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Unit 2 Dealing with group emails
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Unit 3 Dealing with long emails
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Unit 5 Managing schedules and budgets
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Unit 6 Reading agendas and minutes
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Unit 7 Reading CVs and covering letters
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Unit 9 Analyzing business reports
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Unit 10 Reviewing annual reports
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tax, operating cash flow, cash held, revenue growth) .
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Unit 11 Browsing advertisements
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Unit 13 Exploring company websites
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Unit 14 Social media
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Unit 15 Reading the news
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Unit 16 Business media websites
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Unit 17 Analyzing the money or personal finance section
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Unit 18 Watching the markets
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Unit 19 Reading business blogs
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Unit 20 Reading business books
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1. What does the term-FYI mean?

A. for example B. for your information
C. flying internet D. for your internet
SHEER: B

RS

People are being lured onto Facebook with the promise of a fun, free service without
realizing they're paying for it by giving up toads of personal information. Facebook then attempts
to make money by selling their data to advertisers that want to send targeted messages.
MostFacebook users don't realize this is happening. Even if they know what the company is up to,
they still have no idea what they're paying for Face book because people don't really know what
their personal data is worth.

The biggest problem, however, is that the company keeps changing the rules Early on you
keep everything private. That was the great thing about facebook you could create own little
private network. Last year. The company changed its privacy rules so that many things you city.
Your photo, your friends' names-were set, by default (£k A )to be shared with every one on the
Internet.

According to Facebook's vice-president Elliot Schrage, the company is simply making
changes to improve its service, and if people don't share information. They have a "less satisfying
experience". Some critics think this is more about Facebook looking to make more money. In
original business model, which involved selling ads and putting then at the side of the pages
totally. Who wants to look at ads when they're online connecting with their friends?

The privacy issue has already landed Facebook in hot water in Washington. In April. Senator
Charles Schumer called on Facebook to change its privacy policy. He also urged the Federal Trade
Commission to set guidelines for social-networking sites. "I think the senator rightly
communicated that we had not been clear about what the new products were and how people
could choose to use them or not to use them," Schrage admits.

I suspect that whatever Facebook has done so far to invade our privacy, it's only the
beginning. Which is why I'm considering deactivating(#(#4) my account. Facebook is a handy site,
but I'm upset by the idea that my information is in the hands of people I don't know. That's too
high a price to pay.

% 16 U1 3 19

p=i|



1. What do we learn about Facebook from the first paragraph?
A. It is a website that sends messages to targeted users.

B. It makes money by putting on advertisements.

C. It profits by selling its users' personal data.

D. It provides loads of information to its users.
SHEE: C

=\ HEE

1. Karais incharge  her company’s website.

SHERE: of

PO AW

1. Receiver in email writing means a person who copies the email and sends it.

SHEG:

M N: Receiver in email writing means a person who receives the email sent to him/her.
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1l 3¢

Every month 7000 people receive email newsletter from Dr. Mani Johnson. In glorious italics,
capitals, underlining and bold, the subject lines shout: ‘Explode Your Online Market Profits-in Jst
14 days!” or ‘Important Earn Profits... Without Doing Anything Different!’

But before you delete this spam from your inbox, Dr. Mani, as he prefers to be called, gives
online help and advice about marketing as well as working as a paediatric heart surgeon in
Chennai, India. He donates up to 50% of his profits from selling marketing expertise to the
Children’s Heart Foundation, which he created to provide heart surgery to poor Indian children.

Johnson first discovered the Internet as a surgical student in 1996. Two years later, he started
selling medical information online. Later he realized he could pass on his online marketing
expertise as well—which he does now in fourteen different email marketing newsletters, with tips
on how to become an online marketer. Last year he took home $250,000 from his online work,
while still working up to 50 hours a week at the Institute of Child Health and Hospital for Sick
Children. His foundation took about $10,000, which has helped to pay for thirteen surgeries across
India.

i) /8 ¢

17 7319

p=i|



1. Why does Dr. Mani send email newsletters?

2. What does Dr. Mani do?

3.What did Dr. Mani do in 1998?

4. How much did he earn last year?

5. How can $10,000 be used to pay for ?

BHER:

1. To give marketing advice

2. He is a paediatric heart surgeon.

3. started selling medical information

4.$250,000

5. thirteen surgeries across India.

hY
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Please send an email to Dr. Johnson, a manager of Grand Hotel to explain why you have to

cancel the conference reservation.

From: Lee Yang

To: Dr. Johnson

Dear Dr. Johnson,

I hope this email finds you very well. I apologize for my cancellation about reserving the

conference center on March 3™ at your hotel. Due to the pandemic, some of my employees cannot

leave the city, as a result of which we have to cancel the meeting. As to the inconvenience caused,

I’d like to pay for cancellation fees for your compensation.

Sincerely,
Lee Yang
Pror bt
Score Description

A well developed logical organizational structure with clearly stated main

18-20 ideas and sufficient supporting details. Almost no errors. It displays an
adequate ability to use the language with appropriateness.
A generally well developed logical organizational structure with main
15-17 ideas and supporting details. It has relatively few errors. It displays an

adequate ability to use the language with appropriateness.
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It demonstrates an inadequate organizational structure, and there may

quite often be a lack of relevance, clarity, consistency or support. It has

1214 frequent errors; it displays a limited ability to use the language with
appropriateness.

It has neither an organizational structure nor coherence; almost all

Below 12 | sentences contain errors. It displays no ability to use the language with

appropriateness. The text is largely incomprehensible.
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