商务交际英语1期末复习资料（2016.6）

I. MULTIPLE CHOICE （10小题，每小题2分，共20分）
1.  Which of the following is NOT an internal barrier to communication?

a)  motivation or interests

b)  personalities

c)  educational backgrounds

d)  cultures
2. What is NOT included in the purpose of communication?

a) To establish goodwill.

b) To build self-esteem.

c) To obtain information.

d) To practice using language accurately.
3. When communicating with other people, remember that everyone wants to feel ________.

a) admired and cared for



b) understood and important

c) important, competent, and admired

d) valued, respected, and understood 
4. Which of the following statements about body language is true?

a) People from different cultures interpret body language in different ways.

b) Basic body language is universal; it means the same to all people.

c) Facial expressions are universal, but gestures are less so.

d) Friendly body language is all the same; unfriendly or threatening gestures vary.
5. What is NOT included in the stage of planning a message?

a) To identify the objective.

b) To determine the main idea.

c) To choose supporting information.

d) To evaluate the message.
6. Which of the following is NOT included in the common abuses of memos?

a) Written too frequently.

b) Written to gain attention.

c) Written to express one main idea.

d) Written by a committee.
7. According to the course book, which of the following statements is NOT true in letters that contain neutral or positive messages?

a) The ending should be friendly, courteous and personable.

b) The main idea can be presented at the end.

c) Supporting information should be presented as much as possible.

d) More information should be presented later.
8.  Which of the following is NOT an external barrier to communication?

a) Motivation or interests. 

b) Environmental factors such as lighting and heat.

c) A closed or authoritarian climate.

d) An open climate in which communication flows easily.
9.  If verbal and non-verbal symbols in the sender’s message conflict, receivers generally ________.

a) believe the non-verbal symbols over the verbal symbols

b) believe the verbal symbols over the non-verbal symbols

c) don’t know which to believe

d) believe both the verbal and non-verbal symbols
10.  To communicate effectively, the sender must  ________.

a) use audience analysis, examine the message’s environment, encourage and interpret feedback

b) use audience analysis, read and listen effectively

c) use audience analysis and overcome external and internal barriers to communicate 

d) speak and write clearly, and use proper equipment

11.  Which of the following is a receiver-oriented statement?

a) I grant your request for vacation from the week of August 14th.

b) Our company works hard to meet the needs of our customers.

c) As our guest, you will receive the attention that you deserve.

d) We make every effort to serve our clients efficiently and at their convenience.

II. TRUE / FALSE （10小题，每小题2分，共20分）
Write a T in the space provided if the statement is true. Write an F in the space if the statement is false. Your judgment should be based on your understanding of the course book.

______ 1. A multinational company simply sells products or purchases goods from another country. 

______ 2. The OK sign is perceived the same way in France and the United States. 

______ 3. Stereotypes help us understand other groups of people, even without getting to know individuals within the group. 

______ 4. Generally, business communications that contain positive messages are organized in direct-indirect order.

______ 5. Audience analysis should be a major tool for the effective senders of messages.

______ 6. In good business writing, the writer sometimes addresses the receiver by name.

______ 7. Writing informal reports in either the present or the past tense and avoid switching between tenses. 
______ 8. The primary participants in the communication process are senders and receivers.

______ 9. All business messages should promote goodwill. 

______ 10. Once you run your word processor’s spell checker, your writing will be free of spelling errors. 

______ 11. A letter contains both verbal and nonverbal symbols. 

______ 12. When conversing with a coworker, the distance between the two of you sends a nonverbal message. 

______ 13. The words police officer, technician and server are all neutral, or unbiased.

______ 14. If a work team is going to be effective, it is usually effective from the very first meeting.

______ 15. Proofreading the hardcopy, even after proofing on screen, ensures the accuracy of a document. 

III. SHORT QUESTIONS （5小题，每小题4分，共20分）
1. What are the purposes of communication?

2. What is cross-cultural communication?

3. Why is it important for all business communications to promote goodwill?
4. What are four types of biases to avoid in business communications?

5. What is cultural diversity?

6. Why is body language important when communicating across cultures?

7. What is a receiver-oriented message?

IV. READING COMPREHENSION （10小题，每小题2分，共20分）
Read the following two passages and answer the questions.

Passage One:

Diversity is key to the success of any corporation. We want to be able to work in an environment where we are all respected and people can work to their maximum potential. That’s what keeps us going. 


Creating a workplace that all employees perceive as fair and equitable, no matter what their differences are, is very important. More and more companies are addressing the needs of diversity in the workforce. 


Once viewed as negative, a diverse group of employees is now seen as an asset. Corporations that want to operate around the globe need to have diverse sources of talent and information to be successful. 


Diversity in the American workplace is a fact. Even if you are not exposed to international diversity, your coworkers probably come from different ethnic background, practice different religions, and hold different views on politics, work, and problem solving. To some extent, we take these differences for granted. Everyone is an individual, after all. Recognizing the source or nature of diversity, however, can help make our work relationships smoother and more productive. 

1. Which of the following statements is NOT true? 

a.    In the past, cultural diversity was considered negative. 

b.     At present, cultural diversity is considered negative. 

c.     At present, cultural diversity is considered positive. 

2. The word potential in the first paragraph means ________.

a.     the possibility of something happening

b.     the difference in voltage in an electric field 

c.     qualities that exist and can be developed 

3. A group consisting of workers coming from different cultural backgrounds is considered _______. 

a.     a good thing 

b.     a bad thing 

c.     neither good nor bad 

4. From the second paragraph we can infer that _______. 

a.     workers in more and more companies are putting on better clothes 

b.     more and more companies are becoming more culturally diversified 

c.     all American companies are becoming more fair and equitable 

5. “We take these differences for granted” in the last paragraph means _______. .

a.     we do not question the source of these differences 

b.     we do not recognize the value of these differences 

c.     we pay great attention to these differences  
Passage One:

Complete messages contain a variety of sentence types. You will hold your readers’ attention if you vary the length and structure of your sentences as well as the structure of your paragraphs.

It is best to keep sentences at 20 words or less. At the same time, it adds interest to have some noticeably short sentences—perhaps 10 words or even fewer. Using sentences of different lengths keeps your writing from feeling choppy or monotonous. As you vary sentence length, your sentence structure naturally varies as well. Alternate simple sentences with compound and complex sentences.

Varying paragraph length also keeps your writing from being choppy. We’ve already said that the opening and closing paragraphs of a message should be relatively short. When writing your middle paragraphs plan them so that they average about six or eight lines long. Mix in a short, two- or three- line paragraph sometimes to add interest. A short paragraph also is a way to emphasize an important point.
1. It is advisable to keep the average length of a sentence at ______.

a. more than 20 words.

b. not more than 20 words.

c. 10 words or fewer.
2. The word choppy in the passage means ______.

a. short irregular waves

b. cut into pieces

c. short, broken and slightly rough.
3. According to the last paragraph, ______.

a. the length of all paragraphs should be the same

b. the middle paragraphs should be shorter than the beginning and ending ones

c. the middle paragraphs should be longer than the beginning and ending ones
4. When you write sentences of different lengths, ______.

a. the structure of the sentences will also be different

b. they will have the same structure

c. your variation will have no effect on the sentence structure
5. In the following statements, which is true about a short paragraph?

a. It is less important than a long paragraph.

b. It can be used to express emphasis.

c. You have to put a short paragraph after several short paragraphs.
Passage Three:

Although language is an important part of communication, communication is not simply a matter of understanding and speaking a language. It involves transmitting an idea and understanding someone else’s idea. People from different cultures think differently about various issues than do North Americans. The ability of a North American to speak in three different languages still may not enable him or her to understand the issues from the viewpoint of those from another culture.

Cross-cultural communication differs from the more familiar within-culture communication situations in that there are systemic differences in the assumptions made by people of different cultures. Being aware of and understanding these different assumptions can help improve communication and relationships.

The major problems of intercultural communication occur in perception and in attribution of meaning. Communication is defined as a “dynamic process whereby human behavior, both verbal and nonverbal, is perceived and responded to.” People respond according to their perceptions, not necessarily according to what the transmitter believes he or she is communicating. This is an interactive process.

1. People from different cultures think differently about various issues than do North Americans. This sentence means ______.

a. Other people have deeper understanding than the North Americans.

b. Other people understand more issues than the North Americans.

c. Other people may understand things in a way different from that of the North Americans.
2. According to the passage, which of the following statements is true?

a. By speaking three languages, people do not naturally share the viewpoint of other people.

b. By speaking three languages, people naturally share the viewpoint of other people.

c. All Americans speak three different languages.
3. Which of the following statement is true?

a. Cross-cultural communication only occurs when you work in another country.

b. Within-culture communication never occurs when you travel to another country.

c. Cross-cultural communication is more complex than within-culture communication.
4. In communication, people respond according to ______.

a. the intention of the message sender

b. their own understanding of the message

c. the literal meaning of the message
5. According to the last paragraph, ______.

a. perception and response are equally important

b. perception is more important than response

c. perception is less important than response
V. TRANSLATION（每小题5分，共20分）
Translate the following sentences into Chinese:

1. As humans, we have two means by which to send messages and two means by which we receive them. To send message, we speak and write; these messages are accompanied by nonverbal symbols. To receive message, we read or listen.

2. Your ability to establish and build relationships affects every aspect of your life. Whether in your social, academic, or professional life, this ability determines the depth of your relationships with your friends, loved ones, family, classmates, and coworkers.
3. Communication skills are especially important when you communicate with people of diverse backgrounds. In addition to just writing or speaking effectively, you need to add elements of sensitivity, understanding and tolerance in your communication. 

4. The two styles of reports are formal and informal. Formal reports generally are long, analytical, and impersonal. A formal report often contains preliminary parts such as a title page, an executive summary, and a table of contents, as well as supplementary parts such as bibliography and an appendix.
5. Successful teams are made up of individuals who have different backgrounds. In an organization, effective work teams have to be based on function, purpose, or individual expertise rather than on personality. 

6. The two most common internal document ― those written for use within an organization ― are memos and e-mail messages. The memo is a business document that has traditionally been the most common communication inside a company’s walls. However, with the advent of Internet technology, electronically sent e-mail messages are quickly replacing the memo as the communication of choice .  
7. Complete business message often include five Ws: who, what, where, when, and why. Many business messages require several paragraphs to cover the five Ws. Adjust the message for your receiver. In some cases, the receiver may not need all five pieces of information.

