A persunane plan i similar to

select the correct option
goad-naws plan

collaborotive plon

direct-faqusat plan

bod-news plan

O
O
&
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In e-rmailing systam contains names, addresses, and somatimas other inforrmmotion obout eoch user to find the ernall oddrass

you need to send o message.

select the correct option

O

Cotalogus

Thesdurus

Dirackory

ctionary

O
O
QO




A ind of = oCccurs when sirongers meel eoch other. seexing fo defierming which topics are occeploble ond uncontroversd

i
:
3
H

|

Hone of above

o o o o




Question # 10of 10 ( Start time: 03:19:50 PM, 30 December 2022 )

The section may include information about the message composer, the typist, and sometimes word processing data.

i sl e~ i N e i il

Select the correct option

reference

O

opening

none of above

closing

O
O
O




Question # 7 of 10 ( Start time: 08:58:37 PM, 30 December 2022 )

is an aptional part of the letter wriling.

Select the correct option

Complimentary close

O

Heading

Attention line

Relerence Section

O
@
a






#7010 ( Stort time: 10:39:12 PM, 30 December 2022)

_ the writer seeks information withoul Intention to bu

Select the correct option

O

Reqguest Lattar

General Requasy

i .
| Positive Request

| Persuasive Reguest
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iInformation about a product or services?




Fill in the following blank with the oppropriate optlon
The newest fox rmochines use cgital transmiesion ond they con transmit o pogeas in less thon

select the correct option

O

2

e
@
L




APDA atonds for

Iﬂmmu:-nﬂ'nﬂnplinn

Attention, iIntarest, Demaond, Attsmipt

Accuracy, Interest, Dasire, Action

Attroction intasrest, Dasire, Acton

Attention, infemest, Dedire, Action

O
®
O




Whech of the following is NOT the atratagy for a good online writing style?

Select @umﬂmnpdnn

| Use thHe-active voica,

Lise amotional response.

Avoid slang

remove amblguous and unnecessor

®
®
®




Iclerritity the statement os “True” or False’.

An inguiry letter osks for nformotion about products or seracas tha witer is intarested in purchosing.

select the correct option

Falsa

True




We use Inductive approoch when the redguest requres no specicl tock or pedsuasion.

select the correct option

Falsa










End positively and friendly, stating clearly the desired action and offering any further helpis ___ _

Select the correct option

Agreement

Inductive Approach

Basic Organizational Plan

O
O Deductive Approach v
®




Keaping In mind the basic components of an email system, fill in the following blank with the correct option

tach emall systemusesa __ _____ _ thot describes the structure of the message.

Select the correct option

all of the above
®

Doarg

protocol

page

O
O
O







Select the correct option

- | Indlirect
)|

! ST
| all of the above

direct

e | TR




A negative answer to a request should begin with _

e

Select the correct option

the facts you need to present

O

a regretful ‘no” by using the direct approach

a neutral opening

an explanation

O
O
QO




Buffer can be of ————— types.

Select the correct option

O 8

O
O
O




is an expression of courtesy to put your reader in a friendly frame of mind.

e - - - s -

Select the correct option

None of above

O

Complimentary close

Copy Notation

Salutation

O
O
O




A request for cooperation, gifts or favors, without any Intention to buy or sell Is a

Select the correct option

Direct request

Farsuasive request

Indirect request

Personal request

O
O
U




Which of the following aims at gathering specific information?

Select the correct option

Letter of information

O

Letter of claim

Letter of request

O
O
O

Letter of inguiry '




You write afan = letter when someone in your own organirotion makes a suggestion that proves worthwhile

Select the correct option

appleciation

recommeanaation

condolence

ordar




ina the writer seeks information without intention to buy or sell.

Select the carrect option
Persuasive Request

Request Letter

O

General Request
O ¢
O

Positive Request




Which of the following letters can be called 'morale bullders'?

Select the correct option
sympathy letters
()
Welcome letters
@
Collection letters

Sales letters




What type of letter will you write to ask questions about a new pockoge advertised by the saoftware manulacturer that you
cannot check locally?

Select the correct option

O Solicited Inguiry letter

Unsolicited inguiry letter

General request stter

Ad|ustment letter

O
O
O




A letter of —————- - gays ‘thank yvou” and implies “well done™

5elect the correct option

irvitcrtson

confirmation

appomtrment

OpEpreciation




Proviclireg practical information is on ottribute of effective business communication.

5elect the correct option

Trus

O

Falsa




Inductive approoch consists of

Select the correct option
2

9




Which of the following approcch is used o write o letter of thanks to o customer for plocing a large ordar?

select the correct option

Indirect

Parsudsive

All of the obove

Diract




Subscnbers o electmnic moil services are caltad

select the correct option

Messengeie

Agenis
Lisars
CUStomars




in the message beglins with on attention-getting statement

Select the correct option

good will request

O

all of above

U

direct regueat

@

-| persuasive request




Emall etiquette requires that

;elect the correct option

@

one should send the message anonymously

one should keep the message short

one should write the message in all capitals

one should leave the subject line blank




uestion # 3 of 10 ( Start time: 08:31:47 PM, 30 December 2022 )

We need 1o understand the rules, or the "culture,” of the environment in order to communicote,

elect the correct option

True

@

Faolse




Juestion # 4 of 10 { Start tima: 08:32:53 PM, 30 Docoember 2022 )

Gat-well wishes dnd Sympaothy lotters ore written when a personal friend or a business ocguointanoe is

select the correct option

lecaving

purchasing

O | O| O

@,

v




When datermining the scope of o message, 0 writer should considear

Select the correct option

haw technloal the docurnent should be

®

the level of detail the oudience noeds

W

All of the chova

whal formal the-gudience expeacls

O | O
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We need to understand the rules, or the "culture,” 'of the environment in order to communicate.

Select the correct option

True

@,

False
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Which aof the f-:ﬂlnwing Epprl:-ul::h s used to write a ietter for rnl:l.'nng o rasarvation in o hobat?

Select the correct option

Persicsve

()

indirect

O

D Direct

All o1 the cbowe




When writing a buffer, you need to avoid

Select the correct option

O

Irrelevant sentences

Apologizing

Saying no

O
O
O

Above all ’



