COMMUNICATING FOR RESULTS: A Canadian Student's Guide, Second Edition


Chapter 2: Getting Started: 
Planning and Writing Business Messages


Multiple Choice Questions


1. Good writers ________.
a. get everything right the first time
b. don't need to prepare
c. revise and edit all their work before sending it out 
d. never need help

2. Which of the following lists best describes the writing process?
a. Drafting, editing, outlining, and sending the message
b. Prewriting, organizing, drafting, and revising the message 
c. Writing, editing, and sending the message
d. All of the above.

3. Planning a document before writing it is ________.
a. unnecessary
b. a form of risk prevention 
c. the mark of an inexperienced writer
d. something that becomes unnecessary with practice

4. All business communications should be ________.
a. lengthy and formal
b. full of "sweet nothings" like "thanking you in advance"
c. persuasive
d. based on the writer's purpose and the audience 

5. ________ show what the receiver stands to gain.
a. secondary audiences
b. audience analyses
c. brainstorming
d. reader benefits 

6. Audience profiling ________.
a. is prejudicial
b. helps the writer determine the best message 
c. is unnecessary
d. is simply guess work and should be avoided

7. Prewriting helps the sender ________.
a. create a purposeful and results-oriented message 
b. be creative
c. draw pretty pictures
d. make good use of colour

8. The channel ________.
a. is the physical means by which the message is transmitted 
b. is determined solely by cost
c. the term for the interaction between speakers
d. is chosen by the receiver

9.  When brainstorming or mapping, the writer should ________.
a. use free-association 
b. pay close attention to grammar
c. ignore any bad ideas and write down only the good ones
d. use different coloured inks to clarify your ideas

10. Outlining is ________.
a. the same as mapping
b. required for long and complex documents 
c. a waste of time
d. unnecessary for good writers

11. The ________ method of development describes the arrangement of steps in a process.
a. chronological
b. cause and effect
c. sequential 
d. general to specific


12. Writing collaboratively does not require ________.
a. active listening
b. harmonizing writing styles
c. giving everyone an equal workload
d. constant face-to-face meetings  

13. All communications, whether for business or other contexts, must be formulated based on the ________. 
a. purpose and audience 
b. results and audience
c. purpose and courtesy
d. planning and editing

14. ________ allows the writer to analyze the writing task and its context.
a. Mapping
b. Brainstorming
c. Planning
d. Prewriting
  
15. All business writing has one of two purposes: ________.
a. reader benefits or resale
b. to inform or persuade 
c. to create a record or provide scope
d. to promote goodwill or cut ties with an annoying client

16. Effective business documents should be ________.  
a. writer-driven
b. supervisor-driven
c. time-driven
d. purpose-driven

17. Skilled communicators shape their messages according to the needs, knowledge, and ______ of their audiences.    
a. budgets
b. managers
c. interests
d. All of the above.

18. What is the definition of “word economy”?  
a. A document should only be as long as the number of words needed to present ideas clearly.
b. The media are becoming increasingly important in the global economy.
c. Many workers, like journalists, are paid by the word.
d. None of the above.

19. The process of analyzing a writing task at the beginning is called ________.   
a. brainstorming	
b. prewriting
c. task development
d. Both a and c.

20. Most business communication has only one of two purposes: ________.  	
a. buying or selling	
b. writing or reading
c. informing or persuading
d. None of the above.

21. The level of detail of a project is called its ________.  
a. scope
b. technical veracity
c. breadth
d. Both b and c.
22. ________ helps determine the tone of a business document.  
a. The reader’s tone of voice
b. The reader’s marital status
c. The reader’s level on the organization chart
d. All of the above.

23. ________ carries the risk of annoying the technically savvy readers.  
a. Giving them too much detail
b. Giving them the benefit of the doubt
c. Giving them too much to read
d. All of the above.

24. The channel of the message should be ________.  
a. determined after considering technical breakdowns
b. a personal decision
c. open at all times
d. None of the above.

25. The most confidential channel would be ________.  	
a. marked “Top Secret”
b. a personal e-mail
c. a sealed envelope
d. None of the above.

26. The best way to communicate a brief, uncomplicated question would be via ________.
a. e-mail
b. voice mail
c. handwritten note
d. Both a and b.

27. The best way to communicate bad news would be ________.  
a. face-to-face
b. by a professionally formatted business letter
c. by aandwritten note
d. None of the above.

28. A good length of time to set aside for brainstorming a document would be ________.  
a. ten days
b. ten minutes
c. ten hours
d. ten weeks

29. 
Writing a status report about an important new project should use the ________ method of development.  
a. general
b. chronological
c. specific
d. None of the above.

30. Long, important, or complex documents benefit from ________.   
a. chronological forethought
b. deliberate outlining
c. specific afterthought
d. Both a and b.

31. Which of the following is a strategy to deal with writer’s block?   
a. Skipping around the document
b. Taking a break
c. Talking about it
d. All of the above.

32. When you print and read your draft document aloud, you are ________.  
a. revising
b. debriefing
c. brainstorming
d. None of the above.

33. The following is not part of team writing: ________.  
a. agreeing on a timetable for development and delivery
b. planning the project up-front
c. choosing a team coordinator who will have total authority
d. All of the above.

34. Grammar checkers in word processing programs ________.  
a. should be turned off
b. require the user’s judgement
c. require updated software
d. All of the above.

35. Discussing visual layout in a team meeting ________.  
a. is an important part of the process
b. is a misuse of company time
c. is a sign that the team needs to focus on content
d. None of the above.





Answers


Multiple Choice

1. c
2. b
3. b
4. d
5. b
6. d
7. a
8. a
9. a
10. b
11. c
12. d
13. a
14. d
15. b
16. d
17. c
18. a
19. b
20. c 
21. a
22. c
23. a
24. a
25. c
26. b
27. a
28. b
29. b
30. b
31. d
32. a
33. c
34. b
35. a
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