O

Salect the comrect oplicn

| must refuse, we must deny
| prefer, we must deny
We allow, we must reject

We welcome, | must refuse

Which one of the the following phrases are likely to offend and
should be avoided?

= '



A written outline of the services a designer will be responsible
for is called:

Lstes The cotrect aprlion

The program.
O

—

Letters of agreement.
O

‘The problem statement.
O

A retainer fee,
O



at the moment, I'll get to the market.

Sslerl he correct sl

As it isn't raining
0 T

Because it isn't raining
O

As it doesn't rain
O

For it isn't rain
O
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Choose the correct option.
All employees are requested to —---—- from smoking in the
presence of customers.

Select the comect option

Refrain

O

| Restrain
0 G

| Stop

| Restrict

Click o S Bamaer A los b0 Ban! (usaton




Choose the best option:
Customer services is a department of an organization that
responds to

Sadeci The comect option

suggestions
O

orders
(e

explanations
O

inquiries or complaints

0 ’
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Which one of the following is the best expression to use
with the customers for refusal:

Seiect the comect option

You do not have the needed qualities for the position.
0

The position has been filled.

: Gm—

You do not qualify.
0

We must deny you this position.
o
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letter is written to offer a brief description of the
cause of dissatisfaction and prepare the necessary action.

Select the comect option

Job application
0

Adjustment

= ~

Transmittal
0

Acceptance
O




Choose the correct option.
The of an order letter is to provide the vendor with
detailed instructions for fulfilling an order.

Salezi The comect oplion

claim

method
O

way
0

objective
0




Quesilon 8 5 of 10 [ Start time: 093623 PM, 79 June 2027 ) Teinl Marks: |

End Mater of a proposal includes...................

Szt The comect aplion

resumes
0 h

'appendixes
0

All of the given options
0

.bihliﬂgraphy’
o}




Choose the best option:

In bad news messages, the is of crucial
importance.

Sedert the correct sgtion

receiver
O

'tnne
O

length

sender




Choose the correct option from the following.

are like good mail order forms, although they
also provide more room for explaining special needs.

Sedet the correct sgtion

Order Letters
o h

'Transmittal Letters

Acceptance Letters

.Gnmplalnt Letter




In a business message, talk to your audience in a way that
they are left with no —.

Sedect the correct egtion

certainty
o]

confusion

none of the above

.hnpe




Ouasstion # 3 af 10 | Seart irs: 0084070 PR 20 Juns 2027 | Torlal Marks: 1

Claim is a legal demand or assertion by a claimant for ——-
-— for a loss.

Sl l-ru cared oplian
payment
O

reimbursement

| :all of the above
o —

compensation
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Use the indirect approach when the audience is

Galect the carredt oplian

neutral
0 “

pleased and interested

interested and willing

displeased




e 1 g
Duasstion # 1 af 10 | Seart s 004730 PR, 29 Juns 2027 | Total Marks: 1

Various techniques are used to generate correspondence
back to the customer.

Salect the cored oplian

False

True




Duesiion # 4 of 10 Seart s 00 A54% PR 29 Jurs 2027 | Tioial Markcs: 1

One of the two basic purposes of business communication
is to -— information.

Ei-h:llﬁ:l:rl-:lmi:'l
convey
@]

e

all of the above

‘withhold

confuse




Duestion # 7 af 10 | Seart tirs: 008530 P, 20 Juns 2027 | Total Marks: 1

In bad news messages, you as a business person need to

help your audience remain —- towards your business and
possibly towards you.

=,

none of the above

Galect the carredt opdlian

disposed

O

uneasy

unwilling




Qusstion # B ol 10 | Seart tirs: 0080018 PR, 29 Juss 2027 | Tatal Marks: 1

Which of the following options is likely to offend and should
be avoided?

ﬁil-h:llf?wnmmhn
Please contact us to...
O

We appreciate...

:WE are delighted to...

We must turn down.. ‘
o)




Which of the following is a part of an indirect plan?

Leiet fhe cotrecE oppiion

A helpful, friendly, and positive close
O

'Reasons supporting the negative decision
O

.ﬂ. buffer
O

.AII of the above
e 4



Dusstion # 10 af 10 | Saeer s 0905104 PR, 29 Juee 2022 ) Total Marks: 1

Adjustment letter is a letter in answer to a
letter. The answer may either be a refusal or a grant.

Galech the carredt opdlian

transmittal
O

complaint

:jnh application

acceptance




Ouasstion # 0 af 10 | Seart irs: 00 5007 PR, 20 Juns 2027 | Torlal Marks: 1

Application letters are usually just one page and consist of
e SECHIONS,

elect the cored oplian

four

five

| two

three




Chiestion & 7 of 70| Elar e 5 540714 B84, 5 _ame J110d | Toinl Maiier |

Which part of a routine reply or positive message should
contain the details?

Lelet fhe correct opiion

An appendix to the message
O

‘The body of the message

§ G
‘The close of the message
O

‘The opening of the message
O



Duasstion # 5af 10 | Seart tirs: 008543 PR 20 Juns 2027 | Tortal Mlarkes: 1

Which one of the following media would be the best choice

when you have to deny a promotion to a long-term
employee?

Salect the cored oplian

An e-mail

A voice-mail message

A faxed message

A face-to-face meeting




Duasstion # 1 af 10 | Seart tirs: 00 5837 PR, 20 Juns 2027 | Tortal Mlarkes: 1

What is a buffer in a negative message?

Salect the cored oplian

It is a neutral or positive statement.
O

It closes the message.

It clearly states the negative message. ‘
O

It explains the reasons for the negative messaqge.




Duesiion # 3 af 10 Seart s 100728 PR 29 Jums 2027 | Toial Marks: 1

ldentify the statement which should NOT be included in
‘NECESSARY DETAILS' section of a positive message.

Gelect the corest opflian

Satisfy reader's information needs.
O

Emphasize positive aspects of the news.

| Provide buffer statement. ’
&)

Reinforce positive tone.




Which of the following is a part of an indirect plan?

Select the correct option

A helpful, friendly, and positive close
O

A buffer
®)

| Reasons supporting the negative decision

O

| All of the above ?
O




hich part of a routine reply or positive message should
ontain the details?

lect the correct option

An appendix to the message
O

The close of the message
O

The opening of the message

D .
The body of the message
O




Question # & of 10 { Start time: 10:14:28 PM, 29 June 2022 ) Total Marksa: 1

Credit references are generally used to determine the credit
worthiness of a person or individual.

Select the correct option

True € e
O




Question # 9 of 10 ( Start time: 10:2%50 PM, 29 June 2022 )

Total Marks: 1

O

O

O

O

Select the correct option

shipment

supplies

instructions

cheques

for fulfilling an order.

The objective of an order letter is to provide the vendor with
detailed




Bad news is not delivered directly as it falls under the
category of messages.

Saleet e corrsel opilian

none of the above
O

positive
O

negative
O

neutral
O




While writing an adjustment letter the individual or the
department responsible for the poor performance can be
blamed.




eation ¥ 4 of 10 [ Start tama: 10:37:27 P, 19 Jume 2022 ) Total Marks:

The buffer puts an audience in

lael e corrsel o

a denying mood
O

an angry mood
O

a jubilant mood

O

an accepting mood h
O




Ouestion # 9 of 10 [ Start tama: 104311 PR, 29 June 20D ) Total M

Application letters are usually just one page and consist of
e SECLIONS.

Salail 1 porreet ogilkon

three

O N




Which one of the following provides you information,
analysis, and recommendations?

Informational report
O

Proposal
O

Analytical report
O h

Proposal and analytical report
O




Quiestion # 1 of 10 ( Start time: 10:45:47 PM, 29 June 2022 ) Total Marks: 1

Choose the correct option from the following.
In business communications use the format if the
document will be sent to outside individuals.

Salect the correct option

report
O

memorandum

’ h

proposal

O

letter
)




What is the most important implicit goal of a business
document?

Select the correct option

To give instructions
O

To establish a relationship h
o)

To provide information
o)

To argue with reader
O




Which of the following is not a common problem that can
cause poor organization of a message?

Select the correct option

Using brainstorming techniques
0 e

Taking too long to get to the point
O

Including irrelevant material
O

Getting ideas mixed up
O




Which one of the following is not the part of Proposal
Structure?

Select the correct option

Introduction
o)

Technical approach

O

Body
O

Subject
O




Question # 5 of 10 ( Start time: 10:23:45 PM, 29 June 2022 )

Which of the following options is likely to offend and should be
avoided?

Salect the correct option

We must turn down...
O

We are delighted to...

O

We appreciate...
O

Please contact us to...
®




Which one of the the following phrases are likely to offend and
should be avoided?

Select the correct option

| must refuse, we must deny
0 e

| prefer, we must deny
O

We allow, we must reject
O

We welcome, | must refuse
O




Acknowledgement letters are sent to a customer
confirming the receipt of a/ an

Saleel 15 correet oplisn

order
O

all of the above
o & e

inquiry
O

payment
O




Which one of the following is the best expression to use with
the customers for refusal:

Salect the correct option

The position has been filled. h
o)

You do not have the needed qualities for the position.

O

You do not qualify.
O

We must deny you this position.
@]




Choose the best option:
When no special persuasion is needed, the use of
recommended.

plact the correct option

none of the above

O '
both of the above

®)

indirect request
O

direct request

O




In bad news messages, you as a business person need to help
your audience remain towards your business and possibly
towards you.

Salect the correct option

disposed
o b

unwilling

O

uneasy
O

none of the above
)




Memo is the short form of

Salect the correct option

Memory

O

Mementum
0]

Memorandum
O

Memorial
O




The main idea is the single idea, concisely stated.

Select the correct option

average important
O

least important
®

| most important
S &

none of the above

O




Question # 7 of 10 { Start time: 10:17:20 PM, 29 June 2022 ) Total Marksa: 1

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

Select the correct option

True
O




Question # 9 of 10 { Start time: 10:18:54 PM, 29 June 2022 ) Total Marks: 1

Choose the best option:
Customer services is a department of an organization that
responds to

Select the correct option

explanations
O

suggestions
O

inquiries or complaints
O

orders
O




astion # 2 of 10 { Start time: 102016 P, 29 June 2022 )

An Order Letter is also known as:

)

None of the above

Click to Save Answer & Move to Mext Question




Question # B of 10 { Start time: 10:18:08 PM, 29 June 2022 ) Total Marks: 1

An indirect organizational plan is a technical way to express |
a bad news and helps us to avoid a

Select the corract option

blunt no h
O

fair decision
O

negative decision
O

buffer
®)




(Question # 3 of 10 [ Start time: 10:27:22 PM, 29 June 2022 )

Which of the following is an essential component of
employment process?

Select the correct option

References
@)

Recommendations
.

References and Recommendations

2 k
Reflections

@)

Chick to Save Answer & Move to Mext Question




tion # 4 of 10 { Start time: 10:22:32 PW, 29 June 2022 )

se the direct approach when the audience is

1 the cormect option

eager and displeased

eager and interested

h

interested and displeased

interested and neutral




A ) 2 [OIOWITIY dlie exilieltiely [ 1D O ) = 8
to hire, admit an individual and to award a scholarship or
grant?

Select the correct option

Recommendation letters
O ’

Transmittal letters
O

Acceptance letters
®

Job application letters
O




ENG207:Quiz-Il Quiz Start Time: 09:59 PM, 29 June 2022

Question # 5 of 10 { Start time: 10:03:32 PM, 29 June 2022 ) Total Marks: 1

Choose the correct option.
To decode a message is to:

Saelect the cormrect option

Reject a message
O

Interpret a message
O

Evaluate a message
o)

Translate ideas into code
O




Question # 4 of 10 { Start time: 10:02:32 PM, 29 June 2022 ) Total Marks: 1

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

Select the correct aption

job application letter
O

acceptance letter
O

| “inquiry letter s
O

recommendation letter

O




Question # 3 of 10 { Start time: 10:01:28 PM, 29 June 2022 ) Total Marks: 1

|dentify the statement which should NOT be included in
‘NECESSARY DETAILS’ section of a positive message.

Salect the comrect option

Satisfy reader's information needs.
O

Emphasize positive aspects of the news.

Provide buffer statement.

pleastgrl

Reinforce positive tone.
O




Which of the following are extremely important in decisions
to hire, admit an individual and to award a scholarship or
grant?

Select the correct option

Recommendation letters
D .
| Transmittal letters

O

Acceptance letters
O

Job application letters
O




ustomer service correspondence may be in letterhead or
postcard format.

the comect option

True




The two basic strategies to communicate bad news
message are the direct plan and the indirect plan.

plect the comect option
False
O




pstion # 9 of 10 [ Start time: 10:06:06 PM, 29 June 2022 ) Total Mar

Department is the department of an organization
hat responds to inquiries or complaints from customers of
hat organization.

et the correct option

None of the above
®)

Quality Assurance
O

Human Resource
O

Customer Services
O




Question # 10 of 10 { Start time: 10:06:49 P, 29 June 2022 ) Total Marks: 1

Various techniques are used to generate correspondence
back to the customer.

Saelect the comrect option
True
@]




Which of the following are appropriate for large orders?

Select the correct option

' Buffer

Direct Requests

Indirect Requests

| Acknowledgements




