new breed of hackers ?

(A) Large companies 

(B) Small companies

(C ) International companies

(D) Companies without a security system  

37. What might have been one motive for hackers of Infelmax’s network ?

(A) Money.

(B) Power

(C ) Fame

(D) Fun

38. What has happened to some big -name hackers ?

(A) They’re in jail

(B) Nothing

(C ) They got better jobs

(D) They are paying off investigators

39. What might help hackers to succeed?

(A) They’ve never broken into a company before

(B) They feel secure.

(C ) Their targeted network is old

(D) Their targets rarely change their secret code.

40. The word havoc in paragraph 7, in line 6 is closest in meaning to

(A) order

(B) copies

(C ) confusion

(D) documents

Questions 41-45 refer to the following advertisement and letter.

[image: image41.png]Camilla Crowe
NZ World
636 Simons Street
Auckland, New Zealand 6692

March 24,20_

Aliko Sasaki
118 Hutchinson Road
Pacora, New Zealand 1230

Dear Ms. Sasaki:

‘Thank you for applying for the position of marketing representative.
We appreciate your interest in NZ World,

Although your resume shows that you have good preparation for a career
in marketing, unfortunately you don't meet all our required qualifications. You
have the degree we are looking for, but not the experience. Your sales experience
in an electronics store is a good background, but your time there is just half of
what we ask for a5 a minimum. In addition, you have no experience in clothing
sales.

However, your resume also shows some of your strengths. You have excel-
lent grades and have been active in your campus’ marketing club. Thercfore,
we would like to offer you a position as an intern. This is a three-month, unpaid
internship. Since you just graduated last month, T think this would be a great
opportunity for you. It would give you some of the experience you will need to
start your career, For example, your internship would give you some practice
with public speaking, an important marketing skill that is lacking on your
resume.

Contact me by April 1 if you are interested in accepting this position.
Took forward to hearing from you.

Sincerely,
Camilla Crowe

Camilla Crowe





[image: image42.png]MARKETING REPRESENTATIVE

New Zealand's fastest-growing women's
clothing company seeks a marketing
representative. Position requires travel
approximately one week per month,
representing the company at conferences
and media events.

Required qualifications

+ a degree from a four-year college or
university, preferably in marketing.

+ at least one year of experience in sales,
preferably clothing.

+ excellent communication skills, including
experience giving presentations.

Mail your resume and cover letter to:
Camilla Crowe
Recruiting Coordinator
NZ World
636 Simons Street
Auckland, New Zealand 6692





41. Which of the following is NOT a duty of the advertised job ?

(A) Recruiting new staff

(B) Giving presentations

(C ) Traveling every month

(D) Attending conference

42. What field did Akiko get her degree in ?

(A) Electronics.

(B) Marketing

(C ) Communications

(D) Clothing design

43. When did Akiko get her degree ?

(A) February

(B) March

(C ) April

(D) May

44. How long did Akiko work in an electronics store?

(A) One week

(B) Six months

(C ) One year

(D) Two years

45. What did Camilla Crowe offer Akiko ?

(A) A job

(B) An interview

(C ) An internship

(D) A club membership

Questions 46-50 refer to following schedule and form

[image: image43.png]To: Roberto Guzman
Jessica Moore called.

Date: Thursday, December 21

Time: 4:10 P

About: Problem with online registration form

She researched your problem. You want to take ACTG 102,
BUSI 100, COMP 207, and COMP 300. You can't register
for ACTG 102 because you eamed a grade 10% below the
‘minimum in Part One of the course. She registered you for
BUSI 100 and for COMP 207, but not COMP 300 because
there is a scheduling confiict. There is also a problem with
your student visa. It expires fifteen days before classes

‘end. She recommends that you make an appointment

with her to discuss these topics.





[image: image44.png]Classes offered at Central Technical Institute
CATEGORY: Office Skills

Accounting

acTG 101 Financial Accounting, Part One
ACTG 102 Financial Accounting, Part Two*
ACTG 670 Accounting for Small Businesses
Business

BUSI 100 Introduction to Business

BUSI 200 principles of Business
Computers

coMp 104 Introduction to Microsoft Word
coMp 207 Microsoft Excel: Basics

coMp 300 Computers in the Office**
Marketing

MARK 500 Global Marketing Strategies
MARK 600 Marketing on the Internet

Classes last from January 3 until March 15. Classes at the

same level are offered on the same day: 100-Monday, 200-Tuesday,

300 and 400-Wednesday, and 500 and higher—Thursday. All classes

are offered from 6:00-8:00 in the evening
The fee For each course is $300. To register, go to: www.cti.org

and click on the "Registration” link.

“Students must take ACTG 101 and earn a grade of 75 or better before taking ACTG 102
“sThis course will be offered on Tuesday evenings.





46. What time does the ACTG 101 class start ?

(A) 1:00

(B) 3:00

(C ) 6:00

(D) 8:00

47. What day of the week are Marketing classes offered ?

(A) Monday.

(B) Tuesday

(C ) Wednesday

(D) Thursday

48.What was Roberto's grade in ACTG 101 ?

(A) Over 75

(B) 75

(C ) Less than 75

(D) Exactly 10

49. How much will Roberto have to pay for his classes this session?

(A) $ 300

(B) $ 600

(C ) $ 900

(D) $ 1,200

50. When does Roberto’s via expire ?

(A) January 3

(B) January 15

(C ) March 1

(D) March 15




