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Respond to the following questions:
Section One: Reading Comprehension

Read through the following passage and evaluate the statements which follow it according to these rules below.  Remember to answer the questions based only on the information that you are given.

True - The statement is true given the information in the passage.

False - The statement is false given the information in the passage. 

Can't Say - There is insufficient information to say whether the statement is true or false.

In law, trespass can be: the criminal act of going into somebody else's land or property without permission of the owner or lessee; it is also a civil law tort that may be a valid cause of action to seek judicial relief and possibly damages through a lawsuit.  In some jurisdictions trespassing is an offence or misdemeanor covered by a criminal code.  In other jurisdictions, it is not considered a crime or penal in nature, property is protected from trespass under civil law and privacy acts.  In England and Wales, despite the prevalence of notices asserting that "trespassers will be prosecuted", unless the trespass is aggravated in some way, it will only be a civil wrong.

Although criminal and civil trespass laws vary from jurisdiction to jurisdiction, most have the following facets in common: Property owners and their agents (for example, security guards) may only use reasonable force to protect their property.  For example, setting booby traps on a property to hurt trespassers or shooting at trespassers are usually strictly forbidden except in extreme circumstances.  Not all persons seeking access to property are trespassers.  The law recognizes the rights of persons given express permission to be on the property ("licensees") and persons who have a legal right to be on the property ("invitees") not to be treated as trespassers.  For example, a meter reader on the property to read the meter is an invitee, as would be a travelling salesperson, or a police officer seeking to execute a warrant.

1) Aggravated trespass is a civil wrong and offenders cannot be prosecuted.

  A                           B                                          C

True                       False                                  Can't Say

2) Invitees are people who have been specifically invited onto the property by the owner.

  A                           B                                          C

True                       False                                  Can't Say

3) In Texas it is legal to use deadly force against trespassers after dark.

  A                           B                                          C

True                       False                                  Can't Say

4) Property is only ever protected from trespass under civil law and privacy acts.
  A                           B                                          C

True                       False                                  Can't Say

5) It is very difficult to successfully prosecute someone for trespass.
  A                           B                                          C

True                       False                                  Can't Say

Section Two: Structure, Written Expression, Correction, and Punctuation
(A) Structure
Directions: Choose the one word or phrase that best completes the sentence.  Then, on your answer sheet, write the letter which corresponds to the answer you have chosen.

1. They left ----------------- early that they had to wait a long time before the doors opened.

(A) too                     (B) so                        (C) extra                         (D) much

2. If you hadn't hurried that night, you might ------------------ too late to get your ticket.

(A) be                     (B) being                    (C) have been                 (D) having been

3. Alice was so far behind in her correspondence that she has been ------------------ for two days.

(A) writing              (B) to write                 (C) written                     (D) to wrote

4. Jane's dress is similar in appearance ----------------- her sister's.

(A) with                  (B) like                        (C) as                             (D) to
5. Experienced drivers have ------------------- accidents than beginners.

(A) lesser                (B) fewer                     (C) not many                  (D) very few

6. She is no longer -------------------- to enter a beauty contest.

(A) so young          (B) young enough         (C) as young as             (D) enough young

7. His girl friend wanted ------------------------ to the dance with her.

(A) him going        (B) he to go                   (C) him to go                 (D) he going

8. In --------------------- nothing much happened at the meeting.

(A) quick             (B) briefly                    (C) short                       (D) shortly

9. At the end of the speech the whole assembly gave the speakers a standing -------------------------.

(A) ovation          (B) applause                 (C) cheering                   (D) support

10. When the building was completed, all the workers were paid ---------------------------.

(A) off                (B) through                   (C) out                          (D) over

(B) Written Expression
Directions: Identify the one underlined word or phrase that must be changed in order for the sentence to be correct.  Then, on your answer sheet, write the letter which corresponds to your chosen answer.

11. He will go to any trouble necessary to make her happy if she asked him to.

                   A                              B            C                                     D

12. Please don't ask Mary tonight to retype all the pages in the lowest desk drawer.

                    A                       B                                C                    D

13. Your friend is much more worthier of your consideration than are those strangers.

                                A       B        C                                                        D

14. The audience seemed to believe that she sang so sweet she would shame the birds.

                                           A             B                  C                         D

15. Platinum is a rare and value metal, important findings in medical technology.

                             A            B                                    C                              D

16. Between you and I, that woman shouldn't allow her son to drive a car.

                                 A                           B                  C                        D

17. Despite the cold weather, they all enjoys skiing and sledding in the snow.

           A                                                  B                           C            D

18. Evelyn does not go to bed early enough last night so she was tired all morning.

                     A                                     B                      C                             D

19. It was him who did all the work on the invention, but somebody else got all the credit.

                  A                                     B                                                  C                D

20. The project require more time than has been put in so far because it is so difficult.

                             A                 B                             C                                   D

(C) Correct the following Sentences:

21. At the beginning everybody put their money into internet enterprises.

22. It is important to initiate all new recruits quickly into company procedures to stop the former becoming boring.

23. Whenever they would need additional supplies, they used to contact the main warehouse.

24. It depends in your attitude whether or not you adapt to the new demands of a job.

25. It is no good expecting for promotion within the first two years.

26. After they had finished their meal, they asked the waiter the bill.

27. Most banks do not mind to lend money to young entrepreneurs.

28. Working all day long in financial services can be a very tired occupation.

29. It is quite acceptable to pay a lot for high quality work especially if the service is very well.

30. There is so many more opportunities today in media related industries than could be found 30 years ago.

(D) Punctuate the following Sentences

31. chefs may choose from a variety of salts such as kosher salt hawaiian sea salt or fleur de sel

32. mystic river is the story of three friends sean devine a quiet child now a state trooper and the only one of the three to go to college jimmy markham the leader of the group a small-time crook who went straight after serving two years in prison and dave boyle perhaps the central figure the boy who was kidnapped the man who couldnt escape

Section Three: Application letter, CV, Business letter, and Memo Writing

1. The Egyptian National Bank advertised, in Al-Akhbar newspaper, on June 6, 2011, about the following vacant positions for its subsidiary in Banha: (1) Personnel Manager, (2) Accounting Manager, and (3) Public Relations Manager.  Apply for one of these vacant positions by: (A) writing an application letter which targets the intended job, and (B) attaching a detailed, competitive, and challenging CV.
2. Write a letter in which you reject a job offer presented to you by a company?
3. State the segments of the memo, and, then, write a memo to your company's Marketing Executive about Fall Clothes Line Promotion?

Good Luck

Mohammad Al-Hussini AbuArab

Answers

Section One: Reading Comprehension

1) B                  2) B                      3) C                        4) B                       5) C
Section Two: Structure and Written Expression
(A) Structure
1) B                        2) C                         3) C                       4) D                              5) B

6) B                        7) C                         8) C                       9) A                             10) A
(B) Written Expression
11) D                            12) D                           13) C                      14) C                  15) B
16) A                            17) B                           18) A                      19) A                  20) A

(C) Correct the following Sentences
21. (In)           22. (bored)            23. (needed)          24. (on)           25. (expecting promotion) 
26. (for the bill)          27. (lending)               28. (tiring)             29. (good)           30. (are)

(D) Punctuate the following Sentences
1. chefs may choose from a variety of salts such as kosher salt hawaiian sea salt or fleur de sel

Answer: Chefs may choose from a variety of salts, such as kosher salt, Hawaiian sea salt, or Fleur de Sel.

2. mystic river is the story of three friends sean devine a quiet child now a state trooper and the only one of the three to go to college jimmy markham the leader of the group a small-time crook who went straight after serving two years in prison and dave boyle perhaps the central figure the boy who was kidnapped the man who couldnt escape

Answer: Mystic River is the story of three friends: Sean Devine, a quiet child, now a state trooper and the only one of the three to go to college; Jimmy Markham, the leader of the group, a small-time crook who went straight after serving two years in prison; and Dave Boyle, perhaps the central figure, the boy who was kidnapped, the man who couldn't escape.

Section Three: Paragraph Writing

Question One:

1. The Egyptian National Bank advertised, in Al-Akhbar newspaper, on June 6, 2011, about the following vacant positions for its subsidiary in Banha: (1) Personnel Manager, (2) Accounting Manager, and (3) Public Relations Manager.  Apply for one of these vacant positions by: (A) writing an application letter which targets the intended job, and (B) attaching a detailed, competitive, and challenging CV.
Answer:
(A) Application Letter

111 King Faisal St.
Giza 12551,

Egypt.

20.5.2007

BO Box 1335,

Cairo.

Dear Sir/ Madame:

With reference to your advertisement in Al-Akhbar newspaper, on June 6, 2011, for the position of an Accounting Manager for your reputed bank, I should be very grateful if you would give consideration to my qualifications and application for this job.

Enclosed are copies of my certificates and my detailed C.V.
I should appreciate the opportunity of an interview at your convenience.  Thanking you in advance for your consideration, and eagerly waiting for your prompt response.

Should you have any questions regarding this application, please feel free to contact me at the address indicated above, or at the following numbers (000) 000-000-0000, or (000) 000-000-0000.

Yours faithfully,

Osama Ahmad

(B) Curriculum Vitae
MOHAMMED MAHMOUD MOHAMMAD

Personal Data

Date of Birth: July 1, 1974.

Marital Status: Married.

Military service: Completed.

Address: 32 Mansheyet El Bakry St., 

Heliopolis, Cairo,

Egypt.

Email: m.aliemam@yahoo.com

Home: (202) 450-5898

Mobile: (012) 790-4344

	Objective

Work experience

Education

Languages

Skills

Courses


	As an energetic, enthusiastic, and organized accountant, I am interested in joining a well-established multinational organization where I can get the chance to prove my own credentials in academic knowledge and personal as well as professional experience as worthy of a new challenging & competitive position and a promising career which establishes my own abilities, shows my skills and in turn win the trust of my superiors.

January 2000 –Till Present (United Company for Pharmacies)
Senior Accountant
Responsible for the following duties:
· Perform a daily following up with the company sales-agents to get updated of the clients' debts and come out with creative ideas for collecting them.

· Follow up with the status of the clients revoked-checks to inform & arrange convenient payment methods with them.

· Ensure the collection of the cash-money on time for the client be eligible to get the company's offered discount.

· Ensure the collection of the clients' checks to make sure that they are abided by the company's assigned time-table.

· Check the status of the clients' transactions & deals throughout the entire month to review the status of what they received & what they returned back to ensure proper records of the company's invoices and storage records.

· Check the level of excess or decrease in the clients' monthly deals to keep updated records and history for them.  Then, analyze the reasons for either excess or decrease in their deals, and keep them in profiles, in order to find suitable grounds for our further mutual deals.

· Follow up with the clients who break the company's payment policies to win and get their commitment back to the company.

· Perform weekly meetings with the sales-agents to analyze their weekly records of cash-money and checks collections and compare them with their previous records to motivate & encourage them.

· Review the suppliers' invoices to insure the matching of prices between the company and the suppliers.

· Perform sudden inventories on some items in the storage to insure correct records of what the company has in stock.

· Ensure accurate daily feeding of all the clients' deals, transactions, monetary (cash or checks), inventories and profiles in our computer system.
January 1999–Till December 1999 (Aton Travel)

Senior Accountant

Responsible for the following duties.

· Handle Banking Settlement Policy in the sector of Air Ticketing accounting.

· Handle inter company accounts through reconciling and following up with company branches, sectors and headquarter.

· Supervise accounts payable accounts, accounts receivable, and reconcile accounts sub-ledger with general ledger 

· Analyze purchase price variance in Air Ticketing companies.

· Analyze & follow up monthly accountings.
( Benha University (1997)

   Faculty of Commerce.

   Bachelor degree in Major Accounting.

( Arabic:  Mother tongue.
( English: Fluent in writing & speaking. 

Computer Skills:
( Windows 95, 98, 2000 & XP.

( Microsoft Office 97, 2000 & 2003.

( Excel 2002, Access 2002 & Quick Books 2000.

YAT Educational Center:

(Win XP/ Internet/ Excel 2002/ Access 2002 & Quick Books 2000.

AUC:

(Windows 95/ 98/ Word & Excel.

(English courses.

( Business Administration courses.


References
	Professor/ STTTT BBBBBBB
Head of the English Department
University of Nevada, Reno

Reno, Nevada, 00000-0000
Phone No: (000) 000-00000
Fax No: (000) 000-00000
Email: ssssssss@uuuu.edu
	Professor/ SCCCC SSSSSS
Head of the Environmental Dept.

English Department
University of Nevada, Reno

Phone No: (000) 000-00000
Fax No: (000) 000-00000
Email: sssssssss@uuuuu.edu


Question Two:
Write a letter in which you reject a job offer presented to you by a company?
Answer:

Model for Rejecting a Job Offer

May 7, 2007

Ernie English

1234 Writing Lab Lane

Write City, IN 12345

Dear Mr. English:

The purpose of this letter is to reject a job offer presented to you by a company. It is important to be polite, while at the same time firmly rejecting the offer. In the opening paragraph, thank the employer for the offer. Convey that although you appreciated the offer, you are unable to accept the position. You may also wish to use an indirect approach, by stating the reasons for your refusal before rejecting the offer.

You should then give the employer the reasons for your refusal. The rejection of an offer is somewhat unimportant to the applicant, but it is extremely important to the employer. It allows the company to formally move on to the next applicant. More importantly, it tells the employer how to make the offer more appealing for the next applicant. After all, how can they be expected to fix a problem if they don’t know what it is? After you have stated your reasons for rejecting their offer, politely refuse the offer (if you haven’t already done so).

End your letter with a sense of goodwill. This is important because you may wish to apply for a position with the company at a later date. Also, be sure to thank them for the time they invested while working with you.

Sincerely,

Lucy Letter

123 Winner's Road

New Employee Town, PA 12345

Question 3:

State the segments of the memo, and, then, write a memo to your company's Marketing Executive about Fall Clothes Line Promotion?

Answer:
Standard memos are divided into segments to organize the information and to help achieve the writer's purpose.  They are as follows:
1. Heading Segment

The heading segment follows this general format:

TO: (readers' names and job titles)

FROM: (your name and job title)

DATE: (complete and current date)

SUBJECT: (what the memo is about, highlighted in some way)

Make sure you address the reader by his or her correct name and job title.  You might call the company president "Maxi" on the golf course or in an informal note, but "Rita Maxwell, President" would be more appropriate for a formal memo.  Be specific and concise in your subject line.  For example, "Clothes" as a subject line could mean anything from a dress code update to a production issue. Instead use something like, "Fall Clothes Line Promotion."

2. Opening Segment

The purpose of a memo is usually found in the opening paragraph and includes: the purpose of the memo, the context and problem, and the specific assignment or task.  Before indulging the reader with details and the context, give the reader a brief overview of what the memo will be about.  Choosing how specific your introduction will be depends on your memo plan style.  The more direct the memo plan, the more explicit the introduction should be.  Including the purpose of the memo will help clarify the reason the audience should read this document.  The introduction should be brief, and should be approximately the length of a short paragraph.

3. Context

The context is the event, circumstance, or background of the problem you are solving.  You may use a paragraph or a few sentences to establish the background and state the problem. Oftentimes it is sufficient to use the opening of a sentence to completely explain the context, such as, "Through market research and analysis ...."  Include only what your reader needs, but be sure it is clear.
4. Task Segment

One essential portion of a memo is the task statement where you should describe what you are doing to help solve the problem.  If the action was requested, your task may be indicated by a sentence opening like, "You asked that I look at....."  If you want to explain your intentions, you might say, "To determine the best method of promoting the new fall line, I will...." 

Include only as much information as is needed by the decision-makers in the context, but be convincing that a real problem exists. Do no ramble on with insignificant details. If you are having trouble putting the task into words, consider whether you have clarified the situation. You may need to do more planning before you're ready to write your memo. Make sure your purpose-statement forecast divides your subject into the most important topics that the decision-maker needs.

Sample Memo

TO: Kelly Anderson, Marketing Executive
FROM: Jonathon Fitzgerald, Market Research Assistant

DATE: June 14, 2007

SUBJECT: Fall Clothes Line Promotion

Through market research and analysis, it has been discovered that the proposed advertising media for the new fall lines need to be reprioritized and changed.  Findings from focus groups and surveys have made it apparent that we need to update our advertising efforts to align them with the styles and trends of young adults today.  No longer are young adults interested in sitcoms as they watch reality televisions shows.  Also, it is has become increasingly important to use the internet as a tool to communicate with our target audience to show our dominance in the clothing industry.

1
ii
6

