I ——

. BSZ00LOGY THIRD| .2
SEMETER

SOLVED BY: MUHAMMAD HABIB







You
Yesterday, 3:16 PM

Sedect the comect opton C P
| | Thoblock e ——— i_
O
_ AL
O
O ——-#_-—_




EMNGIO] Quz 2 Omiz Seart Vieme 0952 PO 08 e 1020

Quarsiion # % of 10 [ Diat Tmes 1000 T2 P 0 s FIJT ) Tand Marks

Identify the statement as True'or ‘False'.

Full block format of a letter uses both open and closed
punctuation.

True
€

" False

= #H
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A good company most often uses a paper which has at
least —— percent cotton content.
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ENG301:Quiz 2 Quiz Start Time: 12:56 PM, 08 June 2021

Question 2 10 of 10 { Stasrt tipe: 01:05:32 PA, 08 June 2021 ) Total Marka: 1

are public telecommunication companies that handle email
services to users for a fee.

Select the cormect option

Adresses

O

Directory systems

Gateways

Valued-added Networks
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pntion 8 1 of 10 ( Slast flowe 10008 16 PR 08 June 2001 )

Recall the knowledge of business messages and fill in t
blank using the most appropriate option:

A is a printed paper with the name and addre:
a person or an organization.

£hect the correct apiion

| |Eﬁerhead /__d

O

cover letter
O



aestion 2 T af 10 [ Stert Sime: 10/0% 12 P 00 June 2021 ) Tiatad kin

Punctuation is a time saver as no part is indente

in it.

| Opened
O .-_‘_-_-_-'

General

| Closed

‘Standard
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Yuestion £ 3 of 10 { Start time 10:10 37 B34 08 June 2021 ) Tt b

The enclosure notation in a business letter represents

that some information is excluded from the letter

that there is something else besides the letter included in
O | the envelope B ————

that the letter is not complete

that the letter needs further editing
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ENGI0T Quilzx 2 Chiilz Start Time: 10;15 i, 08 D!1

Question #2 of 10 (Start time: 10:20:15 PM, 08 dune 2021) ot Marks:
In business message composition, is the way you use

words to achieve a certain overall impression.,

Select the correet oplion

style
®) N

tone

rhyme

"'rhythm
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ENG301Quiz 2 Quiz Start Tir

Question # 9 of 10 ( St time: 10018:41 PM, 08 June 2021 )

Which of the following are examples of written
communication?

Select the correct option

Letters and voicemail

O

e
—_—

Reports and email
O ——————————————————————

Presentations and email

Circulars and voicemail




ation 2 4 of 10 | Siait tme 1012209 Pl 08 Juss 2071 ) T

Which of the following is not a feature of a well-organize
business letter?

{ the oortect opthin

Logical presentation
O

Stating purpose clearly
O

Including all necessary information
O

-Taking time to get to the point

O w
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Question & 3 of 10 | Start e 1052753 PM, 08 June 2021 )

| Mark the following as True or False.

Total Marks! 1

AMS is a simple style in which no salutation or complimentary
close is used.

Seiect the cormect oation

True

o) /_-—

False
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‘MA/na' is the way to represent:

Select the correet oplion

Postscript

O

Copy notation

O f

Complementary close

'Reference section
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Questlon 2 6 of 10 Start time: 10:25: 15 PM, 08 June 2027 | Total Morks: 1
A(n) is included to remind the reader to check for the

additional pages of information.

Select the correct option

attention line

O

enclosure

postscript

"'copy notation
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‘Question # 5 of 10 { Start tims: 09.09:33 PM, 08 June 2021 ) Total Markes:
Optional parts of a business letter are ——in
number.




BS Zoology 3rd Semester
+92 302 5830378 B

REPLY MARK AS READ
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Question 2 8 of 10 Start tme: 10:25: 16 BM, 88 Jumve 2027 ) Total Marks: 1

Checking the final copy to make sure that it is free from errors
5

Select the commect oplion

composing

O

| proof reading

editing

revising
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ENGI0T:Quiz 2 Chuikr Start Time: 10:18 PO, 08 June 2021

Questlon & 7 of 10 { Start thime: 10:25:49 PM, 08 June 2021 ) Total Marks: 1

Writing style can be improved through use of

Select the correct option

metaphors

O

simple words
C} F

jargon

slang
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‘Question# B of 10 ( Start tme: 091237 PM, 08 Juns 2021 ) Total Marks: 1
[FIII In the Tollowing blank with the appropriate
option:
The newest fax machines use digital transmission
and they can transmit a page in less than
—
1
@ V
4
o
|2
@)
3
0
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Questicn # 10 of 10 { Stan time: 051 &40 PM, D8 Juns 2021 ) Total Marks: 1
Modern letterheads usually occupy no more than
inches at the top of the page.

Select the correct aption

11/2

21/2
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Which of the following aims at gathering specific
information?

Select the correct option

Letter of information

@)

Letter of claim

Letter of inquiry
O M

Letter of request




¢ MalikKhala -

Nesterday:Ji0eEM

BC190408009: JAWERIA AQEEL _— s,

G301 :Quiz 2 ol 6t i 48 P, 08 g 3021

Quastion # 4 of 10 { Star time: 09:08:14 PM, 08 June 2021 ) Total Marks: 1
Body of a letter is indented in --—--- format of
business letters.

Select the correct option

full block

@)

semi block

O /

AMS

modified block
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Question# 3 of 10 { Start time: 0F-07:28 PM, 08 June 2021 ) Total Marks: 1
In punctuation, parts of heading, date,

inside address, salutation and complimentary close
are punctuated.
Select the correct option

open

@)

standard

all of the above

close
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tyles or layouts

There are different styles in faahuon and it 1
the following type of styles and formats:

k The Block-form / Modified — Block ®
2 Full-Block form @

! The Sems-Block form \'

4 AMS (Admimstratve Mar *

1, The Block form / Modi o
'ﬂnl’mmuumdin Ci Je adkdress, salutanon and paragmphs are blocked not indi
besn headng, date, comphmentury close and signature are typew
oy are placed so that they end near the right hand mangin. [y

p e while sngle ypace w wed within the pacagoph. In Pala
PrancTiation is Mg form isa ime saver as oo part is indented in i

Jpen punctuation should be usid i thus fodm, This foem saves tine more tha

mﬁm w be the most modern. All essental parts in this form are staned fir
fr

Semi-Block

&mhmﬂuudml’aﬁﬁm Heading, date, complimentary close and mgrature secty
the homeonml of the pige or are placed w0 that they end near the sight-hand mannn. Fist
patajiraph v IS five 10 soven spaces. Only dosed form of punctuation w used in th
letier style 19 altractive on the page.

4. AMS (Administrative Management Socicty)

It has been m wse amce 1950, AMS s 2 smple style. [t uses full-block form and open punc
sulutation ar complmenoy close s osed. Reader's name 15 used i the first and last sente
and woters sdme are fyped 1 capetal

© Copynght Virtwal Universaty of Pukistan

Puncruation Styles

1. Close Punctuatian
Parts of heachng, date, mside addeess, salutanon and complimentary close are puncrusted,

2 Standard Punctuation
Nao line of heading or inade address i punctiated. After salutation and complimcntary close
placad.

3 Open Punctuation
It requares no puncuation even after the salutiton and the complimenary close,

Block Modified Block Form (1) P
Heading or Lettar MIGBIK‘ZE
Head 2 ao.»é
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Question# 1 of 10 { Start time: 09:05:28 PM, 08 une 2021 ) Total Marks: 1

Keeping in mind the ‘punctuation styles’, fill in the
following blank:

In______ punctuation no line of heading or inside

Select the correct option

standard

open

all of the above

close
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Yesterday, 9:59 PM
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is written between the inside address and salutation
two spaces below and above respectively.

Salert fha oaTect optan

Attention line

Heading

P

Subject line

Date
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Qustion # 10 of 111§ Start w1808 31 R0 OB Jums 2021 | Tousl Marka |

The conclusion or ending paragraph of a document should
bring the communication to a polite and close.

Eaiert Tha corTect sptian

measurable

subtle

pr—

businesslike

-interrninable




nachine scans a printed page, converts it to a signal and transmits the signal over a
* to a receiving fax machine. Although faxes have been available for many years,
they were slow and expensive.

pe of ﬁmachine needs to be connected to a machine of the same type and the
took several minutes. Today's Hmachines do not require the same kind o
e receiving end and they can transmit a page in less than | minute, The newest
digital transmission, which makes it possible to use a computer program as a
be new faxes are also much faster.

© Copyright Virtual University of Pakistan 72

rcords messages on a computer disk for later retrieval by the receiver. When an
is not answered, the system responds by telling the caller how 1o leave a message or
someone else. The receiver of the call can then either listen to the machine upon
he office or access the message via telephone. This process eliminates the problem
ig. which can be so frustrating.

Useful because:

replaces short memos and phone calls that need no response.

is most effective for short, unambiguous messages.

solves time-zone difficulties.

reduces a substantial amount of interoffice paperwork.

is a powerful tool when you need to communicate your emotion or tone.
1s especially useful for goodwill and other positive messages.

iunication Technologies

lows several people to use software at the same time to create documents, keep
Fets, route messages and manage deadlines. Groupware enables a supervisor 1o
How via individual computers instead of physically moving from place to place or
h-face meetings.

Labase

k — Read Only Memory (CD-ROM) has been available for several years and is
re popular. It is powerful ol for putting masses of information in a form that is
L. Some kinds of information typically found on CD-ROMs are encyclopedias,
elephone directories and articles and abstracts on various subjects. A CD-ROM can
in 100,000 pages of text. It will continue 1o grow.

cing




Yesterday, 9:13 PM

Special Group Zoology 3 (9 messages): Nasir...
BS Zoology 1st Smester VU (269 messages): +...
Only Quiz Solve (821 messages): +92 318 781...
BS zoology 2nd semester (83 messages)... + 2

ic dBan s ppropraic leve of formaliy,

scand a panted page, cotvens it 1o simal gy’
pving fax machine. Although faxes have been o 74 /229 ~ ::
and expensive. "o

Thie pidest type of fax machine had o be connected 1o 2 machine of the same type, and the |

ook several mimines. Today's fax machines do not require the same kind of machine at the recciv
and they can transmt 2 page in ISEINEE | menute. The newest fax machines use digial trans
which makes it possible w0 use a computer progeeam as a recaver. Thise new faxes are also much

The wsldiest type af Fax pachinie had w0 be comnected oo nichine of the samne type, and the trns
tiobk several mitwies. Toxday's fax machine do aot require the same kind of maching at the reoav
aned they can transmin 2 page in less than 1 minute. The newest Fax machines use digital toanu
which makes it possible 10 use a computer program as a receiver. These new faxes are also much |

© Copyrght Viemaal Univeraey of Pakisian
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Voice Mail

Vasce muil reconds messages on o computer dick for laver renevad by the recerver. When an meon
i oot answenad, the system responds by telling the ealler hine o letve s mesage or how t
somenive chie, The recaver of the call can then enber Bisten 1o the machine upon retumiing 1o th
o access the message via welephone. This process dimninates the problem of tephone tag, whick

o frustrating,

Vaoice mail is useful because: \
*  lrreplaces shor memaos and phone ealls that need no response
* i is most effective for shor, anambiguous messages \
® It sulves ime-anne difficulties
* I reduces 3 substantal amount of inemoffice papersork,
®  lesu powerful ool when you need (0 comminicate your emotion o o
. L

I ix expecially yseful for goodwill and other positive messages

Other Communication Technologies %Q)

Groupware

Grroupware allows several poople iy use software at the same te documents, Keep |
projects, moute messages, and manage desdlines, Groupware SIPCTVISOE 10 MAIRL WU
via mdmadual eomputers mstead of physcally o lce o place or havang lhee

mectings.
Fad ™ " Tal ¥ Y PR T——" . C .,
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Yesterday, 9:10 PM

Section
section may inchade information shout the message componser, the typist, an
s data. Only initals are ued. They are typed two spaces below the name and

AS [ mb

1t mcans Abmed Shibly compesed the message and Mahmood Bilal typed the letrer

© Copynght Vierwal Universty of Paldstan

vislt our website to get more PDF hitps

yu

of the Letter
When appropnate, any of these optional parts can be inchaded:

1. Attention hne

2. Subyect Line

3. Enclosure(s)

4. Copy Notation

5. File or Account number and maling notation
6. Postsenpt

L Attention line
To send a lener disect 10 a pesion or depanment, attention lme is uwied especially when
particulsr pesson or know only the person’s surmame. Attention line s watten between the i
and salutation two spaces below and above respectivedy.

&

2 Subject Line

It helps the seader 1o koow at # glance what the letter s about. The v mchade
word subjeer. It s placed below the salutunons. It may be staered from in or i
typing may be capitals of lowercase and undedined or all capirals. For

Subwect: Monthly Repon

3. Enclosure(s)

An enclosyre or attachment notation s included o regm 10 cheek Tor additmy
mformantion, The enclosure is typed single or double the refirence winals.

4. Copy Notation

When persons ather than the addressee w of the message, it s poted by wriv
Copy' or 'CC followed by the names s st bedow the reference imitals or 1l
DO

5. File or Account number and n notation

File or accounmt number and Mail
above the body of the letter.

\ al the card today!
memwam-wa«mmmm
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The complimentary close is placed below the last
line of a letter's body.

kg T Wh ST BQTaE

four spaces
O

one space
(@)

two spaces
| @

three spaces
o

i e Axawer L by ' R Caetes
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Yesterday, 10:04 PM

The Block-foem / Modified - Block
Full Block

The Semu-Block \
AMS (Admunistrative Management Socicty )

©  Puncrusnon Styles

*  Close Punctuation @‘
® Searwband Punctuation @

o Fonmat of Inter office Memaoeandum K

The layout of a Business Letter K

Written messages o persons outside the omgamzanon are
conveys pon-verbal impression that al'linmnmtlu‘t
different styles or Tayouts. The style or formar i COTIVETENG

There are dhiferent stles in fashion and it s &
the Fallowng type of styles and formats ( J

] The Block-form / Mudified - M fb
i Full-Block form

i The Serm-Block foem
4 AMS (Admnesteative

oor s the best, Nowadays finms use

I The Block form /
Thas foem bs namod so _

address, salutaton and paragraphs ane blocked nit smdentad in thes
form. If plain paper
hunzontal centre

beading, date, complimentary dose and signature are typewitien at the
hey are placed so that they end near the nght hand manun. Double spaces
mm% whie wngle wpace » wead within the pampgraph In Makstan, closed
puncTLALOn 18 fioem 15 3 tme saver as no pan w idented n i

10 be the most medern. All cscntial pars i thes form are staned from the left-
Ipen puncrzabon shoeld be used i thes form. Thes form saves time more than any other

foem s much vsed n Pakistan, Fleading, date, complimentany deose and ssmature sections begin at
the homsonital of the page or arc placed so that they end nesr the mght-hand manpn. Fest line of cich
paragraph s identad five 0 seven spaces. Only dosed form of punciuation 18 osed in thes form. This
leer viyle is miemactive on the page.

4 AMS (Administrative Management Society)
It has been in use since 1950, AMS is o simple side. Iruses full-Block form and open punciuation. No
salutation or complimentary chise is used. Reader's mame s used 10t fiest and bist senence. Salyect
anc] wniter's name are typed in capitals.

© Copyrghe Virual Universry of Pakistan 63
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Punciuation Styles
L Close Punciuation
Parts of headeng, date, inssde sdkdess, salatation and comphmentary close are penctuated.

2 Siandard Puncruation

N line of beadengg o e sddies o punctusted. After salunson and complmentary chme 5 conma
placed

1 Open Puncruation

Tt recquaines. nes prancrustion even afier the salitation amd the complimentary chowe. \

Block Modified Block Form (1)
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<  complime 20f20 £ )

L I - i 1 |
W rnm o, rm. Madam,
*. My dear Mr. Khan, My idear Mirs. Khan,
My dear Haleem, My dear Mah Noor,
- doir Nacem, Illnr Sara,

A comea or oobon should be used sfier the salutanon. Gentlemen shoibd be used 1n woting w a
compuany, omganizton or any group of men snd women. “Mesdumes” ‘o Ladies” should be wsod when

wnting b sn orgamzabon made up entirely of women

€ Copraght Virmal Universry of Palestan 60
ebsite lo get more PDF hitps Awww. toachmefn
1 i Y i "
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5. Body

Mot letters are typed single-spaond, with two spaces botwoen paragraphs, before and aficr the salutabon
ani] before the SRRy close A shon letter oould be diuble-spaced wath additwsnal blank line
spaces bofore and aficr the date and wathin the sgrnatune sre. When socomnd page 18 used, sddnessce’s
name, page oember and date are waticn i the 1op

6. Complimentary Cluse Body
16 the Tetier bogoms with a foomal selutanon (e, Dear Sin) o0 will dose wath *Youn fathiolly™

If it bigans wath a persinal nume Dear Me. Khan, it wall chose with “Youns sincercly™,”
“eoedually” \

Informal closes as Warm rogends, Hest rogaands/wishes are abo wsad A @ ‘mn.l afler
complimentary clise.

IInn-lunllulh:-ﬂuun:nm&tmdcpudﬁmmhnahnﬂ!rumln@

sicle of the page.

I'}t_
ity
s watten two spaces below 1he last llrﬁ\‘ v, In full block foemat, it m watien on the left hand

7. Signature
Always type your name after the,
courteous tithe (M, Maas, erc)

Very truly yours,
Ahwedd | Liassan :\\

ntten sgnature and the posimon i the fom. 1t s bener 1o gve
confusson. A letier should by be ugned 10 INK

{(Mr) Ahmed Ha
Cieneral Ma

Fowar hrmum betwoen the complimentarny close and name
[ Section

wessing data. Only intiale are used. They are typedd two spaces below the mame and positions of

\@“ section may include information sbout the message composer, the typeee, and somenmes
pers

W sagmang the letter

AS / mhb



Question # 1 of 10 ( Staet e 010621 PM, 07 Jures 2021 ) .
Whie weltng 2 business lefer n —— Sormat. subect and witer's name a6 typed n capials

Setoct S correct opton
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Sedoct the correct option

r e

O

AT

TAL B

& b
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Optional Parts of the Letter
When appropnate, any of these optional parts can be included:

L Attention hne

2.

3. Enclosure(s)

4. Copy Notation

5. File or Account number and mailing notation
6. Postsenpt

L Attention line

To send a letter direct 1o a person or department, attention hir
particular person or know only the person’s sumame. Attentio
and salutabon two spaces below and above respectively.

2. Subject Line
It helps the reader to know at a glance what the letter i abou

word subject. It s placed below the salutatons. It may be start
typing may be capatals or lowercase and underlined or all capats

3. Enclosure(s)
An enclosure or attachment notation is included o
mnformanon. The enclosure s typed single or double (

4. Copy Notation
When persons other than the addressee will reges of 1
‘Copy’ or "CC followed by the names o just b
nOmLen, — .

— B 1

—
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- Seloct the corvect option
2
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tion # 5 of 10 ( Stawt time: 01:11:07 PM, 07 June 2021 )

Which of the following situations is best suiled for an oral medium of communication?

the correct option

When your message needs immediale leedback

T. Ll ""i'.-:{llt*r-'l'rj i5 |.;'||'li-+_"' ‘1'1|‘I l‘l’“]*"tl‘il ‘I}Flr‘t_i:

TL"--” Messae IS UNeTm« Ih._!f.d!

I'-'ﬂ"u_ai"l YO ”4_“_—"-_: a ;-“-‘”ll--.'ih'-.'-"-T ri5{:1_1{|:




ENG301:Quiz 2

westion ¥ S ol H}[Hl;ut e’ D1:11:07 PV 07 June 2021 )

VWhich of the t::-.ncr.i.wr‘ng situabons 1s bas! sutad lor an oral medium of communcabon?

Salect the commect option

When your message needs immediale feedback

O

Your audience IS large and widely spread

Your message 15 unemohonal

When you need a permanen! record




ENG301:Quiz 2

Auestion # 6 of 10 ( St time: 01:12:06 PM, 07 June 2021)
Most paragraphs consist of 3 topic sentence related sentences, and transitional elements.

Seloct the correct option
False
O
True
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westaon B F ol lﬂ[fﬂ.n!hlrm D1:12:53 PM, 07 June 2021 )

The “you™ aftitude s best implemenied by EXpressing one s massage mn lerms of the sudence s interests and needs

the comect option

T e

Falsa



1:0uir 2 Chud

B 8ol 10 ( Start time: 01.13:47 PM, 07 June 2021 )

5 the best for miomational meetings ineffactive lor negolation and afhoent allermative 10 a face-10-1ace mesting

ha cormodct optaon

LOrmipaiess Comiey BNCINY)

Lol Crliwae &

| ol s seEnicang




Abdulhadi
é Yesterday, 9:32 AM ﬁ 2

P T L L | ————————

Dear Sara’ cormes under the category of —— stvle of salutabon
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RO subscril

VU leve

subsc
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semsticon B 9 of 10 St tee. 011410 P8, 07 haro 20571 )
——— onatios 3 SUPION 10 MANIGE work flow WA Ndhaoul computers mulaad of phvscally monng fiom place 10 place o having taoo-to face meelings
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