UNIT 7    THE MAIL

Fill in the blanks with the correct words and phrases :

mail room, distribute, in-basket, responded, mail log, document, out-basket 

1. Unopened letters go in the ___________________________ .
2. Before secretaries can ____________________________ the mail, it must be sorted.
3. Incoming mail is brought from the _________________________ . 
4. The secretary _____________________________ to Jane’s email. 
5. Entries in the ____________________________ must be updated daily. 
6. PArt of the job is to _________________________ each letter that is received or sent. 
7. [bookmark: _GoBack]Letters in the __________________________ go to the mail room to be sent. 
