
试卷代号 :1365

国家开放大学(中央广播电视大学)2017 年秋季学期"开放本科"期末考试

高级商务英语写作 试题

2018 年 1 月

注意事项

一、将你的学号、姓名及分校(工作站)名称填写在答题纸的规定栏

内。考试结束后，把试卷和答题纸放在桌上。试卷和答题纸均不得带

出考场。监考人收完考卷和答题纸后才可离开考场。

二、仔细阅读题目的说明，并按题目要求答题。答案一定要写在答

题纸的指定位置上，写在试卷上的答案无效。

三、用蓝、黑圆珠笔或钢笔答题，使用铅笔答题无效。

Information for the examinees: 

• This examination consists of 4 parts. They are: 

Part 1: Matching up (20 points) 

Part 2: Translation (20 points) 

Part 3: Paragraph Organization 

Part 4: Writing 
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• The total marks for this examination are 100 points. Time 

allowed for completing this examination is 90 minutes. 

• There will be no extra time to transfer answers to the Answer 

Sheet; therefore , you should write ALL your answers on the 

Answer Sheet as you do each task. 
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Part 1 Matching up (20 points) 

Questions 1-10 are based on the following task. 

Directions: Match the.. EngIish words and phrases with their proper Chinese 

Meanings. 

g. Company profile 
1.企业简介

2. 有幸邀请

3. 赞同、接纳

4. 追索权

h. Have pleasure in inviting 

c. Acceptance 

a. Recourse 

5. 在平等互惠的基础上

6. 拒绝付款

d. On the basis of equality and 

7. 保险单

8. 卸船

mutual benefit 

i. Dishonor 

f. Insurance policy 

b. Discharge 

j. Highlight 
9. 最精彩部分

10. 上市公司
e.~ll..bliclY主r.aded主9塑卫些主

Part 2 Translation (20 points) 

Questions 11-15 are based on the following task. 

Directions: Translate the following sentences into Chinese (English). 

11.我们希望相关信用证十天内能抵达我方，否则，我们将不能按时交货。

12. We would like you to inform us of what you decide to do regarding our losses. 

13. 随信附上 50 箱标题项下货物的发票，请查收。

14. Should your price be competitive and the date of shipment acceptable , we intend to 

place an order with you. 

15. 不要迟疑，请尽快订货，因为我们的畅销产品很快将会脱销。

Part 3 Paragraph Organization (20 points) 

Questions 16-20 are based on the following task. 

Directions: Rearrange the order of the following sentences to form a proper letter. 

16 17 18 19 20 

e c h 
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a. 1 am writing to apply for the position of Public Affairs Associate , which was 

advertised last week in the International Herald Tribune. 

b. Moreover , as my mother is German , 1 am fluent in this language and would 

definitely enjoy working in a German-speaking environment. 

c. 1 would be pleased to discuss my curriculum vitae with you in more detail at an 

mtervle明几

d. 1 would particularly welcome the chance to work for your company and as you will 

notice in my enclosed curriculum vitae , the job you are offering suits both my 

personal and professional Înterests. 

e. Dear Ms Black , 

f. My work experience has familiarised me with many of the challenges involved in 

public relations today. 1 am sure that this , together with my understanding of the 

needs and expectations of sport and nature enthusiasts , would be extremely relevant 

to the position. 

g. In the meantime , please do not hesitate to contact me if you require further 

information. 

h. Y ours sincerely , 

i. 1 look forward to hearing from you. 

Part 4 Writing (40 points) 

Question 21 is based on the following task. 

Directions: Write a business letter according to the information given below. Write 

about 150 words. Write your answers on the Answer Sheet. 

21.感谢昨天发来参考资料。我非常感谢你为我收集信息井尽快交给我。这些资料非常

有用，将帮助我计算来年采购的计划。你提供的信息是最新的信息，而且适合我公司的需要。

很高兴有你这样有才华的同事。
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试卷代号 :1365 座位号rn

国家开放大学(中央广播电视大学)2017 年秋季学期"开放本科"期末考试

|得分|评卷人|
| 

高级商务英语写作 试题答题纸

Part 1 Matching Up(20 points) 

2018 年 1 月

Directions: Match the English words and phrases with their proper Chinese Meanings. 

1. 

6. 

|得分|评卷人|
| 

2. 

7. 

3. 4. 

8. 9. 

.Part 2 Translation(20 points) 

Directions: Trans)ate the foHowing sentences into Chinese (English). 

11. 

12. 

13. 

14. 

15. 
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|得分|评卷人|

| Part 3 Paragraph Organization (20 points) 

Directions: Rearrange the order of the following sentences to form a proper letter. 

16. 17. 18. 19. 20. 

Part 4 Writing( 40 points) 

21. Directions: Write a business letter according to the information given below. Write about 150 

words. Write your answers on the Answer Sheet. 
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试卷代号 :1365

国家开放大学(中央广播电视大学 )2017 年秋季学期"开放本科"期末考试

高级商务英语写作 试题答案及评分标准

〈供参考〉

2018 年 1 月

Part 1 Matching Up (20 points) 
Directions: Match the English words and phrases with their proper Chinese 

胁1eanings.

1. g 2. h 3. c 4. a 5. d 

6. 7. f 8. b 9. j 10. e 

Part 2 Translation (20 points) 
Directions: Translate the folIowing sentences into Chinese (English). 

考题

11.我们希望相关信用证十天内能抵达我方，否则，我们将不能按时交货。

12. We would like you to inform us of what you decide to do regarding our losses. 

13. 随信附上 50 箱标题项下货物的发票，请查收。

14. Should your price be competitive and the date of shipment acceptable , we intend to 

place an order with you. 

15. 不要迟疑，请尽快订货，因为我们的畅销产品很快将会脱销。

参考答案

11. We hope that the relevant LjC will reach us within 10 days; otherwise we shall not 

be able to deliver the goods on time. 

12. 对于我方的损失，请贵公司告知你方的处理办法。

13. Enclosed you will find an invoice of 50 cases of captioned goods. 

14. 如果你方报价很有竞争力，装运日期也能被接受，我方将向你方下单。

15. Please order without delay since our popular products may well be out of stock 

soon. 

Part 3 

16. a 
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Paragraph Organization (20 points) 
Directions: Rearrange the order of sentences to form a proper letter. 

17. d 18. b 19. g 20.i 



Part 4 Writing (40 points) 
21. Directions: Write a business letter according to the given information. Write 
about 150 words. Write your answers on the Answer Sheet. 

评分标准

全部完成答题要求

• 所有内容点都已包括在内并在答题要求允许的情况下加以展开。
• 语言规范、恰当;错误少，且均属小错。

36--40 分 • 多样化的语言结构和丰富准确的词汇。
• 组织结构好，前后呼应自然。
• 格式完全适当。
给读者的印象极佳。

较好的完成答题要求

• 所有内容点都处理得不错，展开得不够。
• 大体准确;运用复杂语言时有错误。

31一部分 • 结构合理，用词基本准确。
• 大体上组织较好，注意逻辑关系。
• 格式总体来说适当。
给读者的印象良好。

尚能达到答题要求

• 所有的主要内容点巳包括进去，遗漏了一些次耍的内容。
• 语言使用时出现一些错误，但不妨碍交流。

21-30 分 • 结构和词汇掌握范围适度。
• 组织和安排总的来说尚令人满意。
• 格式尚可，虽然并不完全成功。
给读者的印象较好。

不能完全达到答题要求

• 遗漏了一些主要的内容点或者处理得不充分，可能有些不切题。
• 语言错误有时影响交流，错误较多，使读者感到迷惑。

11一20 分 • 结构、词汇掌握有限。

• 内容条理不清、不连贯，造成理解困难。
• 格式不适当。
给读者的印象不佳。

未能达到答题要求

• 显著的内容遗漏/或大量内容不相关，可能由于对题目要求的误解。
• 语言严重不规范，经常出现基本错误。

。一10 分
• 结构和词汇使用有严重错误。
• 缺乏组织，造成交流失败。
• 几乎没有使用适当的格式。
• 篇幅太短
给读者的印象极差。
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