Chapter 3: Business Style:  

Word Choice, Conciseness, and Tone

1. ________ comprises the rules, conventions, and options you need to consider whenever you write.

a. Grammar

b. Language

c. Word choice

d. Style 

2. Which of the following statements is not an example of plain style?

a. Please phone me before the end of the day.

b. Your cooperation in communicating via telephone before departing for your abode today would be greatly appreciated. 

c. When can you meet with me to discuss this project?

d. All of the above.

3. Using plain language means ________.

a. never using technical terms

b. avoiding personal pronouns

c. using passive voice 

d. choosing the language appropriate for you audience  

4. ________ are informal and simple and are created by combining verbs and prepositions.

a. Clauses

b. Phrasal verbs 

c. Passive voice verbs

d. Noun phrases

5. Which of the following words is an example of plain language?

a. Utilize

b. Commence

c. Begin 

d. Actualization

6. The specialized vocabulary used by specific groups, trades, or professions is called ________.

a. slang

b. plain language

c. technical terms

d. jargon 

7. Which of the following words and phrases are appropriate for business writing?

a. Thank you  

b. Thanking you in advance 

c. Protect the bottom line.

d. There’s serious coin involved.

8. When writing, one should use ________ whenever possible.

a. generalizations

b. abstractions

c. concrete nouns 

d. ambiguous phrases

9. The following sentence, “Tom told Jerry that he would never borrow his motorcycle again,” is an example of ________.

a. ambiguity 

b. concrete language

c. an analogy

d. abstract language

10. Which of the following statements is not true?  

a. Good business writing uses analogies to clarify complex concepts.

b. Good business writing uses specific details.

c. Good business writing quantifies facts.

d. Good business writing uses ambiguity to confuse the reader. 

11. Which of the following statements is true?

a. There is no need to be ethical if one will not be caught.

b. Ethical communication is limited to avoiding libellous language.

c. Ethical writers distinguish between fact and opinion. 

d. Ethical communication is relevant only to letters.

12. Being concise involves ________.

a. limiting all messages to 50 to 100 words

b. using the fewest words possible while still being complete and accurate 

c. omitting all details

d. being terse

13. Which of the following messages is the most appropriate?

a. Please review the attached file.  

b. Read this.  Get back to me.

c. I humbly request that you read the attached file and offer your usual insightful comments.

d. All of the above.

14. One can achieve conciseness by ________. 

a. counting one’s words very carefully

b. using very short sentences

c. avoiding redundancies 

d. using prepositional phrases

15. Which of the following is not a technique to achieve conciseness?

a. Eliminating empty phrases

b. Using precise verbs

c. Eliminating fillers

d. Using noun conversions 

16. From the following list, choose the word that conveys the most negative connotation.

a. Imitation 

b. Faux

c. Fake 

d. Sham

17. Which of the following statements is correct?

a. Use the same tone for all written communications.

b. Tone depends on the purpose, audience, and channel. 

c. Using all capital letters makes your writing forceful and vibrant.

d. It’s reasonable to change one’s tone within a single message.

18. Being positive ________.

a. is a type of lying

b. involves distorting facts

c. makes readers suspicious

d. emphasizes what the reader can do 

19. Which of the following statements is the best example of inclusive language?

a. Our managers get their own parking spaces.


b. Steve is very helpful, despite his accent.

c. Our salesmen are always happy to help.

d. Mike is a male nurse.

20. Which of the following is not part of good writing?

a. Definite language

b. Strong phrasing

c. Frequent apologies 

d. Confidence

21. The phrase “I am writing to inform you that we have regularized our customer services” contains ________.  

a. a noun conversion and reader focus

b. a long lead-in and a noun conversion

c. a writer focus and a redundancy

d. None of the above.

22. Make the best plain language choice:  “The customer ________ his cigarette.”  

a. put out

b. extinguished

c. Either of the above.

d. None of the above.

23. Make the best choice of the following options for use in a business plan write-up: ________.  

a. Develop a business

b. Grow a business

c. Corporatize

d. None of the above.

24. Which of the following phrases would be acceptable in a legal document?  

a. Per diem

b. Each day

c. Both of the above.

d. None of the above.

25. “True to form” and “at this moment in time” are examples of ________.

a. buzzwords

b. clichés

c. foreign phrases

d. Both b and c.

26. When used in a letter, the phrase “pursuant to your request” shows ________.  

a. that the writer is trying to show her importance

b. that the writer is showing respect for the reader

c. that the writer has studied the “plain language”

d. All of the above.

27. Which of the following would be acceptable in a formal business proposal?  

a. “Under separate cover”

b. “Push the envelope”

c. “Make best use of”

d. None of the above.

28. Examples of concrete nouns include ________.  

a. building, roadway, and reliability

b. daisy, pavement, and desk

c. flooring, hot, and shrubs

d. All of the above.

29. Which is the best choice for a business memo?  

a. “He gave us unsatisfactory reasons to make the selection.”

b. “We outperform the others the majority of the time.”

c. “She is correct 57 per cent of the time.”

d. None of the above.


30. Examples of unacceptable words in business documents include ________.  


a. “corrupt”
b. “unreliable”

c. “undoubtedly”

d. All of the above.


31. Which of the following options is concise?  

a. Finish the job by the end of the day.

b. Assess the file by 5:00 pm.

c. Achieve the termination of your assessment process.

d. None of the above.

32. Which of the following contains a noun conversion?  

a. He won his promotion last year.

b. He was promoted last year.

c. We promoted him last year.

d. None of the above.

33. Which of the following means “now”?  

a. At this point in time.

b. In the process of. . . 

c. Both of the above.

d. None of the above.

34. What does “notwithstanding the fact that” mean?  

a. You are giving a list of reasons.

b. You are giving a list of contradictions

c. Both of the above.

d. None of the above.

35. Which of the following is an example of overuse of intensifiers?  

a. Happy to perceive that. . . 

b. Incredibly delighted to hear that. . .

c. Both of the above.

d. None of the above.

36. Which of the following is the best example of plain style? 

a. Establishing a presence is our priority.

b. It is establishing a presence that is our priority.

c. Our priority is stated as establishing a presence.

d. None of the above.

37. Which of the following is not an example of plain style?  

a. He works in Accounting.  He manages the computer system.

b. He works in Accounting, but manages the computer system.

c. He works in Accounting managing the computer system.

d. All of the above.

38. An informal business style can include ________.  

a. a mixture of everyday words and technical jargon

b. contractions and personal pronouns

c. All of the above.

d. None of the above.

39. Which of the following is the most appropriate statement?  

a. Customers should not expect a refund until July.

b. Customers can expect a refund in July.

c. I’m sorry to say that we can’t send you the refund until July.

d. None of the above.

40. Which of the following is the most appropriate statement?  

a. You may attend the conference in Las Vegas.

b. I am happy to tell you that we have approved your trip to Las Vegas.

c. We have approved your trip to Las Vegas.

d. All of the above.

Answers

Multiple Choice

1. d

2. b

3. d

4. b

5. c

6. d

7. a

8. c

9. a

10. d

11. c

12. b

13. a

14. c

15. d

16. c

17. b

18. d

19. a

20. c

21. b

22. a

23. a

24. c

25. b

26. a

27. c

28. b

29. c

30. a

31. b

32. a

33. c

34. b

35. b

36. a

37. a

38. c

39. b

40. a

