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  (B) Fill in the blanks correctly :   

1- --------------------------- is an  internal written communication method. 
2- Look pleasant and smile at people when you communicate ------------- . 
3- ----------------------------------- are documents sent with a letter . 
4- When telephoning, speak …………………………………….. . 
5- If the mail is not addressed to your firm, repost it ------------------------ . 

 
Question Two                                                                     ( 9   ) Marks 
 Using the following piece of information, prepare the notice and agenda of the 
meeting: 

"The Headmaster of the school is planning  for the Monthly Teachers' Meeting to be   
held on 21st January 2008 at 9:00 am in the Main Hall of the school. The secretary 
wrote the following points: apologies, minutes of the last meeting, reports of 
supervisors, the educational conference,  motivating students, the students' grades, 
the end term exams, any other business and date and time of the next meeting. But 
the Headmaster decided to discuss requirements of the educational conference in the 
next meeting". 
Note: use today's date  

 
 

Notice of meeting and agenda 
-----------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------
-------------------- will be held on ------------------------------------------------
-----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------- 
 

Agenda  
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 

 
 
         M Hilal  
        Secretary                                                  
       

 

www.shmooa.org/vb

http://www.pdffactory.com
http://www.pdffactory.com


NOTICE:  The Exam Contains 6 Pages   213أ در      COMMERCIAL                    

 

Page( 3) 

 

Question Three                                            (   9  ) Marks 
 
Form the information given below, complete the Remittance Book for today  
 

- A down payment from Albayan Company for KD 1500/- made by a draft, the 
account number is BC 222 

- Al- Khaleej Company sent a cheque for BD 250/- , the account number is E 5765 
- Excess payment refund form Btaelco for new line. Cheque for BD 50/-, Account 

number is BT 675  
- Alico company  sent  a draft for $ 300/-, the account number is IN 7685 
- The company received  a cheque from Awal group for KD 654/-, the account 

number is AG 643 
- Cheque from Zayani Company for BD132/-, the account number is ZA 654. 

 
Note: the Remittance Book is Managed by Maha Ali 
 
 

 
Remittance Book 

 
Date Remitter's 

Name 
Method 

of 
payment 

Account 
No 

Amount currency Name / 
signature 

       

       

       

       

       

       

       

       

       

       

 
 
 

www.shmooa.org/vb

http://www.pdffactory.com
http://www.pdffactory.com


NOTICE:  The Exam Contains 6 Pages   213أ در      COMMERCIAL                    

 

Page( 4) 

 

Question Four                                                               (   5   ) Marks 
Read  the following message carefully and answer the questions given below.  
 

                                                                                                                                                                                                          
 
 

FOR     :           Ahmed Hussian 
                     DATE :  19/1/2008                   TIME :   09:30 AM 
 
                                   WHILE YOU WERE OUT 
 
MR: Salim Abdulla                              From: Bahrain Trading Company  
                             PHONES :   17887654  ,   39877654 
 

TELEPHONED √ PLEASE CALL √ 
CAME TO SEE YOU  WILL CALL AGAIN  
WANTS TO SEE YOU  RUSH  
RETURNED YOUR CALL  SPECIAL ATTENTION √ 

 
Message 

 Please note that our meeting on 23/1/2008 has been canceled . please call me 
on my mobile  as soon as possible to arrange for another date.  
 
Received by : Salwa Mohammed  

 
Tick (√  ) for true and ( x ) for false: 

 
§ Mr. Ahmed Hussian  called because he wanted to talk 

to Mr.Salim Abdulla. 
 

§ The new  meeting will be held on 23rd Jan.2008.  
§ Mohammad Salwa works as a Secretary  
§ Salim Abdulla works for  Bahrain Trading Company  
§ This telephone call was not important to Ahmed 

Hussian 
 

§ Ahmad Hussian will be called again by Salim Abdulla  
§ Salwa Mohammad must send this message to Bahrain 

Trading Company as soon as possible. 
 

§ This message was received at 9:30 pm  
§ If you were in Salwa's place, you  would decide the  

new date and time of the meeting 
 

§ Salim Abdulla can be called on 17887654  and 
39877654  

 

 
 

IMPORTANT MESSAGE 
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Question Five                                                           (  10 ) Marks 
Miss Noor Khalid lives in Manama ( Flat 24  Bldg 2876  Lane 1896 Manama 319) . she 
is 18 years old. She can be contacted on :  17292511, 39039066 . Today she  read  the 
following advertisements in yesterday's issue of Al-Ayyam Newspaper: 
 
 
 
 
 
 
 
 
 
Below you can see how Miss Noor Khalid applied  today for one of these jobs. 
You are required to direct the letter to the most suitable employer and fill in the 
blanks correctly .  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

JUNIOR TYPIST required for a 
busy office in local firm situated in 
Manama. Shorthand isn't necessary 
but good standard of English 
essential- GCSE. 
Apply by letter to: Office Manger, 
Beit A Maqdis Trading Estate Ltd. 
P.O.Box 451 Manama. 

SECRETARY 
For busy office. Good telephone manner essential. Must 
have neat hand-writing & be good at figures. RSA 11 
Typing or equivalent and some Word Processor 
experience.  Duties include : Telephone ,filing , record 
keeping and typing. 
Please apply in writing with full C.V.  to Box No   543 , 
the Personnel Manager, The new Engineering Co. 
Sitra  

                                                                                            ………………………………... 
                                                                                     ………………………………... 
                                                                                     ………………………………...                           
 
……../……../ …………. 
 
………………………………….. 
………………………………….. 
………………………………….. 
………………………………….. 
 
Dear ……………. 
Re: Vacancy for  ……………………….. 
 
I'm interested in your advertisement in yesterday's issue of ……………… Newspaper 
for the above vacancy , and enclose details of my education and training, together with 
a photocopy of my latest school report. 
 
I am ………. years of age , good in English and have a neat ………………... I attended  
on my own several computer and office training courses . 
 
If you would like to call me for an interview , I shall be pleased to do so on any day and 
at any time to suit your convenience. 
 
Yours ……………….. 
 
………………………..  (Miss) 
                                                                                                                      Encls 
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Question Six                                                                                            (  7  ) Marks 
 
(A) There are some important Dos and Don'ts associated with the interview.  
      Tick (  √  ) for Dos and  (  x  ) for Don'ts :  
 
 

 
 
 
 

 
 

                                               
 
 
 
 
 

 
 
 
 
 ( B ) How can the top management of Batelco control mail ? 
 
§ …………………………………………………………………………………………… 

…………………………………………………………………………………………… 
…………………………………………………………………………………………… 
…………………………………………………………………………………………… 
 

§ …………………………………………………………………………………………… 
…………………………………………………………………………………………… 
…………………………………………………………………………………………… 
…………………………………………………………………………………………… 

 
 
( C ) Why are office equipment used in the mail room? 
          
……………………………………………………………………………………………………
…………………………………………………………………………………………………… 
…………………………………………………………………………………………………… 
 
 
 
 

Try to answer questions fully and carefully 

Dress smartly Be anxious 

Smoke 

Sit down before being asked 

Chew  

Listen carefully Speak before thinking 

END OF EXAM 
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