Communicating for Results
Chapter 1
Question 1:
Flatter organizations are ones that ________.
  a) have fewer middle managers
  b) have shorter communications chains
  c) require all individuals to be skilled communicators
  d) All of the above.

Question 2:
The study of how meaning is assigned and understood is ________.
  a) rhetorics
  b) semantics
  c) semiotics
  d) cybernetics

Question 3:
The communication process does not require ________.
  a) encoding
  b) recruiting
  c) a channel
  d) decoding

Question 4:
Appearance, facial expression, and voice inflection are part of ________.
  a) verbal communication
  b) written communication
  c) non-verbal communication
  d) telephone communication

Question 5:
Superiors channeling information to subordiantes is an example of ________.
  a) upward communication
  b) downward communication
  c) vertical communication
  d) horizantal communication

Question 6:
Which of the following is not a barrier to effective communication?
  a) Mechanical interference
  b) Channel overload
  c) Information overload
  d) Emotional interference

Question 7:
Ethical communication is characterized by ________.
  a) biases
  b) exaggeration
  c) rights violation
  d) honesty

Question 8:
Low-context cultures favour ________.
  a) direct communication
  b) non-verbal communication
  c) politeness strategies
  d) shared cultural meanings

Question 9:
A false published statement that is damaging or injurous to a person's reputation is ________.
  a) permitted on Facebook
  b) called libel
  c) called plagiarism
  d) protected by corporate disclosure practices

Question 10:
Active listening does not require ________.
  a) asking questions
  b) paraphrasing the speaker's main points
  c) paying attention to non-verbal clues
  d) rejecting messages based on personal value systems

Answers :
1- d) All of the above
2- c) semiotics
3- b) recruiting
4- c) non-verbal communication
5- b) downward communication
6- a) Mechanical interference
7- d) honesty
8- a) direct communication
9- b) called libel
10- d) rejecting messages based on personal value systems
Chapter 2
Question 1:
Effective business communication is not ________.
  a) audience-focused
  b) purpose-driven
  c) writer-focused
  d) concise

Question 2:
When conducting an audience analysis, writers should consider ________.
  a) their experience with the audience
  b) the audience's attitudes, interests, and questions
  c) how much the audience knows about the subject
  d) All of the above.

Question 3:
Mapping, brainstorming, and asking questions are examples of ________.
  a) prewriting techniques
  b) outlining techniques
  c) drafting techniques
  d) editing techniques

Question 4:
The process of writers working together to create documents is called ________.
  a) combative writing
  b) collaborative writing
  c) choreographed writing
  d) All of the above.

Question 5:
Establishing the purpose of a message before beginning to write it allows you to ________.
  a) reduce the chance that the message will succeed
  b) overlook key components of the message
  c) organize the message effectively
  d) include only one purpose in the message

Question 6:
When determining the scope of a message, a writer should consider ________.
  a) the level of detail the audience needs
  b) how technical the document should be
  c) what format the audience expects
  d) All of the above.

Question 7:
The physical means by which an oral or written transmission is communicated is called the ________.
  a) channel
  b) router
  c) transmitter
  d) directional marker

Question 8:
When revising and editing, a writer should ________.
  a) rely on spell- and grammar-check programs on their computer
  b) read the draft aloud
  c) speed-read the draft
  d) analyze the draft during one reading

Question 9:
When a writer is psychologically unable to begin composing, he or she has ________.
  a) writer's block
  b) writer's wedge
  c) writer's jam
  d) writer's hindrance

Question 10:
Which of the following is not a method of development used to organize material?
  a) Sequential development
  b) Chronological development
  c) Cause-and-effect development
  d) Show-and-tell development

Answers :
1- c) writer-focused
2- d) All of the above.
3- a) prewriting techniques
4- b) collaborative writing
5- c) organize the message effectively
6- d) All of the above.
7- a) channel
8- b) read the draft aloud
9- a) writer's block
10- d) Show-and-tell development



Chapter 3
Top of Form
Question 1:
Plain language is not characterized by ________.
  a) simplicity
  b) directness
  c) intricacy
  d) clarity

Question 2:
To incorporate a plain-language writing style, a writer should practice ________.
  a) using ambiguous language
  b) avoiding passive-voice constructions
  c) distancing the subject from the verb
  d) avoiding the use of personal pronouns

Question 3:
Accessible language includes ________.
  a) words with a French derivative
  b) foreign expressions
  c) words that substitute -ize and -ization endings
  d) important sounding words

Question 4:
Using current business language requires replacing ________.
  a) cliches
  b) emoticons
  c) slang
  d) All of the above.

Question 5:
Effective word choice includes ________.
  a) specific qualitative statements
  b) abstract language
  c) ambiguous language
  d) non-idiomatic statements

Question 6:
Techniques to achieve conciseness include ________.
  a) adding extended verb phrases
  b) inserting redundancies
  c) revising empty words and phrases
  d) including prepositional phrases

Question 7:
Which of the following is not an example of the use of active voice?
  a) Lee-Sun gave an entertaining presentation.
  b) The formal report was written by a team.
  c) The proposal addressed the competition.
  d) Redundancies create unnecessary wordiness.

Question 8:
A word's implied, associative meaning is its ________.
  a) connotation
  b) denotation
  c) contraction
  d) detraction

Question 9:
Personal style is not characterized by ________.
  a) short sentences
  b) passive voice
  c) personal pronouns
  d) first names and personal references

Question 10:
Creating an effective tone includes ________.
  a) expressing yourself positively
  b) stressing reader benefits
  c) incorporating a "you-attitude"
  d) All of the above.
Answers :
1- c) intricacy
2- b) avoiding passive-voice constructions
3- c) words that substitute -ize and -ization endings
4- d) All of the above.
5- a) specific qualitative statements
6- c) revising empty words and phrases
7- b) The formal report was written by a team.
8- a) connotation
9- b) passive voice
10- d) All of the above.








Chapter 4

Question 1:
"Kezia wrote the report, and Sharifa edited it." This sentence is a ________.
  a) simple sentence
  b) compound sentence
  c) complex sentence
  d) compound-complex sentence

Question 2:
A sentence containing one independent clause and at least one dependent clause is a ________.
  a) simple sentence
  b) compound sentence
  c) complex sentence
  d) compound-complex sentence

Question 3:
"Did you proofread your proposal?" This question is a(n) ________.
  a) closed question
  b) open question
  c) hypothetical question
  d) declarative question

Question 4:
To make material eye-catching, a writer should not ________.
  a) use dashes in place of commas and parenthesis
  b) type the message in capital letters
  c) use boldface or italics in moderation
  d) insert colour sparingly

Question 5:
Writing techniques that add emphasis include ________.
  a) short, simple sentences
  b) bulleted lists
  c) repeated key words
  d) All of the above.

Question 6:
To de-emphasize information, a writer should ________.
  a) use long or complex sentences
  b) use precise, vivid words
  c) place the information at the beginning or end of sentences and/or paragraphs
  d) All of the above.

Question 7:
Which sentence, below, is written in active voice?
  a) The report was submitted by Georgia.
  b) Georgia was supplied feedback by the review committee.
  c) Georgia submitted revisions to the report to the review committee.
  d) The revisions were not received by the review committee.

Question 8:
Use the passive voice to ________.
  a) state good/neutral news clearly
  b) emphasize the doer of an action
  c) be direct
  d) avoid allocating blame

Question 9:
Which sentence contains a comma splice?
  a) Effective PowerPoint slides are attractive, and they are also concise.
  b) Effective PowerPoint slides are attractive they are also concise.
  c) Effective PowerPoint slides are attractive, they are also concise.
  d) Effective PowerPoint slides are attractive; they are also concise.

Question 10:
Paragraph coherency is achieved by using which of the following to connect sentences?
  a) Synonyms
  b) Pronouns
  c) Transitional words or phrases
  d) All of the above.


Answers :
1- b) compound sentence
2- c) complex sentence
3- a) closed question
4- b) type the message in capital letters
5- d) All of the above.
6- a) use long or complex sentences
7- c) Georgia submitted revisions to the report to the review committee.
8- d) avoid allocating blame
9- c) Effective PowerPoint slides are attractive, they are also concise.
10- d) All of the above.

Chapter 5

Question 1:
Top of Form
A memorandum is usually sent to ________.
[image: ]  a) readers within an organization
[image: ]  b) readers external to an organization
[image: ]  c) the human resources department
[image: ]  d) All of the above.

Question 2:
Memos are ________.
[image: ]  a) more formal than a standard letter
[image: ]  b) long and complex documents
[image: ]  c) a two-part structure comprised of a header and a message
[image: ]  d) All of the above.

Question 3:
A bulleted list contains ________.
[image: ]  a) at least one item
[image: ]  b) at least two items
[image: ]  c) at least three items
[image: ]  d) at least four items

Question 4:
Effective lists ________.
[image: ]  a) use parallel phrasing
[image: ]  b) have consistent verbs and tenses
[image: ]  c) are punctuated consistently
[image: ]  d) All of the above.

Question 5:
The benefits of e-mail messages include ________.
[image: ]  a) the user's ability to flame
[image: ]  b) their privacy
[image: ]  c) the user's ability to avoid uncomfortable face-to-face communication
[image: ]  d) their convenience and affordability

Question 6:
Which of the following is not good e-mail practice?
[image: ]  a) Composing action-specific subject lines
[image: ]  b) Writing messages in capital letters
[image: ]  c) Keeping messages short
[image: ]  d) Wrapping text after 70 characters

Question 7:
An e-mail message to someone you don't know well does not require a(n) ________.
[image: ]  a) salutation
[image: ]  b) complimentary close
[image: ]  c) attachment
[image: ]  d) signature

Question 8:
E-mail messages are most effective when they ________.
[image: ]  a) are one screen or less in length
[image: ]  b) include emoticons to help convey tone
[image: ]  c) are used as a communication tool during conflict
[image: ]  d) All of the above.

Question 9:
An effective informative e-mail does not ________.
[image: ]  a) have a specific, informative subject line
[image: ]  b) introduce the primary purpose of the communictaion at the end of the e-mail
[image: ]  c) emphasize reader benefits
[image: ]  d) include lists

Question 10:
Instant messaging ________.
[image: ]  a) is supported by some organizations
[image: ]  b) is banned by some organizations
[image: ]  c) can confuse readers who are unfamiliar with abbreviations
[image: ]  d) All of the above.

Answers :
1- a) readers within an organization
2- c) a two-part structure comprised of a header and a message
3- c) at least three items
4- d) All of the above.
5- d) their convenience and affordability
6- b) Writing messages in capital letters
7- b) complimentary close
8- a) are one screen or less in length
9- b) introduce the primary purpose of the communictaion at the end of the e-mail
10- d) All of the above.

Bottom of Form

Chapter 6
Question 1:
Good news messages require ________.
[image: ]  a) the direct approach
[image: ]  b) the indirect approach
[image: ]  c) Neither of the above approaches.
[image: ]  d) Either of the above approaches, depending on the situation.

Question 2:
Avoid using a direct approach when ________.
[image: ]  a) handling routine information
[image: ]  b) communicating with someone from a high-context culture
[image: ]  c) making a straight-forward inquiry
[image: ]  d) communicating good news to a well-known audience

Question 3:
When making a request ________.
[image: ]  a) embed it in a message
[image: ]  b) highlight its benefits
[image: ]  c) include unrelated information to soften the message
[image: ]  d) apologize for asking

Question 4:
Which of the following is not an example of a routine message?
[image: ]  a) An order request
[image: ]  b) An order acknowledgement
[image: ]  c) A product recall message
[image: ]  d) A claim adjustment message

Question 5:
When writing a claim letter because you received faulty merchandise that you wished to use immediately, ________.
[image: ]  a) express your anger to force reader action
[image: ]  b) adopt an accusatory tone to make the reader feel guilty
[image: ]  c) state clearly what you expect the reader to do
[image: ]  d) write immediately after receiving the faulty merchandise, while your emotions are high

Question 6:
When responding to an inquest or inquiry, ________.
[image: ]  a) ensure that you're authorized to respond
[image: ]  b) reply promptly
[image: ]  c) begin your response with good news
[image: ]  d) All of the above.

Question 7:
An order acknowledgement should ________.
[image: ]  a) avoid suggesting additional products
[image: ]  b) indicate that you've received the order
[image: ]  c) convince the reader that they've purchased wisely
[image: ]  d) All of the above.

Question 8:
Goodwill messages should not be ________.
[image: ]  a) personal
[image: ]  b) prompt
[image: ]  c) short
[image: ]  d) mechanical

Question 9:
When writing a cover or transmittal letter, don't ________.
[image: ]  a) refrain from offering further assistance
[image: ]  b) summarize the attached document
[image: ]  c) identify what you're sending
[image: ]  d) All of the above.

Question 10:
Which of the following elements is optional in a letter?
[image: ]  a) A subject line
[image: ]  b) An inside address
[image: ]  c) A salutation
[image: ]  d) A complimentary close
Answers :
1- d) Either of the above approaches, depending on the situation.
2- b) communicating with someone from a high-context culture
3- b) highlight its benefits
4- c) A product recall message
5- c) state clearly what you expect the reader to do
6- d) All of the above
7- c) convince the reader that they've purchased wisely
8- d) mechanical
9- a) refrain from offering further assistance
10- a) A subject line
[bookmark: _GoBack]
image1.png




