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

Which one of these words is not a synonym for "business"?

► capital

► enterprise

► project

► venture

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

In which of the following bars are replaced by drawings that represent the thing described?

► Bar graphs

► Line Graphs

► Pictographs (Page 118)

► Photographs

Question No: 3 ( 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: 4 ( Marks: 1 ) - Please choose one

Which question is used to ask about residential status?

► What's your address?

► Where are you from?

► Where do you belong to?

► Please sign here.

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

Which question asks for advice?

► What would you like to know?

► What should I do with my plastic bottles?

► I'm afraid I don't know where the entrance is.

► May I help you in any way?

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

Why style guides are widely used in organizations?

► To achieve a uniform document

► To achieve consistency of style

► To achieve good results

► Both i & ii

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

Claim letter is also called:

► Transmittal letter

► Credit refusing letter

► Adjustment letter (Page 71)

► Complaint letter

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

Which of the following can be defined as follows

“It is not merely politeness with mechanical insertion of ‘please’ and ‘thank you’, rather it is

politeness that grows out of respect and concern for others.”

► Clarity

► Courtesy (Page 45)

► Consideration

► Credibility

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

Where we use proper tone from the beginning in a reasonable and understandable way?

► Neutral news message

► Bad news message (Page 174)

► Good news message

► Business message

Question No: 10 ( 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: 11 ( Marks: 1 ) - Please choose one

Something that stands for or represents something else, especially an object representing an abstraction is

called:

► Pagination

► Symbol

► Equation

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

Choose the correct sentence.

► Your award is richly-deserved.

► Your award is richly deserved.

► Your award is richly, deserved.

► Your award is richly; deserved.
Question No: 13 ( Marks: 1 ) - Please choose one

Which word in the following sentence should contain an apostrophe?

Phillipa cannot go to her friends party because her parents have no cars.

► can’not

► parents’

► friend’s

► car’s

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

Choose the correct sentence.

► The tomatoes whom grow in her garden are unlike those you buy in a store.

► The tomatoes who grow in her garden are unlike those you buy in a store.

► The tomatoes that grow in her garden are unlike those you buy in a store.

► The tomatoes which grow in her garden are unlike those you buy in a store.
Question No: 15 ( 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: 16 ( Marks: 1 ) - Please choose one

Choose the sentence with the correct punctuation.

► I have been to San Francisco, California, Reno, Nevada, and Seattle, Washington.

► I have been to San Francisco California; Reno Nevada; and Seattle Washington.

► I have been to San Francisco, California; Reno, Nevada; and Seattle, Washington.

► I have been to San Francisco California, Reno Nevada, and Seattle Washington.
Question No: 17 ( 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: 18 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► The elections will be held on the first Tuesday, of November, 2008.

► The elections will be held, on the first Tuesday of November 2008.

► The elections will be held on the first Tuesday of November, 2008.

► The elections will be held on the first Tuesday of November 2008.
Question No: 19 ( 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: 20 ( Marks: 1 ) - Please choose one

Choose the correct sentence.

► Jan asked? "What did Joe mean when he said, 'I will see you later.'"

► Jan asked, "What did Joe mean when he said, 'I will see you later?'"

► Jan asked, "What did Joe mean when he said, 'I will see you later'?"

► Jan asked, "What did Joe mean when he said, 'I will see you later'"?
Question No: 21 ( Marks: 1 ) - Please choose one

Which of the following report is often used when sending information to a reader outside the organization?

► Letter reports (Page 63)

► Business reports

► Formal reports

► Informal reports

Question No: 22 ( 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: 23 ( Marks: 1 ) - Please choose one

Which of the following reports represent prefatory parts, text and supplementary parts?

► Formal reports (Page 84)

► Informal reports

► Analysis reports

► Progress reports

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

How many elements are found in general superstructure of reports?

► Three

► Two

► Six (Page 86)

► Five

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

While practicing your speech you should do all of the following except:

► Finish your speech without stopping to correct errors or to restart

► Practice in a singular setting

► Keep practice sessions brief

► Practice in various settings

Question No: 26 ( Marks: 1 ) - Please choose one

Which of the following proposal section is related to researcher’s investigation?

► Justification of the study

► Research question. (Page 93)

► Definition of terms

► Purpose of the study

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

How many elements are found in conventional superstructure for instructions?

► Three

► Four

► Five (Page 112)

► Two

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

Choose the correct sentence.

► You are my friend, however, I cannot afford, to lend you any more money.

► You are my friend, however; I cannot afford to lend you any more money.

► You are my friend: however I cannot afford to lend, you any more money.

► You are my friend; however, I cannot afford to lend you any more money.
Question No: 29 ( Marks: 1 ) - Please choose one

How many categories of role playing are used in meetings?

► Three (Page 22)

► Two

► Four

► Five

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

How many elements are found in the conventional superstructure of a progress report?

► Three

► Four

► Five (Page 101)

► Six

Question No: 31 ( Marks: 1 )

Choose the sentence with the correct punctuation.

► I wanted a cup of coffee not a glass of milk.

► I wanted a cup of coffee: not a glass of milk.

► I wanted a cup of coffee, not a glass of milk.

► I wanted a cup of coffee; not a glass of milk.
Question No: 32 ( Marks: 1 )

Choose the correct sentence.

► One-third of the eligible population tend not to vote in national elections.

► One-third of the eligible population are tending not to vote in national elections.

► One-third of the eligible population have tended not to vote in national elections.

► One-third of the eligible population tends not to vote in national elections.
Question No: 33 ( Marks: 1 )

Which one of the following component is not a part of planning written message?

► Developing the main idea

► Construct an outline

► Estimate the appropriate length (Page 46)

► Handle audience’s questions effectively

Question No: 34 ( Marks: 1 )

Feeling nervous leads speakers to:

► Improperly evaluate themselves

► Forget their speech

► Eliminate their anxiety

► Exaggerate their anxiety.

Question No: 35 ( Marks: 1 )

Which one of the following questions that produce specific information, save time, requires less effort to

answer, and eliminate bias and prejudice in answers?

► Open-ended questions

► Close-ended questions (Page 155)

► Subjective questions

► Objective questions

Question No: 36 ( Marks: 1 )

AIDS stands for:

► Attention Immunodeficiency Syndrome

► Acquired Implement System

► Acquired Immunodeficiency Syndrome (Page 147)

► Attention Implement System

Question No: 37 ( Marks: 1 )

Which of the following messages aim to influence audiences who are inclined to resist, so they depend heavily

on strategic planning?

► Considerate messages

► Courteous messages

► Informative messages

► Persuasive messages (Page 76)

Question No: 38 ( Marks: 1 )

Which form is correct in most situations?

► Could you help me? (Not sure)

► Help me?

► Excuse me; I was wondering if you could possibly help me?

► I need help.

Question No: 39 ( Marks: 1 )

Choose the correct sentence.

► He is a happily-married man.

► He is a happily married man.

► He is a happily, married man.

► He is a happily; married man
Question No: 40 ( Marks: 1 )

In the following sentence, which word is there a missing apostrophe?

My parents and their friends often visit each others houses.

► House’s

► Parent's

► Other’s

► Friend’s

Question No: 41 ( Marks: 1 )

What punctuation mark should complete the following sentence?

John was angry and shouted at his son, “Go to your room now!

► Question mark

► Full stop

► Speech mark

► Comma

Question No: 42 ( Marks: 1 )

Which of the following proposal section refers to discussion of results?

► Conclusion (Page 123)

► Budget

► Procedure

► None of the above

Question No: 43 ( Marks: 1 )

Which of the following speech offers a verbal explanation of a complex process?

► Explanatory speech

► Instructional speech

► Demonstration speech

► Oral briefing

Question No: 44 ( Marks: 1 )

_______________ is a matter of grouping or clustering ideas clearly.

► Visualization

► Simplification

► Effective organization

► Word choice

Question No: 45 ( Marks: 1 )

Which of the following would be unethical to use in a persuasive message?

► Consideration of audience needs

► The "you" attitude

► Manipulation

► Persuasion
Question No: 46 ( Marks: 1 )

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: 47 ( Marks: 1 )

Choose the sentence with the correct comma placement.

► You are I am sure, telling the truth.

► You are I am sure telling, the truth.

► You are, I am sure, telling the truth.

► You are, I am sure telling the truth.
Question No: 48 ( Marks: 1 )

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: 49 ( Marks: 1 )

Which is farthest in the past?

► couple of days

► last week

► a day before yesterday

► a month ago

Question No: 50 ( Marks: 1 )

Which phrase should be used while making a presentation ?

► Please feel free to interrupt me with questions.

► Don't disturb me while I'm presenting these statistics.

► No, you're wrong. We need more staff.

► Please! No interruptions during the presentation.

Question No: 51 ( Marks: 1 )

Which Three types of readers usually exist?

► Phantom Readers, Future Readers, Complicated Readers

► Future Readers, Complex Readers, Complicated Readers

► Future Readers, Complex Readers, Technical Readers

► Phantom Readers, Future Readers, Complex Readers (Page 23)

Question No: 52 ( Marks: 1 )

Which of the following aspect represents a series of events that tells the reader what happened?

► Description

► Analysis

► Narration (Page 129)

► Improved version

Question No: 53 ( Marks: 1 )

Which of the following feature should be placed either immediately before or immediately after the noun?

► Adverb modifiers

► Dependent clause

► None of them

► Modifiers of noun (Page 132)

Question No: 54 ( Marks: 1 )

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: 55 ( Marks: 1 )

Choose the correct sentence.

► Jan asked? "What did Joe mean when he said, 'I will see you later.'"

► Jan asked, "What did Joe mean when he said, 'I will see you later?'"

► Jan asked, "What did Joe mean when he said, 'I will see you later'?"

► Jan asked, "What did Joe mean when he said, 'I will see you later'"?
Question No: 56 ( Marks: 1 )

What is meant by attitudes?

► Judgments of right and wrong

► Observable actions

► Statements of approval or disapproval

► Statements of truth

Question No: 57 ( Marks: 1 )

Which of the following element refers to brief overview of report’s most important point?

► Synopsis

► Executive Summary

► Contents

► Bibliography
Question No: 58 ( Marks: 1 )

What should be the purpose of visual aids?

► To make the document interesting

► To provide information

► To simplify the data

► All of the above

Question No: 59 ( Marks: 1 )

What is the last thing you need to do before you get ready to distribute your document?

► Designing

► Revising

► Proofreading (Page 60)

► All of the above

Question No: 60 ( Marks: 1 )

Which one of the following should be placed either immediately before or after the noun?

► Misplaced Modifiers

► Modifiers of Nouns (Page 132)

► Adverb Modifiers

► Dangling Modifiers

Question No: 61( Marks: 1 )- Please choose one

Fill in the blanks with appropriate words.

To create a memorable speech the subject of the speech should be related

to---------------.

► (a) Government’s needs.

► (b) Media’s needs

► (c) Audience’s needs (Page 166)

► (d) None of above

Question No: 62( Marks: 1 )- Please choose one

Which of the following should be essentially considered during speeches and presentations?

Ø Dress

Ø Time

Ø Microphone

Ø None of above

Question No: 63( Marks: 1 )- Please choose one

-------------- is a nonverbal communication conveyed by posture

and movement.

► expressions

► body language

► nodding of head

► none of the above

Question No: 64( Marks: 1 )- Please choose one

Implication of a word or a suggestion separate from the usual definition

is called

► Denotation

► Connotation

► none of the above
Question No: 65( Marks: 1 )- Please choose one

Buffer of a bad news should be

Ø explanatory

Ø neutral (Page 74)

Ø positive

Ø negative

Question No: 66( Marks: 1 )- Please choose one

All seven C's can apply to

► Oral communication

► Written communication.

► Both of the above. (Page 31)

► None of the above.

Question No: 67( Marks: 1 )- Please choose one

Written defamation is called

► Slander

► Libel

► Written disagreeable opinions.

► None of above.
Question No: 68( Marks: 1 )- Please choose one

A semicolon is more --------- than the comma.

► Formal

► Informal

► Useful.

► None of above.
Question No: 69( Marks: 1 )- Please choose one

Salutations are used in

Ø memorandums

Ø Letters (Page 63)

Ø Informal speech.

Ø None of above.

Ø

Question No: 70( Marks: 1 )- Please choose one

A visual consisting of parallel bars representing specific data is called

► Line graph

► Pictogram

► Bar graph

► None of above.
