enables g supervisor 1o manogs work fow vid individual carmputers instead of physically moving from place to
to-face meatings

Select the correct option
Videotope

Teleconferancing

| oupware

| Computer conferancing




Mork the following oo Truo or Folse
Mention 'number of persons’ while requesting for a hotel reservation

Select the correct option

|
Folae

| True




Which of these is most likely to be included in the Appendix of a report?

Select the correct option

Graphs V

Names

Terms

Findings




Select the correct option

o
e
o
~




Choose the correct option:
A statement thatis meant to bring the reader to a positive frame of mind is called

Select the correct option

attention getter

O

buffer

appraisal

compliment

O,
O
O




When a writer is psychologically unable to begin composing, he or she has

Select the correct option

O

writer's wedge

writer's jam

writer's hindrance

O
O
®

writer's block
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Mark the following as True or False.

A Buffer'is a statement that is meant to bring the reader to a troubled frame of mind.

Select the correctoption

True

O

False




68 < S the writer seeks information without having an intention to buy or sell.

Select the correct option

Inquiry letter

O

Adjustment letter

Complaint letter

General request letter

O
O
®
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Appreciation is a type of

Select the correct option

persuasive plan

&

buffer

letter

indirect approach

®
O
O




End positively and friendly, stating clearly the desired action and offering any further help is

Select the correct option

Inductive Approach

O

Basic Organizational Plan

Agreement

Deductive Approach

®
O
O




Which of the following oppeals are used to get the attention of the reader?

Select the correct option

Altruistic Appeol

All of the above -

individual responsibiiity appeal

Reader-benefit appedl




Question & 2 of 10 { Stort tin e 07 32 08 #8, 30 December 7032 ) Totol Marks |
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i

Belect the conect option




The ciosing porograph of a letter refusing o request shouild

lﬂmnmw

S - -

nclude an apology

none of the above

close pleasontly with o look towards the future

re-emphotize the negative for clecrs un:l-nf:'lﬂnmnv




Question # 6 of 10 ( Start time: 03:41:34 PM, 30 December 2022 )

When a document goes from one person to another several times, this is called

Select the correct option

bypassing

| fransferring

shifting

olo]®| O

cycling
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in on effective refusal, you ask your reader to accept your declslionostheonhy ____ _onswer under the circumstances.

Select the correct option

falr

O

pleasant

biosed

positive

O
O
O




A persunane plan i similar to

select the correct option
goad-naws plan

collaborotive plon

direct-faqusat plan

bod-news plan

O
O
&




Yo WIS LI R A SR WP SRR RN PR R R T Ty R RTINS S B LR PTLER e |

In e-rmailing systam contains names, addresses, and somatimas other inforrmmotion obout eoch user to find the ernall oddrass

you need to send o message.

select the correct option

O

Cotalogus

Thesdurus

Dirackory

ctionary

O
O
QO




A ind of = oCccurs when sirongers meel eoch other. seexing fo defierming which topics are occeploble ond uncontroversd

i
:
3
H

|

Hone of above

o o o o




Question # 10of 10 ( Start time: 03:19:50 PM, 30 December 2022 )

The section may include information about the message composer, the typist, and sometimes word processing data.

i sl e~ i N e i il

Select the correct option

reference

O

opening

none of above

closing

O
O
O




Question # 7 of 10 ( Start time: 08:58:37 PM, 30 December 2022 )

is an aptional part of the letter wriling.

Select the correct option

Complimentary close

O

Heading

Attention line

Relerence Section

O
@
a






#7010 ( Stort time: 10:39:12 PM, 30 December 2022)

_ the writer seeks information withoul Intention to bu

Select the correct option

O

Reqguest Lattar

General Requasy

i .
| Positive Request

| Persuasive Reguest




B ! [ gL = gl - E, o = - e e iy ¥ i oty -
i i o N [ ik 5 ¥ T 5 B & [ |
- [} - g e | frontld | 7 B T e =1 A S - —— B e




Wl s R N, oA BSECR TR T L Y

iInformation about a product or services?




Fill in the following blank with the oppropriate optlon
The newest fox rmochines use cgital transmiesion ond they con transmit o pogeas in less thon

select the correct option

O

2

e
@
L




APDA atonds for

Iﬂmmu:-nﬂ'nﬂnplinn

Attention, iIntarest, Demaond, Attsmipt

Accuracy, Interest, Dasire, Action

Attroction intasrest, Dasire, Acton

Attention, infemest, Dedire, Action

O
®
O




Whech of the following is NOT the atratagy for a good online writing style?

Select @umﬂmnpdnn

| Use thHe-active voica,

Lise amotional response.

Avoid slang

remove amblguous and unnecessor

®
®
®




Iclerritity the statement os “True” or False’.

An inguiry letter osks for nformotion about products or seracas tha witer is intarested in purchosing.

select the correct option

Falsa

True




We use Inductive approoch when the redguest requres no specicl tock or pedsuasion.

select the correct option

Falsa










End positively and friendly, stating clearly the desired action and offering any further helpis ___ _

Select the correct option

Agreement

Inductive Approach

Basic Organizational Plan

O
O Deductive Approach v
®




Keaping In mind the basic components of an email system, fill in the following blank with the correct option

tach emall systemusesa __ _____ _ thot describes the structure of the message.

Select the correct option

all of the above
®

Doarg

protocol

page

O
O
O







Select the correct option

- | Indlirect
)|

! ST
| all of the above

direct

e | TR




A negative answer to a request should begin with _

e

Select the correct option

the facts you need to present

O

a regretful ‘no” by using the direct approach

a neutral opening

an explanation

O
O
QO




Buffer can be of ————— types.

Select the correct option

O 8

O
O
O




is an expression of courtesy to put your reader in a friendly frame of mind.

e - - - s -

Select the correct option

None of above

O

Complimentary close

Copy Notation

Salutation

O
O
O




A request for cooperation, gifts or favors, without any Intention to buy or sell Is a

Select the correct option

Direct request

Farsuasive request

Indirect request

Personal request

O
O
U




Which of the following aims at gathering specific information?

Select the correct option

Letter of information

O

Letter of claim

Letter of request

O
O
O

Letter of inguiry '




You write afan = letter when someone in your own organirotion makes a suggestion that proves worthwhile

Select the correct option

appleciation

recommeanaation

condolence

ordar




ina the writer seeks information without intention to buy or sell.

Select the carrect option
Persuasive Request

Request Letter

O

General Request
O ¢
O

Positive Request




Which of the following letters can be called 'morale bullders'?

Select the correct option
sympathy letters
()
Welcome letters
@
Collection letters

Sales letters




What type of letter will you write to ask questions about a new pockoge advertised by the saoftware manulacturer that you
cannot check locally?

Select the correct option

O Solicited Inguiry letter

Unsolicited inguiry letter

General request stter

Ad|ustment letter

O
O
O




A letter of —————- - gays ‘thank yvou” and implies “well done™

5elect the correct option

irvitcrtson

confirmation

appomtrment

OpEpreciation




Proviclireg practical information is on ottribute of effective business communication.

5elect the correct option

Trus

O

Falsa




Inductive approoch consists of

Select the correct option
2

9




Which of the following approcch is used o write o letter of thanks to o customer for plocing a large ordar?

select the correct option

Indirect

Parsudsive

All of the obove

Diract




Subscnbers o electmnic moil services are caltad

select the correct option

Messengeie

Agenis
Lisars
CUStomars




in the message beglins with on attention-getting statement

Select the correct option

good will request

O

all of above

U

direct regueat

@

-| persuasive request




Emall etiquette requires that

;elect the correct option

@

one should send the message anonymously

one should keep the message short

one should write the message in all capitals

one should leave the subject line blank




uestion # 3 of 10 ( Start time: 08:31:47 PM, 30 December 2022 )

We need 1o understand the rules, or the "culture,” of the environment in order to communicote,

elect the correct option

True

@

Faolse




Juestion # 4 of 10 { Start tima: 08:32:53 PM, 30 Docoember 2022 )

Gat-well wishes dnd Sympaothy lotters ore written when a personal friend or a business ocguointanoe is

select the correct option

lecaving

purchasing

O | O| O

@,

v




When datermining the scope of o message, 0 writer should considear

Select the correct option

haw technloal the docurnent should be

®

the level of detail the oudience noeds

W

All of the chova

whal formal the-gudience expeacls

O | O
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We need to understand the rules, or the "culture,” 'of the environment in order to communicate.

Select the correct option

True

@,

False
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Which aof the f-:ﬂlnwing Epprl:-ul::h s used to write a ietter for rnl:l.'nng o rasarvation in o hobat?

Select the correct option

Persicsve

()

indirect

O

D Direct

All o1 the cbowe




When writing a buffer, you need to avoid

Select the correct option

O

Irrelevant sentences

Apologizing

Saying no

O
O
O

Above all ’



Which of the following Is/are type/s of bulfer?

Select the correct option

All of the obove
O

Agreement

Appreciation

Assurance

O
O
O




irk the following as True or Folse.

acsimile machine scans o printed poge, converts it to o signal, ond transmits the signol over o teiephone |i

tthe correct option
False

True




Whan writing a bulfer, you need to avoid

Select the correct option

Above all
O

Irrelevant sentences

saying no

Apologizing

O
@
O




Whnich of the sllewing action Imples the indirect approoch for writing o businass messoge?

Select the correct option

Ta refuse a request for credit

O

To cantinm a reservation

Ta thank o customer for placing o laorge order

Ta I:ﬂl'l-gl'tltul-ﬂtlf_' a farmer clagssmatle on a Fll-rﬂﬂ'iﬂ-‘l.bl‘l

O
O
O




Fill in the following blank with the correct option.
A bufferisa that is meant to bring the reader to a positive frame of mind.

Select the correct option

statement

O

sentence

pmmis&

pact

L
O
O




Buffer Is o staterment that is meant to bring the reader to a positive frome of mind. it can be

Select the correct option

Motivation
O

Surprise

Haoppiness

Understanding

O
O
O
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Letters of oppreciotion are oiten sent to.

Solect the correct option

A new customear for a first order.

The poyment of an overdus hill

An eslablished custormer lor a particularly large order,

OO | O| O|

All of the above,




YVioece mall ks uselul becouse

Select the correct option

it I= most affective for short messages

All of tha abova

"

Itz especially usetul for good will and other posilive mMessogoes

it solves ime—-zone difficulties

O
@
O




Mark the [ollowing as True or False
Individual respongibility oppeal is part of persuosive reguéasls.

Select the correct option

False

@

True

@




Question # 10 of 10 ( Start time: 03:32:32 PM, 30 December 2022)

If you feel your correspondent’'s comments are unfair, courtesy demands you to answer

Select the correct option

tactfully

@

abruptly

shortly

simply

O
O
O




Question # 9 of 10 ( Start time: 03:31:18 PM, 30 December 2022 )

One of '‘Direct-Reqguest Plan’ is to give necessary desirable details for easy reading.

Select the correct option

cons

O

fault

disadvantage

trait

O
O
O

\”~



Which of the following business letters use/s ‘Direct Approach'?

Select the correct option

Appreciation letter

®

All of the above

\V

Goodwill letter

Order letter

®
L
O



When writing a buffer, you need to avoid

Select the correct option

Irrelevant sentences

O

Apologizing

saying no

Above all

O
O
O




Mark the following as True or False.

A facsimile machine scans a printed poge, converts it to a signal, ond transmits the signal over a telephone line to a receiving fox machine.

elect the correct option

False

O

> v




Question # 8 of 10 ( Start time: 03:30:05 PM, 30 December 2022)

Mark the following as True or False.

A 'Buffer is a statement that is meant to bring the reader to a troubled frame of mind.

Select the correct option

True

O

False




Question # 7 of 10 ( Start time: 03:28:49 PM, 30 December 2022 )

Choose the correct option.
A private network, set up within an organization that operates over the internet and may be used to link geographically remote sites is called Usenet.

Select the correct option

True

O

False




Question # 6 of 10 ( Start time: 03:27:07 PM, 30 December 2022 )

Which form of communication would be best if you were to discuss a new marketing campaign with fellow directors based in Edinburg, Cardiff and Paris?

Select the correct option

Video-conferencing

O

Email

Report

Presentation

O
O
O




Question # 5 of 10 ( Start time: 03:26:05 PM, 30 December 2022)

Which of these is a record of a meeting?

Select the correct option

Plans

O

Presentations

Agenda

Minutes

O
O
O




Question # 4 of 10 ( Start time: 03:24:54 PM, 30 December 2022 )

what type of letter will you write to ask questions about a new package advertised by the software manufacturer that you cannot check locally?

Select the correct option

Unsolicited inquiry letter

O

Adjustment |etter

Solicited inquiry letter

O
O
O

General request letter V



Mark the following as True or False.
The oldest type of fax machine had to be connected to a machine of the same type, and the transmission took several minutes.

Select the correct option

True

O

False




———— — —— —

Select the correct option

rejecting messages based on personal value systems

osking questions

paraphrasing the spaakers main points

paying attention to non-verbal clues







‘write at tha end of the email?







Question # 7 of 10 | start time: 10203317 FM, 30 December 2024 )

Which of the following is not a quality of good business and administrative writing?

Select the correct option

Cormrect

Complimentary

Concise

Clear

&
O
O
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Establishing the purpose of a message before beginning to write allows the writerto _____.

select the correct option
reduce the chance that the message will succeed

organize the message effectively

include only one purpose in the message

overiook key components of the message

O
O
o




uestion # 5 of 10 ( Start time: 10:00:02 PM, 30 December 2022)

By using butfers, the effort to soften the blow of the negative response often builds a feeling of
****** that goes beyond the momentary disappointment.

ielect the correct option

grudge

good news

resentment

O O | O




Which of these business details would not normally feature as part of a ietter head?

Select the correct option

Date the business was established

Emall Address

Company registration number

Website address

@
O
®
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Which of the following aspect denotes the necessary research and organizing ideas?

Select the correct option

Manuscript

O

Report production

None of them

Informal letter

O
O
O




Question # 3 of 10 [ Start time: 09:11:33 PM, 30 December 2022 ) Total Marks: |

Superiors chonpaling information to subordinates is an example of

select the correct option

O

horizontal communication

upword communicotion

dowrnword communicotion

vertiool communicobion

O
O
O

Chick to Sowve Anewer & Move o Mext Queston




ENG301 - Business communication (Quiz Ne.3) Quiz Start Time: 09:08 PM, 30 December 2022

Question #10f 10 ( start time: 09:08:42 PM, 30 December 2022 ) Total Marks: |

Thay agreed thaot the systam wasn't working well and there wos o need to —-—---— o more radical approach.

select the correct option

prefer

designote

choose

ociopt

Click to Sowve Angwsar & Move to Mext Question
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Intfarmal communication s Not as iImportant inan organization as formal written documents.

Select the correct option

e

| True

| Folise




Guestion # 90110 ( Start ime: 08:42:00 PM, 30 December 2022 )

There are different technigues used in

like rrapping, brainstorming, and asking questions.

Salect the correct option

@,

prawriting

outlineng

editing

@
®
L

drafting




