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Part One Reading (15 points)

A handshake is a common greeting in the business environment of Kazakhstan. You could
give your Kazakh business partners a gentle handshake with both hands. Be sure to maintain
eye contact when shaking hands. When the meeting is over, shake hands before you leave. If
you meet your acquainted Kazakh business partners at the workplace several times on the same
day, you are not obliged to shake hands with them each time except the first time you meet for
the day.

The way your Kazakh business partners greet you can be seen as a reflection of their status
in the company. Often, the less senior person will first extend both of their hands to show
respect and admiration.

When doing business with your Kazakh business partners, men are usually expected to
wear regular suits or ties and jackets on formal occasions. For women, a stylish yet regular
business suit or dress is appropriate. Shoes are very important in the Kazakh business
environment. Kazakh businessmen tend to wear formal business shoes and businesswomen

wear high heels. What’s more, you should make sure your shoes are clean and polished as it

will make a good impression on your Kazakh business partners.
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In Kazakhstan, maintaining relations and not losing face are considered very important.
This resembles part of the business cultural values in some other Asian countries. As a result,
your Kazakh business partners, in order to convey their messages in a sensitive and diplomatic
manner, will carefully craft what they say. They tend to speak in a roundabout way rather than
a direct one; they tend to respond to gentle probing rather than direct questioning. If you want
to express disagreement at some point, do so in a cautious manner as there is a fine line
between defending yourself and being excessively forceful.

As hospitality has played an important part in the life in Kazakhstan, it is likely that you
may be invited to a Kazakh house to eat with their family. Meals are an important factor in
business and they open the door to other more formal meetings with your potential Kazakh
business partners. Therefore, it would be wise to accept such invitations. If you are invited to
have dinner with your Kazakh business partners, make sure to leave yourself plenty of time, as
meals like this are not to be rushed. Remember to take a small gift for your Kazakh host,
which would be well received.

Mark the following statements True (T) or False (F) according to the information provided in the
text.

1. You could give your Kazakh business partners a gentle handshake with both hands and
maintain eye contact at the same time.

2. When shaking hands, the less senior person will first extend both of their hands to show
their respect and admiration to the other person.

3. Shoes are very important in the Kazakh business environment; thus, you should make
sure your shoes are clean and polished.

4. In Kazakhstan, people convey their messages in a sensitive but direct manner rather
than a roundabout way.

5. Although hospitality plays an important role in the life in Kazakhstan, it is likely that

they may avoid inviting you to their home to eat with their family.
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Part Two Short-Answer Questions (15 points)
Answer the following questions based on what you have learned from the textbook. You should use
complete sentences.

6. Why is a professional image important for your career?

7. What are soft skills?

8. What are the key factors in successful communication?
Part Three Writing (70 points)
1. Revise each of the following sentences according to the requirement given in the brackets. Please

write your revised version in the Answer Sheet. (40 points)

9. The committee reached the conclusion that a great majority of students had a preference
for mail-in registration. (to improve the vigor and clarity)

10. Reference is made to your May 7 letter in which you describe the approved procedure
for initiating a claim. (to make it conversational)

11. You won’t be disappointed with the many electronic services we now offer. (to make
it positive)

12. Because of the fact that his visit was an unexpected surprise, we were totally
unprepared to make a presentation of profit and loss figures. (to make it concise)

13. Fill out these forms before April 1, therefore we can process them in time. (to make
it courteous)

14. Please be kind enough to grant me a deferral. (avoid being too humble)

15. 1 shall be most pleased to avail myself of your kind suggestion when and if prices
decline. (to keep it conversational)

16. We take pride in announcing a new schedule of low-cost flights to Hawaii. (to make it
receiver-focused)

17. We hired Todd Shimaya, a Korean American, for the position of communications
coordinator. (to use bias-free word)

18. Changing the name of a company that is successful is always risky. (to get rid of

empty words)
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I1. Revise the following message. The formatting of the memo is to be scored. (30 points)

19.

TO: Mindy Latimer, Manager

You are still not giving my division an opportunity to expand by allowing it to produce the
new cordless telephone.

I cannot believe that you selected Fred’s division to develop the product. It seems that his
division is always getting the breaks. His division already has responsibility for eight products
while mine only has four.

You need to reconsider your decision. I would like to supervise the production of the new
telephones.

We’ d like a chance to talk over this worthwhile employee program with you at your

convenience.
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ﬁt%{—% .F';. .11361 I1. Revise the following message. The formatting of the memo is to be scored. (30 points)

19.
Ed % 7 ﬁi j( % 2025 ﬂi A é % A 'H‘E * gﬁ — % ﬁt @® Tive points for the format of the message (TO; FROM; SUBJECT;);
Bi‘ﬁﬁ%ﬁ_‘épii iﬁ@%%&i¥%*$¥E @® TFour points for gaining attention at the beginning;
@ Five points for building interest;
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2026 £ 1 H @® Three points for ending positively;
@® Eight points for the fluency and accuracy of the language. (including one point for three

Part One Reading (15 points)
@ Three points for each item. spelling mistakes, and one point for two grammar mistakes).

1. T 2. T 3. T 4. F 5. F
Part Two Short-Answer Questions (15 points)

@ TFive points for each question.

6. A professional image can make a real difference in helping you obtain the job of your
dreams. Once you get that job, you are more likely to be taken seriously and much more likely to
be promoted if you look and sound professional.

7. Soft skills are those defined as attitudes and behaviors that related to critical thinking,
problem solving, communication, collaboration, and presentation skills.

8. The ability to accurately predict how a message will affect its receiver and the skill in
adapting that message to its receiver are key factors in successful communication.

Part Three Writing (70 points)
I. Revise each of the following sentences according to the requirement given in the brackets. (40 points)
@ Four points for each sentence.

9. The committee concluded that a great majority of students preferred mail-in registration.

10. Please refer to your May 7 letter in which you explain how to file a claim.

11. You will certainly be pleased with the many electronic services we now offer.

12. Because of his unexpected visit, we were totally unprepared to make a presentation of
profit and loss figures.

13. Please fill out these forms before April 1, so that we can process them in time.

14. Would you please offer me a deferral, if possible?

15. I’1l gladly follow your suggestion if the price falls.

16. You will appreciate a new schedule of low-cost flights to Hawaii.

17. We hired Todd Shimoya for the position of communications coordinator.

18. Changing the name of a successful company is always risky.
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