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Fall 2009
Question No: 1 ( Marks: 1 ) - Please choose one

Which of the following is unsurpassed in its ability to depict the composition of a whole?

► Pie Charts (Page 118)

► Flow Charts

► Organizational Charts

► Schedule Charts

Question No: 2 ( Marks: 1 ) - Please choose one

Which of the following accurately convey the actual appearance of things?

► Graphs

► Diagrams (Page 119)

► Charts

► Tables

Question No: 3 ( Marks: 1 ) - Please choose one

Which of the following are functional units that revolve around a single thought?

► Paragraphs (Page 59)

► Passages

► Fragments

► Documents

Question No: 4 ( Marks: 1 ) - Please choose one

Which of the following aims at gathering specific information?

► Letter of claim

► Letter of request

► Letter of inquiry (Page 66)

► Letter of information

Question No: 5 ( Marks: 1 ) - Please choose one

Which is the most polite expression?

► Can I help you?

► Could I help you?

► May I help you?

► Should I help you?

Question No: 6 ( Marks: 1 ) - Please choose one

Which signature is the most formal?

► Love,

► Yours faithfully,

► Best wishes,

► Best regards,

Question No: 7 ( Marks: 1 ) - Please choose one

How many punctuation styles are usually used in business communication?

► One

► Two

► Three

► Four

Question No: 8 ( Marks: 1 ) - Please choose one

What is meant by the term 'Connotative'?

► It refers to the literal meaning of words.

► It refers to the associations that are connected to a certain word. (Page 57)

► It refers to general meaning of words.

► It refers to cognitive meaning of words.

Question No: 9 ( Marks: 1 ) - Please choose one

Which of the following composition process is used in general and specific purpose while developing

profile?

► Composing business message

► Defining objectives

► Bad news message

► Planning business message (Page 173)

Question No: 10 ( Marks: 1 ) - Please choose one

Feeling nervous leads speakers to:

► Improperly evaluate themselves

► Forget their speech

► Eliminate their anxiety

► Exaggerate their anxiety.

Question No: 11 ( Marks: 1 ) - Please choose one

"I am currently studying veterinary medicine, and I am working part-time at an animal clinic." This

statement in the introduction of the speech could best be described as:

► Gaining attention

► Revealing the topic

► Establishing credibility

► Bragging
Question No: 12 ( Marks: 1 ) - Please choose one

What type of questions is used in both factual information and underlying feelings?

► Multiple questions

► Objective questions

► Subjective questions

► Open-ended questions (Page 154)

Question No: 13 ( Marks: 1 ) - Please choose one

AIDS stands for:

► Attention Immunodeficiency Syndrome

► Acquired Implement System

► Acquired Immunodeficiency Syndrome (Page 147)

► Attention Implement System

Question No: 14 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► A friendly-little dog is all I need for company.

► A friendly little dog is all I need for company.

► A friendly, little dog is all I need for company.

► A friendly; little dog is all I need for company.
Question No: 15 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► The actresses costumes looked beautiful on them.

► The actresse's costumes looked beautiful on them.

► The actresses' costumes looked beautiful on them.
► The actress' costumes looked beautiful on them.

Question No: 16 ( Marks: 1 ) - Please choose one

Choose the sentence with the correct comma placement.

► We will grant you immunity, if you decide to cooperate with us.

► We will grant you immunity, if you decide, to cooperate with us.

► We will grant you immunity if you decide, to cooperate with us.

► We will grant you immunity if you decide to cooperate with us.
Question No: 17 ( Marks: 1 ) - Please choose one

Which of the following punctuation refers to explain some points within the sentence?

► Dash

► Colon (Page 139)

► Semicolon

► Ellipsis

Question No: 18 ( Marks: 1 ) - Please choose one

Choose the sentence with the correct punctuation.

► I need a few items at the store clothespins, a bottle opener, and napkins.

► I need a few items at the store; clothespins, a bottle opener, and napkins.

► I need a few items at the store: clothespins, a bottle opener, and napkins.

► I need a few items at the store, clothespins, a bottle opener, and napkins.
Question No: 19 ( Marks: 1 ) - Please choose one

Choose the sentence with the correct punctuation.

► Clothes are often made from synthetic material; for instance, rayon.

► Clothes are often made from synthetic material, for instance, rayon.

► Clothes are often made from synthetic material, for instance: rayon.

► Clothes are often made from synthetic material, for instance; rayon.
Question No: 20 ( Marks: 1 ) - Please choose one

Identify the correct subjects and verbs. The subjects are in bold and the verbs are underlined.

► The insurance agent gave her sound advice.

► The insurance agent gave her sound advice.

► The insurance agent gave her sound advice.

► The insurance agent gave her sound advice.
Question No: 21 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► Please contact me, if you have any questions.

► If you have any questions, please contact me.

► Please contact me if you have any questions.

► If you have any questions; please contact me.
Question No: 22 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► Wherever we go people recognize us.

► Wherever we go, "people" recognize us.

► Wherever we go; people recognize us.

► Wherever we go, people recognize us.
Question No: 23 ( Marks: 1 ) - Please choose one

Software functional specs usually contain:

► Assumptions, resources

► Cost target, Maintenance

► A & b (Page 122)

► Orientation specs and Functional specs

Question No: 24 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► "Your right to be concerned" said one veterinarian. "I would like to take a look at your dog."

► "Your right to be concerned, said one veterinarian, "I would like to take a look at your dog."

► "You're right to be concerned" said one veterinarian. "I would like to take a look at your dog."

► "You're right to be concerned," said one veterinarian. "I would like to take a look at your

dog."
Question No: 25 ( Marks: 1 ) - Please choose one

The act of considering or examining something in order to judge its value shows:

► Credibility

► Evaluation

► Conciseness

► All of them
Question No: 26 ( Marks: 1 ) - Please choose one

Which of the following mechanics are used to shorten phrases in order to save space or to avoid awkward

repetition of phrases?

► Abbreviations

► Capitalizations

► Acronyms (Page 147)

► None of the above

Question No: 27 ( Marks: 1 ) - Please choose one

Which of the following mechanics is used to denote a number of things on a list one by one?

► Symbols

► Equations

► Acronyms

► Enumeration (Page 148 and 29)

Question No: 28 ( Marks: 1 ) - Please choose one

Which of the following should be done when writing recommendation letters?

► Include only relevant and factual information.

► Avoid value judgments.

► Balance criticisms with favorable points.

► All of the above
Question No: 29 ( Marks: 1 ) - Please choose one

The Introduction of a report answers:

► Proposal

► Facts of report

► Conclusions and Recommendations

► Reader questions. (Page 87)

n the introduction of a report, you answer your readers’ question,

Question No: 30 ( Marks: 1 ) - Please choose one

Which one of the following is an example of a progress report?

► Bid to write training manuals for a health care corporation.

► Presentation of the policies and procedures required by a health care corporation.

► .Report on research done to ascertain whether online multimedia training for health care

professionals is a viable option.

► Summary of the end-of-year-one status of a two-year project to develop multimedia-based

training modules for healthcare professionals.

Question No: 31 ( Marks: 1 ) - Please choose one

Which of the following is unsurpassed in its ability to depict the composition of a whole?

► Pie Charts (Page 118)

► Flow Charts

► Organizational Charts

► Schedule Charts

Question No: 32 ( Marks: 1 ) - Please choose one

Which of the followings are like good mail order forms, although they also provide more room for

explaining special needs.

► Order letters (Page 70)

► Adjustment letters

► Inquiry letters

► Deposit letters

Question No: 33 ( Marks: 1 ) - Please choose one

Which of the following presents the main idea before the supporting data?

► Strategic plan

► Indirect plan (Page 74)

► Direct plan

► Business plan

Question No: 34 ( Marks: 1 ) - Please choose one

Which of the following sentences gives instructions?

► Open your book and turn to page twenty-five.

► You open your book and turn to page twenty-five.

► Do you open your book and turn to page twenty-five.

► Can you open your book and turn to page twenty-five.

Question No: 35 ( Marks: 1 ) - Please choose one

Which is farthest in the past?

► couple of days

► last week

► a day before yesterday

► a month ago

Question No: 36 ( Marks: 1 ) - Please choose one

How can you make the following statement Concise?

‘There are only four rules of our company and every employee is bound to follow these rules.’

► Four rules must be observed. (Page 33)

► There are four rules that must be observed.

► You must follow the rules.

► Follow the rules.

Question No: 37 ( Marks: 1 ) - Please choose one

Which of the following is a nonverbal communication conveyed by posture and

movement?

► Expressions

► Body language

► Nodding of head

► Smile
Question No: 38 ( Marks: 1 ) - Please choose one

Which of the following composition process is used in general and specific purpose while developing

profile?

► Composing business message

► Defining objectives

► Bad news message

► Planning business message (Page 173)

Question No: 39 ( Marks: 1 ) - Please choose one

How will you define building credibility?

► Try to earn confidence of strangers especially those predisposed to be skeptical or

antagonistic. (Page 164)

► Giving your audience a preview what’s ahead add to your authority and more importantly, helps

people understand your message.

► Arousing audience’s interest

► The relationship you have with your audience

Question No: 40 ( Marks: 1 ) - Please choose one

How can we hold audience’s attention?

► Plan to devote half of your time on audience’s behavior

► Present every point in light of audience’s needs and values. (Page 166)

► By changing tone of voice

► None of them

Question No: 41 ( Marks: 1 ) - Please choose one

When analyzing an audience during the speech, the first thing the speaker should be aware of is the

audience's:

► Evaluation

► Understanding

► Motivation

► Attention (not sure)

Question No: 42 ( Marks: 1 ) - Please choose one

What is meant by self-oriented roles?

► Showing relationship among ideas

► Calling attention to oneself and demanding recognition from others. (Page 157)

► Drawing out other members by showing verbal and non verbal support, praise or agreement

► Suggesting decision-making procedures

Question No: 43 ( Marks: 1 ) - Please choose one

---------is used to enclose one or more entire sentences that add relevant but not essential detail to the main

discussion.

► Ellipses

► Exclamation marks

► Parentheses (Page 145)

► Brackets

Question No: 44 ( Marks: 1 ) - Please choose one

Identify the correct subjects and verbs. The subjects are in bold and the verbs are underlined.

► In the newspaper, an interesting article appeared.

► In the newspaper, an interesting article appeared.

► In the newspaper, an interesting article appeared.

► In the newspaper, an interesting article appeared.
Question No: 45 ( Marks: 1 ) - Please choose one

Identify the correct subjects and verbs. The subjects are in bold and the verbs are underlined.

► The insurance agent gave her sound advice.

► The insurance agent gave her sound advice.

► The insurance agent gave her sound advice.

► The insurance agent gave her sound advice.
Question No: 46 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► I am asking if you would like to rollerblade together tomorrow?

► I am asking "if you would like to rollerblade together tomorrow"?

► I am asking "if you would like to rollerblade together tomorrow."

► I am asking if you would like to rollerblade together tomorrow.
Question No: 47 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► Wherever we go people recognize us.

► Wherever we go, "people" recognize us.

► Wherever we go; people recognize us.

► Wherever we go, people recognize us.
Question No: 48 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► Whenever, Cheryl, is in town she visits her sister.

► Whenever Cheryl, is in town she visits her sister.

► Whenever Cheryl is in town she visits her sister.

► Whenever Cheryl is in town, she visits her sister.
Question No: 49 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► Carl worried about the hurricane; but tried to stay calm and help his family.

► Carl worried about the hurricane; but tried to stay calm, and help his family.

► Carl worried about the hurricane but tried to stay calm and help his family.

► Carl worried about the hurricane but tried to stay calm, and help his family.
Question No: 50 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► That is a promise that cannot be broken.

► That is a promise who cannot be broken.

► That is a promise whom cannot be broken.

► That is a promise which cannot be broken.
Question No: 51 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► The alarm clock went off at 4:00 o'clock.

► The alarm clock went off at four p.m. o'clock.

► The alarm clock went off at four o'clock.

► The alarm clock went off at four o'clock p.m.
Question No: 52 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► She will go to her grave with some secrets said Wendy.

► "She will go to her grave with some secrets," said Wendy.

► "She will go to her grave with some secrets" said Wendy.

► "She will go to her grave with some secrets." said Wendy.
Question No: 53 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► When I noticed that our dog cut it's paw, I called the veterinarian right away.

► When I noticed that our dog cut it's paw; I called the veterinarian right away.

► When I noticed that our dog cut its paw, I called the veterinarian right away.

► When I noticed that our dog cut its paw; I called the veterinarian right away.

Question No: 54 ( Marks: 1 ) - Please choose one

----------------- is a list of source materials on a particular subject.

► Index

► Bibliography

► Appendixes

► Glossary
Question No: 55 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► As the invitation stated, we'll see you on the tenth for our reunion.

► Like the invitation stated, we'll see you on the, tenth for our reunion.

► As the invitation stated, we'll see you the: tenth for our reunion.

► Like the invitation stated, we'll see you: the tenth for our reunion.
Question No: 56 ( Marks: 1 ) - Please choose one

Which of the following aspect denotes the necessary research and organizing ideas?

► Informal letter

► Report production (Page 84)

► Manuscript

► None of them

Question No: 57 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► That is a problem who can't be solved without a calculator.

► That is a problem that can't be solved without a calculator.

► That is a problem whom can't be solved without a calculator.

► That is a problem which can't be solved without a calculator.
Question No: 58 ( Marks: 1 ) - Please choose one

How many types of criteria are used in proposal?

► Two

► Three

► Four (Page 61)

► Five

Question No: 59 ( Marks: 1 ) - Please choose one

Which of the following statement does not apply to the element of “discussion” in a report?

► It should be consistent with the study results.

► It should not go beyond the study results.

► It should generally be distinct from the results.

► In qualitative studies, keeping it distinct from results is difficult.

Question No: 60 ( Marks: 1 ) - Please choose one

Which one of the following is more effective Technical Communication?

► Oral communication

► Mata communication

► Non verbal communication

► Written communication
