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Chapter 4: Business Style: Sentences and Paragraphs

Multiple Choice Questions

1. "Since I ate dinner" is an example of ________.

a. a phrase

b. an independent clause

c. a dependent clause 

d. a simple sentence

2. A complex sentence ________.

a. is long

b. has one independent and one dependent clause 

c. had one dependent and two independent clauses

d. has two independent clauses joined by coordinate conjunctions

3. Which of the following is not a subordinate/dependent clause marker?

a. However 

b. If

c. While

d. Although

4. For business writing, always ________.

a. use simple sentences

b. use compound sentences

c. avoid compound-complex sentences

d. use a mix of sentence styles 

5. ________ begin with “that”, “which”, or “who”, and act like adjectives.

a. Relative clauses 

b. Prepositional phrases

c. Appositives

d. Dependent clauses

6. Parallelism involves ________.

a. using the same person (I, they) throughout

b. keeping to active or passive voice

c. using singular throughout

d. using the same grammatical form for items in a list 

7. Which of the following is not an example of writing with consistency?

a. When Mabel came home, her cat meowed.

b. The photocopier is broken and Mike used it last. 

c. If you really want to write well, pay attention to style.

d. If someone is in trouble, he or she should call the police.

8. In business writing, shouting refers to using ________.

a. boldface

b. underlining

c. all caps 

d. different coloured fonts

9. Writers can add emphasis through style by putting important information ________.

a. first 

b. in a subordinate clause

c. in a compound sentence

d. in passive voice

10. Which of the following is not a good reason for using the passive voice?

a. To conceal the doer

b. To emphasize the doer 

c. To show tact

d. To reduce first-person pronouns

11. Which of the following statements is in the passive voice?

a. Having finished her coffee, Cecilia went back to work.

b. "This day has been crazy," said Cecilia.

c. "Don't forget to order more envelopes."

d. Mistakes have been made and photocopiers broken. 

12. ________ contain two or more independent clauses joined only by a comma.

a. Correct sentences

b. Run on sentences

c. Comma splices 

d. Fragments

13. Which of the following sentences is grammatically correct?

a. By revising his report, Mike was able to remove embarrassing spelling errors.  

b. Having finished his report.

c. The report was done, Mike left for the day.

d. The reason he can't leave the country is because he doesn't have a passport.

14. A ________ is a unit of meaningful thought.

a. clause

b. verb

c. paragraph 

d. subject

15. Which of the following statements is not true?

a. In business writing, paragraphs can be a single sentence long.

b. In business writing, paragraphs are always at least eight sentences long. 

c. In business writing, paragraphs are usually five to six sentences long.

d. Both b and c.

16. Paragraphs do not ________.

a. describe a sequence of events

b. evaluate causes or relate them to events

c. present two or more main ideas 

d. define terms

17. Topic sentences are not recommended for paragraphs that ________.

a. define terms

b. reveal bad news 

c. describe events

d. classify items

18. ________ show logical, temporal, and spatial relationships.

a. Transitions 

b. Pronouns

c. Topic sentences

d. Nouns

19. Which of the following is not a transitional expression?

a. Also

b. On the other hand

c. For example

d. When 

20. Which of the following is the best way to make the statement? 

a. The premiums must be paid before June, and we will review our policies.

b. The premiums must be paid before June.  We will review our policies.

c. The premiums must be paid before June and we will review our policies.

d. None of the above.

21. Which of the following is the best way to make the statement? 

a. Because of the weather, our prices have increased.


b. Our prices have increased because of the weather.


c. They are equally correct.

d. None of the above.

22. Which of the following is the best way to make the statement? 

a. Rather than having to increase our prices.  We have decreased our salaries.

b. We have decreased our salaries rather than having to increase our prices.

c. Both of the above are equally correct.

d. None of the above.

23. Which of the following is the best way to make the statement?  

a. Our company is one of the top twelve in the community, and this makes us more competitive.

b. Being one of the top twelve in the community makes us more competitive.

c. Our company, because we are one of the top twelve in the community, is more competitive.

d. None of the above.

24. Which of the following is the best way to make the statement?  

a. The department, although it is very efficient, will be downsized next year.

b. Although it is very efficient, the department will be downsized next year.

c. Although it is very efficient the department will be downsized next year.

d. None of the above.

25. Which of the following is the best way to make a complimentary statement? 

a. We are not considered as ineffective as some units.

b. We are considered as effective as some units.

c. Both of the above.

d. None of the above.

26. Parallel structure means that each point in a list ________.  

a. begins with the same word

b. begins with the same part of speech

c. begins with the same graphic symbol

d. None of the above.

27. Which of the following options is the best choice for focusing special attention on a statement? 

a. Your work—especially with the clients—has been exemplary.

b. Your work, especially with the clients, has been exemplary.

c. Your work (especially with the clients) has been exemplary.

d. None of the above.

28. The sentence with maximum impact is: ________.  

a. Patio furniture is being reduced, until July 15, by 20%.

b. We’re offering a 20 per cent discount on patio furniture until July 15.

c. Until July 15, we’re offering a 20 per cent discount on patio furniture.

d. None of the above.

29. The sentence with maximum impact is: ________.  

a. Your new car will be ready on Thursday. Please contact us to arrange pick-up.

b. Please contact us to arrange pick-up of your new car, which will be ready on Thursday.

c. We ask you to make arrangements with us to pick up your new car, which will be available for pick-up on Thursday.

d. None of the above.


30. A good technique for emphasizing details is ________.  

a. to use capital letters

b. to use bullets or a list

c. to use evocative adjectives

d. None of the above.


31. The best sentence for de-emphasizing bad news is: ________. 

a. Your new car order, which has been cancelled, can be resubmitted on Thursday.

b. Please contact us on Thursday to resubmit your new car order, which was cancelled.

c. On Thursday your new car order can be resubmitted.

d. All of the above.

..

32. The best strategy for delivering good news directly is to use ________.  

a. the active voice

b. the passive voice

c. the present tense

d. None of the above.

33. The best strategy for emphasizing who is responsible for an action is to use ________.  

a. the active voice

b. the passive voice

c. the present tense

d. None of the above.

34. Which of the following is an example of the passive voice?  

a. The employees are requested to dress appropriately in the summer.

b. We can’t disagree with your logic.

c. The employees should dress appropriately in the summer.

d. None of the above.


35. An example of a comma splice is: ________. 

a. We would like to inquire about your products, please send us some information.

b. Please send us information about your website design services, as soon as possible.

c. Your website design, hosting, and management services are a great concern.

d. None of the above.

36. An example of a dangling modifier is: ________.  

a. Reviewing the data, you will see some inconsistencies.

b. Delivered by courier, the report went to the manager.

c. Stapled in the corner, you will find the reports in the credenza.

d. None of the above.

37. Which of the following sentences is poorly constructed?  

a. A sole proprietorship is when the business is owned directly by a single person.

b. A corporation, sometimes called a limited company, protects the owners’ personal assets.

c. A partnership is owned by two—sometimes more—individuals.

d. None of the above.


38. ________ is a good way to open and close a message.   

a. A paragraph of more than eight sentences

b. A single-sentence paragraph

c. A paragraph of five to six sentences

d. None of the above.

39. The first sentence in a paragraph announces the main idea and is called ________.

a. the thesis statement

b. the subject line

c. the topic sentence

d. None of the above.

Answers

Multiple Choice

1. c

2. b

3. a

4. d

5. a

6. d

7. b

8. c

9. a

10. b

11. d

12. c

13. a

14. c

15. b

16. b

17. b

18. a

19. d

20. b

21. c

22. b

23. b

24. b

25. b

26. b

27. a

28. c

29. a

30. b

31. a

32. a

33. a

34. a

35. a

36. c

37. a

38. b

39. c

