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Don't make loise promises. People are more likely to react positively to your messoage when they have confidence in you.’

he obove statement s an exompile ol

Select the correct option

O

Crodiity

None of the obove

Good will

Persugsion
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Choose cormmrect artiicle to fhill in the Diank
Ban haos termible haodgochae
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The good orgoniuotion of thecomteet means  _ _ _ _ _ _

Select the correct option
all the inforrmation is inclugded

O

both of the above

the purpose and subject Mmatter are clear

none of the above

I e it letter begins with questions to catch the reader's ottention and leads up to the Main point by arousing the reader’'s interest.

inquiry
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o Persuasive Message Format

This section gives the reader a motive for complying
with the request. The letter closes with an appeal.

How do People react to your message when they hove
confidence in you?

Select the correct option
negotively

*
positively

neutrally

unlikely

O|lO0]| ®
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A better organized message has _ __ _ _ _______ chances of understanding on the port of the oudience.

select the correct option

lewer

low

increqsed

@ | O O
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Choose correct article to hill in the blank
Is your mother working in old office bullding?

Select the correct option

No articio

the

on
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How many types of sentences are used to give your sentence variety?

N LRE AL P

¢ Tvpes of Sentence

To give your sentence variety, se the three types of sentences:
o Smmple
o Compound
o Complex
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Choose the correct option

Select the correct option

indirect

Impilicit

O|lo|Oo| e

According to communication researchers, people can usuolly remember o moximumol _____ major points even in a long document.

Select the correct option

s

three

@[ 0| 0|0
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Allotting time property is very important. Especiolly when time is short, you need to schedule yoursell carefully ond stick to it is colled

technology

In mixed punctuation, a comma follows the salutation

Select the correct option
True

Folse
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Working on proper designing of your written document _ __ .

Select the correct option
maokes it oppear complex

makes it easy to understond

decreases its length

-——

mokes it error-froe
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One should frequently use courtesy word/words aond phrase/ phrases ke

ielect the correct option
All of the above

Thank you

Please

You re welcome

e o o
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A better organized messoge hos _ _ ... chances of understanding on the part of the oudience.

increased
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Which of the following words is free from ‘Gender-Bias?

ielect the correct option
Police officer

All ol the above

Police lody

Policeman

Bias Free Language

Avoud biased language that nught offend the audience. Some of comunon biases are:
o Cultural bias
o
o Racial and ethnic bias
o Dasability bias
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Which of the loliowing is considered an elfective approach for routine, good-news ond goodwill messoges?

Select the correct option

O

Instructive approach

O

Direct approoch

O

Persuasive opproach

O

indirect approach

If you have ten minutes or less to deliv
would a letter or brief memo.

persuasion.

malikrizwanh@gmail.com
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indirect approach if the subject imnvolves bad news or
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In the organization of a direct request the very first step is to state the

»elect the correct option

minor details

O

main idea

To encourage the future sale is one of the goals while answering request that involved no potential sale.

Select the correct option
False
True
~
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Your message is unlikely to succeed if your audience is left with the feeling that you have their personal weilfare in mind.

Select the correct option
False
| True
'

A message organized by using direct plan starts with a buffer statement.

Select the correct option
False

True

O
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Which one of the following is the part of Proposal Structure?

Select the correct option
Title page

Introduction

| Summary

A computer programmer will write a/an to gain specific information aboutan upcoming release of a software product from XYZ Company.

Select the correct option

inquiry letter
I

.
| recommendation letter
O

| acceptance letter
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While writing bad news message, avoid blunt statements that are likely to cause pain and anger.

Select the correct option

False

True

malikrizwanh@gmail.com
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‘Umer is an unusually tall Sindhi’

Which of the following types of biases does it exemplify?

Select the correct option
None of the above

Disability

O
O

' Ethnic bios
O

==

"You have waited very patiently: finally the day has arrived”
Is an exampie of ...

select the correct option
Camplax Santance

@ Compound Sentence
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Compound You have wazited very patiently; finally the day has
arrived,

Choose appropiote prepositon to fillin the Blonk

L o R | There s o bug coming! It is going to hit you!
Select the correct option
through
il

aut
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To gve your readers a feeling about thes welfare on your paft makes the message

Iw“nm-lm“hnﬂiiu .
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Writing Positive Replies:
Acknowledging Orders:
Acknowledgements are appropnate for large orders, first orders, and orders that cannot be

filled nght away. Acknowledgement letters are sent to a customer confirming the receipt of an
It 1s frequently used i response to credit orders to encourage fast
payment or to offer an opportunity to increase the order.

company 5 procedures

ARRAN 4 | | LIRS SRUNE AR
Technical-1 1on letters and memoranda are short
such as a software bug and its solution. or a new feature. Use the memorandum
format if the mformation is being sent mnside an orgamzation. Use the letter format if the
document will be sent to outside mndividuals.
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Choose the comect option
Whach format should be used for the nformaton beng sent nside an organaaton?

select the comect ophon

JTechnical Information Letters and Memoranda
Techmcal-mformation letters and memoranda are short documents that ¢ tec

mformation. such as a software and 1ts solution. or a new feature.
Use the letter format if the

document will be sent to outside individuals.
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I ‘Customer services s the department of an organizaton that responds to ingquines or complaints from customers of that organzation

Select the comect opbon

True

Example Le. MEMO:

The Memo begins with the central question.
A little background mformation orients the reader.
The numbered questions focus responses, so that they will be easier to tally.

_ Customers may commumnicate i person or via written

correspondence, toll telephone, etc.
Vanous techniques are used to generate comespondence back to the customer. including

checklists, form letters, typewntten letters, computer letters (fill-in type). or computer-
generated personalized letters. Typewntten letters are best for wate complamts or special
situations. Computer letters combine the benefits of personalization with the efficiencies of
automation.
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10 gan specic information about an upcomng release of o software product from XYZ Company

A computer programmer will wide a/an

Select the cormect opbon
100 apphcation letter

Sample of Inquiry Letter:

The following Icnerufinquh'yismitlmbyaconwﬂpmgrm.msting-
about an upcomuing release of a software product.

Your message s unhkely 10 succeed f your sudience s left with the feekng that you have thes personal wellare in mnd
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e —_t

b. Necessary Details:
Your reason for communicating can usually be expressed in a sentence or two, but you'll need
more spaces or tme to explamn your pomt completely so that your audience will have no
confusion or lingering doubt.
Necessary details:

o Sansfy reader's mformation needs.

¢ Remforce positive tone,

¢ Emphasize positive aspects of disappointing news.

¢. Courteons Close:

F

© Coprught Virtual University of Pakistan 93

| Vhether written or orsl posdve messages begn with a clear statement of the man dea clanfy any necessary detads and end with a - close

Select the correct opbon
of of the above

O

dSCounecus

O
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Whether wnitten or

a. Clear Statement of the Main Idea:
Almost all business communication has two basic purposes:

¢ To convey information

¢ To produce mn the audience a favorable (or at least accepting) attitude or response
The main 1dea 1s the single most umportant idea, concisely stated.

Whie witing an adjustment letter the indvidual o the depariment responsible for the poor performance can be blamed

Select the correct opbon

True

malikrizwanh@gmail.com
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VWhile responding adgustrment leflers. end the lefterona

Responding Favorably to Claims and Adjustment Requests:
You can build customer lovalty by responding favorably to routine claims. Favorable responses
to routine claums are known as adjustments. The following sequence 1s recommended while
giving a favorable response to a claim:
¢ Reveal the good news in the first sentence of the letter.
Explain the vanous circumstances under which the action has been taken.
Don’t blame an individual or a specific department.
Avoid lame excuses such as “Nobody's perfect” or “Mistakes will happen.”

B oo 2 pleasant note

malikrizwanh@gmail.com
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The reader of a/ an - may use this report to solve an organizabonal, social or a personal problem.

select the cormect option
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Moark as TRUE or FALSE
Surface charts and tables cannot be used as visual auds

Select the comrect opbon

FALSE

Visual Aids:

When illustrating the text of any report, you face the problem of choosing any specific form

that best suits your message. Moreover, good business ethics demand you to choose a form of
visual aid that will not muslead your audience.
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Interpreting your invesbigabon and research

Prepanng a work pian
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15 a kst of the books referred 10 in a scholarly work and it 1s typscally part of appendoc

Select the comrect ophon

O

O
O

nounbibliographies 1A list of the books referred to in a scholarly work typically
printed as an appendix ‘The extensive bibhkography refers 1o books, periodicals and
theses, government and media matenals, and websites

www_lexico.com > definition » biblography
Bibliography | Definition of Bibliography by Oxford Dictionary ...
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The reader of a/ an ————-— may use this report 10 solve an organizabonal, social or 8 personal problem

Select the comrect option
business report

W 3 \
Your readers may want to use your information
e An organizational problem: Where typical goals are to mcrease efficiency and profit,
¢ A social problem: Where typical goals are to improve the general health and welfare of
groups of people.
e A personal problem: Where typical goals are to satisfy individual preferences and
values.
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Which of the followang sentences s comectly punctusted?

Select the correct option
Pars France. 1s my favortte place 1o vist.

O

+
Pans, France, is my favonte place to vistt

O

Mfwhnmmuﬁ.
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Observation s one of the tools 1o collect secondary data

Select the comrect ophon
True

False

malikrizwanh@gmail.com

Scanned with CamScanner



Elegant

Learning

www.elegantlearning.blogspot.com

Lecture Outline:
¢ Report Production
e Composing a formal Report

I_mmmﬁwhﬂu interpreting the facts but 8is0 on answenng the readers quesbon 1 e How are those facts signficant 10 us7”

Select the comrect opbon
Introduction

malikrizwanh@gmail.com
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e. Conclusions:
Like mterpretations. conclusions are general statements, based on your facts. However,

conclusions don't sumply focus on interpreting the facts but also on answering the readers’
question. i.e. ﬂ facts significant to us?”

f. Recommendations:

Just as conclusions grow out of interpretations of the facts, recommendations grow out of
conclusions. They answer the reader’s question. “If your conclusions are valid, what should we
do?” Depending on many factors, including the number and complexity of the things you are
suggesting, you may state your recommendations in a single sentence or in many pages.

Bibliography is one of the supplementary parts of a report

Select the correct opion
True

False

malikrizwanh@gmail.com
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¢ Body of report
a. Introduction
b. Text

¢. Ternmunal section
¢ Supplementary Parts

a.
b.

¢. Glossary
d. Index

Report Production:
Planning formal reports and proposals, con

www.elegantlearning.blogspot.com

Choose the comrect option
Commas are used 10

P Select the correct option

Separate two or more independent clauses

Separate ndependent and dependent clauses

® o O

All of the above
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The readerofa/an - may use this report to solve an organizational, social or a personal problem.

Select the comect option
business reporl

technical report

Lgnmﬂrnpal

o|e|o
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Complata the following sentence with the appropriate punctuation mark
| wonder how old he is

In report wrniling. facts are the ndividual preces of nformabion thal underbe and support the conclusion and recommendabon's

Select the correat option
' True

Faise
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Select the comect option

 All of the above
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Biblography s one of the supplementary parts of a report

Select the cormect option
True

False

malikrizwanh@gmail.com
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A formal report is written in
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A is wrillen 10 explam the lealures of a product or servce thal can sell Ihe concepl 10 a prospeciive buyet
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Vituch types of reports ara usad to assass opportunies 1o solve problems and to support dacisions?

Select the comect option

Any number, from huge quantities to tiny fractions, can be written in the decimal system using only the ten basic symbols.

Select the correct option
True

False

O
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Which of the following provides you insight about specific people, events or locales as well as gives you an unbiased viewpoint about certain events?

Select the correct option
| Observations

| Surveys

The two important ways of presenting results are tables and

Select the correct option
Graphs

Charts

malikrizwanh@gmail.com
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In writer introduces the established facts and theones that are relevant to the writer's work._

Select the correct option
| Literature Review

Discussion

O

Introduction

malikrizwanh@gmail.com
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An appendix is in the main body of a report.

Select the correct option
True

False

malikrizwanh@gmail.com
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Complete the following sentence with correct punctuation mark:
What time did you go to the movie last night

Select the correct option

Full stop
O

Question mark

Exclamation mark

malikrizwanh@gmail.com
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Which of the following offers information, analysis, and recommendations?

Select the correct option
Informational reports

Analytical reports

Proposals

ENG201 Quiz 2 2022 Solution with Reference
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Remember In Prayers
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