1)The structured communication within the organization directly related to achieving the organization’s work goals is called:

Internal communication
2. A sales presentation made to a prospective customer is most properly classified as

External Communication
3. All of the following are the purposes of communication except:

To maintain unfavorable relations
4. What component make up the filter (our brain)?

All of these
5. Business communication takes place in these contexts:

Business communication takes place in all the above contexts
6. Choose the term that does not summarize a step in the communication process

Abstracting 

7. The first complete cycle of the communication process ends with:

The act of coding
8. Which of the following is most correct?

Meaning is in mind and in symbols
9. Study of the communication process reveals certain basic truths, namely:

All these answers are correct
10. In adapting writing to a group compromised of high school graduates, college graduates, and PhDs, one should write for the:

High school graduates
11. Choose the most specific of the following wordings:

By 3:30 p.m. Thursday
12. Choose the strongest of the following words

Run
13. An abstract noun that is derived from a verb is called a(n):

Camouflaged verb
14. Choose the sentence that conforms best to clear writing principles

He applied for the job
15. Choose the wording which has the strongest verb construction

Dupont chemists discovered the process
16. Which of these sentences gives the most strength to the content?

Sales increased 10.1 percent in 2013
17. The average sentence length found in the readability studies to be best for communication with the middle level of adult readers is about:

16 to 18 words
18. Of the following wordings, which is not in correct idiom?

Seldom or ever
19. Choose the sentence that does not contain a cluttering phrase

This revised plan cut our production costs 12 percent
20. The use of negative words

Stirs up the reader’s resistance to your message’s goals
21. Which of the following sentences covers its contents in the most roundabout way?

It is the president’s belief that a recession is near
22. Which of these sentences best meets the requirements of good business writing?

Lee paid $300 in January
23. Which of these sentences best meets the requirements of clear and interesting writing?

Prices will cut prices February 1
24. Which of the following sentences is constructed most illogically?

We planted the trees, and then the were watered
25. A paragraph should:

Build around a single topic or idea
26. The average length of a paragraph should be:

Eight to eleven lines long
27. The topic sentence of a paragraph:

May vary in placement according to the purpose of the paragraph
28. Choose the wording that is not in the form of the “old language of business”

Thank you for considering this request
29. Choose the best choice of words for the beginning of a routine business letter

Yes, we will gladly permit you to use our meeting facilities
30.  Which is the best example of you-viewpoint writing in these sentences?

For your shopping convenience, your account is now open
31. Choose the sentence that does the best job of telling bad news

Although your current position requires that we sell to you on a cash basis, we can offer you special cash discounts
32. Choose the sentence LEAST likely to produce a lecturing impression in the mind of a retail executive

As you know, savings from cash discounts can be significant
33. Which of the following is not an emphasis technique?

Emphasis by paragraph construction
34. Which of these positions in a letter would give the greatest emphasis?

Fist sentence of the first paragraph
35. Choose the one best means of achieving coherence in a letter

Logical arrangement
36. Violations of unity in sentence constructions are usually caused by:

Unrelated ideas
37. Choose the incorrect forms of possessiveness.

Her’s
38. Which of the following sentences is correctly written?

Employees’ writing techniques strongly affect the company’s image
39. Choose the most correct of these sentences

Knowing that he was tired, I sent John home
40. Choose the wording that most correctly completes this sentence. “Our goals are to increase sales and …”

… to make money”
41. The cost of the equipment in both departments 

Is exceptionally high
42. We extend our thanks for

Your handling of the program
43. Frye, Bixby, and Jones, Inc. 

Has introduced a new insulation material 

44. Either Jeff or Sarah regularly 

Deposits the firm’s checks
45. Employees are often insured by fidelity bonds who handle money

Dangling or misplaced modifiers
46. He expected me to immediately write a check for the full amount

Split infinitive
47. New equipment has already been ordered for the IT department

Passive voice construction
48. Let us proceed on to the necessary and essential changes proposed for our bylaws

Needless repetition (redundant words)
49. In the morning Mrs. Stein unlocks the office; in the evening the office is locked by Mr. Stein

Nonparallel construction
50. Very few managers are able to compose letters accurately, concisely, and with efficiency

Needless repetition (redundant words)
Test 2
1. A report writer plans to use a small (one quarter page) bar chart. She should place it:

On the page surrounded by the writing discussing it. 

2. Which of the following graphic aids would be best for showing data on a company’s sales for the preceding 10 years? The illustration will show sales of each of the company’s three products as well as total sales: 

Subdivided bar chart. 

3. Choose the graphic aid which would be best to show 2013 sales by products (three) fo a national sales company’s seven districts. 

Multiple bar chart. 

4. In constructing a title for your graphic aid, all five Ws should be included in the title?

False.

5. When is it necessary to show plus and minus variations from a central point of reference, the chart that should be used is the:

Bilateral bar chart.

6. The best place to begin dividing the area of a pie chart is at which of these positions?

12 o’clock

7. A continuous series of data showing weekly fluctuation in sales of a company is best shown in a:

Statistical map

8. When information is well presented in a graphic, the information should  not be discussed in the report:

False

9. When is it best to write a letter using the direct order or strategy? 

When the message will gain a positive response from the reader. 

10. When is it best to use the indirect order or strategy when writing a letter?

When the write is given bad news to the reader.

11. All of the following are ways of constructing questions in a routine inquiry letter except:

Combine two or more items in one question. 

12. When the objective of a letter will have neither very positive nor very negative effects on the reader, the direct approach generally is preferred.

True

13. Choose the best choice of words for the beginning of a favorable response letter:

Yes, we will be happy to let you use our meeting facilities.

14. Or the sake of conciseness, explanation material is best omitted in routine inquiry letters:

False

15. Which of the following sentences forms the best beginning for a letter making a routine request for information about an advertised product:

Does your new Mir-Cal fabric meet industry standards for acid resistance?

16. When generally explanation material that fits the entire letter is needed in a routine inquiry letter, usually it is best placed: 

Following the direct opening question. 

17. The most appropriate ending for a routine inquiry letter is one that asks one of the questions you need answered:

False. 

18. Which of these ending sentences is best for a routine inquiry letter?

As  we must begin production within two weeks, I’ll appreciate your response by April 19

19. The best of these beginnings to a letter favorably answering a series of questions asked is:

Yes, the King Cooler is available in the 36,000 BTU size. 

20. Which is the best opening to a favorable reply to an inquiry message asking permission to use the write as an employment reference?

Yes, you may use me as a reference. 

21. __favorable response letter answering six questions, five favorably but one unfavorably, the writer should:

Bury the bad news- after the good news has paved the way. 

22. Because claim letters contain negative news, they are best written in the indirect order:

False

23. The subject line o a claim letter should clearly identify the situation even though it concerns bad news.

True. 

24. In an adjustment grant letter, which of the following sentences offers the best lead into the explanation of what went wrong?

As your satisfaction with our product is important to us, we thoroughly checked the machine. 

25. Which of the following would form the worst close for a message granting adjustment?

An apology or the inconvenience suffered. 

26. Choose the best description of the opening of a letter refusing a request.

An on subject commitment that is neutral as to answers. 

27. The best strategy or diplomatically handling a refusal in a message is to explain first and then to refuse.

True. 

28. Which of these sentences forms the best beginning of a letter refusing a request for free use of equipment for a charity?

You fund raising plans are most commendable and deserve all the cooperation we are able to give. 

29. Choose the most appropriate ending of a letter refusing an important request. 

Specially adapted goodwill talk. 

30. Which of the following is the best closing for a message refusing to participate as speaker on the program?

I wish you a most successful meeting.

31. Although a refusal is negative, it is possible to refuse without using a single negative word:

True 

32. Which of these subject line wordings is best for a letter refusing to make an adjustment?

You November 10th request for adjustment. 

33. Choose the best of these beginnings to a letter refusing an adjustment on an electric mixer.

You are right about expecting your Mix-Well to stand up under normal kitchen use.

34. Because your objective in a refusal letter is to refuse, the refusal deserves emphasis by spaced and position:

False

35. In a refused adjustment letter, the best place to state the refusal is:

Immediately following the explanation that justifies it. 

36. In a message refusing a request because of company policy, the explanation needs only to state the company policy: 

False

37. Choose the sentence that most appropriately presents a reason supporting the refusal to a claim for adjustment:

As noted in paragraph 2 or our contract, we are liable only when our technicians install the equipment. 

38. Choose the best of these opening sentences to a letter refusing a request for credit that accompanied an order for goods. 

We are sincerely grateful for your odder and your credit application. 

39. In a letter refusing to grant credit, the best place to state the refusal would be:

After explanation of the basis for the refusal.

40. Choose the best of these sentences stating the refusal in a credit refusal letter:

In review of these considerations, the best we can do for you at this time 

41. In a letter refusing credit to a bad moral risk, it is best to tell the reader directly why you are refusing.

False

42. Choose the best of these sentences denying credit to a bad moral risk.

As your credit report indicates that cash buying would be best in this case, may we suggest that you take advantage of our special July discounts. 

43. A credit refusal message to one with a weak financial position can talk somewhat directly about the reason for refusal:

True

44. Choose the best of the following sentences beginning a message refusing credit to a weak financial risk.

We are most grateful for your credit application and will do all we reasonably can to get your business started 

45. A good way to end a credit refusal letter is to suggest that the reader buy for cash.

True

46. A question form of beginning should be avoided in the persuasive request letter:

False

