Chapter 5: Memorandums, E-mail, and Routine Messages

Multiple Choice Questions

1. A good memo should be set up ________. 

a. with only a single topic

b. with the topics you need to discuss with the individual

c. with mainly a single topic, but with additional off-topic items if necessary

d. None of the above.
2. The best way of expressing a date in a memo is ________. 

a. January 2, 2008

b. 8 January 2008

c. in your company’s style

d. None of the above.
3. When deciding who should receive a copy of a memo ________. 

a. include as many people as possible so no one feels excluded

b. learn who wants to receive copies of memos on certain topics

c. it is polite to ask the receive who they want to share the information with

d. All of the above.
4. The best way to open a routine memo or e-mail would be: ________.  

a. “My name is Maria Jiminez, and I am the travel advisor for Microsoft.”

b. “Microsoft is interested in learning more about your resort.”

c. “Please forward details about vacancies at your resort for the week of February 8.”

d. Any of the above.
5. The main idea of a memo should be summarized in ________.  

a. one to three sentences

b. one to three paragraphs

c. one short paragraph

d. a summary paragraph

6. The details of a memo should be organized from least to most important: ________.  

a. as a general rule

b. never.  Most to least important is more effective

c. if that is your preference

d. as your company style dictates

7. A good way to clarify information in a memo or e-mail is to use ________.  

a. lists and bullets 

b. bold subheadings 

c. both of the above

d. None of the above.
8. The principles of chunking state that ________.  

a. paragraphs should be short and focused

b. lists should contain five to nine elements

c. paragraphs should contain five to nine sentences

d. None of the above.
9. You should send a hard-copy memo instead of an e-mail ________.   
a. to give the message more importance
b. to make the message more permanent

c. to make the message more confidential

d. All of the above.
10. The length of e-mail messages is determined by ________.  

a. the rule to keep it as brief as possible

b. the rule to explain your topic as completely as possible

c. the rule to use e-mail as much as possible

d. None of the above.


11. The best example of a subject line for an e-mail or memo is ________.  

a. “New Chairs for Conference Room N225C”

b. “New Billing Period”

c. “Receipts Required for Expense Claims”

d. None of the above.


12. A good greeting or salutation for an e-mail might include ________.  

a. “Hey Bill”
b. “Dear Dr. Khalim”
c. “Greetings all”
d. All of the above.
13. Examples of documents that can be replaced by e-mails include ________.  

a. phone calls and teleconferences

b. conversations and meetings

c. contracts and proposals

d. All of the above.
14. ________ is hard to control in e-mail because of the quick way most e-mails are composed and sent.  

a. Spelling 

b. The subject matter

c. Tone

d. None of the above.
15. The best way to avoid misunderstandings in e-mails is ________.  

a. to think about the readers and their needs

b. to use emoticons

c. to use plain language

d. None of the above.
16. The best way to begin a direct request e-mail or memo is to use ________.  

a. a polite command (“Please provide . . . ”)

b. a question (“Could you let me know . . . ?”)

c. an introduction (“We ordered new printers . . . ”)

d. Both a and b.
17. A follow-up e-mail or memo ________.  

a. shows you are being friendly

b. shows you think the person has a faulty memory

c. ensures that everyone has the same version of what took place

d. None of the above.
Answers

Multiple Choice

1. a

2. c

3. b

4. c

5. a

6. c

7. c

8. b

9. c

10. a

11. c

12. d

13. c
14. c

15. a
16. d
17. c

