NEW YORK STATE FBLA
BUSINESS COMMUNICATIONS
2008
PLEASE DO NOT OPEN THIS TEST UNTIL DIRECTED TO DO SO
Test Directions

1. Complete the information requested on the answer sheet.

PRINT YOUR NAME on the “Name” line.

PRINT the name of the event, BUSINESS COMMUNICATIONS on the “Subject” line.

PRINT the name of your CHAPTER on the “DATE” line.

2. All answers will be recorded on the answer sheet.

Please do not write on the test booklet.

Scrap paper will be provided.

3. Read each question completely before answering.  With a NO. 2 pencil, blacken in your choices completely on the answer sheet.  Do not make any other marks on the answer sheet, or the scoring machine will reject it.

4. You will be given 60 minutes for the test.  You will be given a starting signal and a signal after 50 minutes have elapsed.

5. Tie will be broken using the last 10 questions of the test.
Directions:  In the answer column mark the letter that identifies your choice of the correctly spelled word. If all words are spelled correctly, select “d”.

1.
(a)  receipt

(b) thorough

(c)  questionnaire
(d) all of these

2.  
(a)  convenient

(b)  intrest

(c)  garantee

(d) all of these

3.
(a)  aquire

(b)  knowlege

(c)  manufacturers
(d) all of these


4.  
(a)  bankrupcy

(b)  dissatisfaction
(c)  recomendation
(d) all of these


5.
(a)  occassion

(b)  bookeeper

(c)  weigh

(d) all of these


Select the correct spelling of the words shown in parentheses:

6.  Can you (accamadate, accommodate, accomodate) another guest?



(a)

(b)
 
(c)
7.  We (can not, cannot) attend the meeting next week.


    (a)          (b)

8.   What (per cent, precent, percent) of total sales does this represent?


          (a)         (b)          (c)


9.  When do you plan to mail the (questionnaire, questionnairre, questionare)?






  (a)                   (b)                    (c)

10.  They (offered, ofered, offerred) more than I ever expected.


         (a)         (b)
(c)

Should ance or ence be added to the following?





ance

ence

11. accord___

  (a)

  (b)

12. dilig___

  (a)

  (b)

13. experi___

  (a)

  (b)

14. resembl___

  (a)

  (b)

15. appli___

  (a)

  (b)


Should er, or, or ar be added to the following?





er

or

ar

16. advertis___

(a)

(b)

(c)

17. supervis___

(a)

(b)

(c)

18. profess___

(a)

(b)

(c)

19. prosecut___

(a)

(b)

(c)

20. calend___

(a)

(b)

(c)

Select the correct verb for each of the following sentences:

21.  Do you know when the foundation will be (lain, laid)?







    (a)    (b)

22.  The alarm sounds when the water has (risen, rose, raised).







(a)    (b)     (c)


23. How much money have they (risen, raised)?

        (a)      (b)

24. She instructed us to sell the stock when the price (rises, raises) to $25 per share.

   (a)     (b)

25.  A special panel, according to Ms. Hayworth, is responsible for (sitting, setting) promotion policies.







 (a)         (b)

For each of the following groups, three words are similar in meaning.  Mark the letter identifying the word that does not have the same meaning as the other words.

26.  
(a)  nearby

(b)  convenient


(c) remote

(d)  adjacent

27.  
(a)  send

(b)  transmit


(c)  retain

(d) convey

28. 
(a)  insignificant
(b)  minute


(c) petty
     (d)  considerable

29.
(a) expand

(b)  hinder


(c)  assist

(d)  promote

30.
(a)  surplus

(b)  deficiency


(c)  excess

(d)  profusion

Select the correct pronoun for the following:

31.  Perhaps it was (     I,       me) who forgot to return the contracts to the company’s legal staff.




(a)      (b)

32.  The general manager and (   us,     we)    district managers are concerned that economic conditions will affect sales.
    (a)      (b)

33.  Just between you and (  I,    me   ), do you really believe that the sales goal is realistic?




       (a)     (b)

34.  Frankly, Jack, if I were (  she,   her ), I would not invest in such high-risk stocks.



 
(a)     (b)

Select the letter that correctly completes each question:
35. What does the French word resume mean?  

A. Something resumed

B. A conversation 

C. A summary

D. The main dish of a meal

36. What does the Latin term pro rata mean?

A. Professional rates

B. According to the rates

C. Concerning

D. Proportionately

37. Which of the following means “for each year”?
A. Per capita

B. Per diem

C. Per annum

D. Per se

Identify the word that is spelled correctly in each of the following groups?

38.  
(a) wholy

(b)  accommodate

(c) symetry

39.  
(a)  specificaly

(b)  recolect


(c) statistical 



40.  
(a)  hindrence

(b)  necesitate


(c)  knowledgeable




41.
(a)  likelihood

(b)  adviseing


(c)  menice

42.  
(a)  offerred

(b)  convenient


(c)  can not
What is the correct two letter abbreviation for the following states?

43.  Alaska

(a) AL

(b)  AS

(c)  AK

44.  Maryland

(a) MD

(b)  MA
(c)  ML

45.  Montana

(a)  MO
(b)  MT
(c)  MA

Select the correct word for each sentence.  

46.  A special committee on (a) women’s (b) womens’ rights was authorized by the mayor in an effort to achieve equality among all city employees.

47. Most of the (a) secretary’s (b) secretaries whom we surveyed said that they prefer taking their vacations during the months of July and August.
48. Has Janice (a) taken (b) took all the file folders to Mrs. Harp?

49. The Board of Directors believes that the drop in stock prices will not (a) affect (b) effect our marketing potential.

50. The Admissions Office will not be able to (a) accept (b) except any late applications.

51. During the past year we have experienced (a) to (b) too (c) two much controversy in this office.

52. Please be sure to (a) cite (b) sight (c) site several authorities in your term paper on farm labor laws.

53. We were (a) all ready (b) already to release this new product when we discovered a defect in its manufacture.

54. One of our (a) principal (b) principle stockholders has requested more information about the proposed building projects.

55. Our main office will be moved to the state (a) capital (b) capitol in January.

56. Unfortunately, the color of the wall paint selected by the decorator does not (a) complement (b) compliment the office carpeting.

57. Before we look into this matter (a) farther (b) further, may I please have the invoice number of the order in question.

58. We appreciate your valuable (a) assistance (b) assistants in planning and coordinating our annual sales conference.

59. Ms. Watson and Mr. Holmes spoke on computer software programs and personal computers, (a) respectfully (b) respectively.

60. Only the outside walls of this building are (a) stationary (b) stationery; all the inside ones are portable. 

61. Our company provides health care services to all (a) personal (b) personnel employed.
Punctuation Exercise:  Indicate on the Scantron answer sheet – A for Comma, B for Semi-Colon, C for Colon and D for No Punctuation Necessary wherever indicated by the blank line in each sentence.
62. We are enclosing your credit card___ Mr. Jones.

63. He will be in Syracuse ___ New York later this week.

64. Mr. Smith started work as a sales clerk___then he became a field supervisor.
65. The following items need to be ordered___ four shirts, two ties, and three belts.

66. When you write a letter ____ don’t be vague.

Select the letter of the best answer to each of the following statements on the Scantron answer sheet:

67.  Getting ready to listen means all of the following except


A.  sitting away from the speaker

B.  reading about the topic in advance


C.  getting mentally prepared

D.  turning your back on distracting sights and sounds

68. Note-taking should be used as a(n)

a. substitute for listening

b. aid to remembering

c. secondary source of facts

d. way to keep from betting bored

69. Making a favorable first impression is helped by all of the following except 

a. dress and grooming

b. good posture and carriage

c. facial expressions

d. the environment

70. The first thing you should do in preparing for a speech is
a. Adapt to your audience

b. Limit your subject

c. Determine your purpose

d. Prepare an outline

71. Indicating on a resume that you wish to pursue a career in marketing would be written under the heading
a. Education

b. Work Experience

c. Objective

d. Interests

72. Under the heading Experience in a resume you would put

a. Education

b. Work Experience

c. Objective

d. Interests

73. The subject line in a letter is found

a. Below the addressee’s name

b. After the salutation

c. After the inside address

d. After the date

74. The name of the company, address, and telephone company found at the top of the business letter is called the
a. Heading

b. Inside address

c. Return address

d. Letterhead

75. The salutation for a letter written to Ms. Karla Weinstein, would be

a. Dear Mrs. Weinstein

b. Dear Ms. Karla Weinstein

c. Dear Karla

d. Dear Ms. Weinstein

76. If a writer forgot to mention something in the body of the letter, he can add a 
a. Postscript

b. Memo

c. Blind carbon copy

d. Mailing notation

77. Something that is included with the letter in the same envelope is called a

a. Reference

b. Enclosure

c. Postscript

d. Carbon or photocopy

78. The continuation page heading should include
a. Name of addressee, page number

b. Name of addressee, name of writer, page number

c. Name of addressee, page number, date

d. Name of addressee, name of writer, date

79. Standard stationery is

a. 8 inches by 10 inches

b. 11 inches by 14 inches

c. 7.5 inches by 10.5 inches

d. 8.5 inches by 11 inches

80. A correct dateline is

a. April 1, 2008

b. 4/1/08

c. April 1st, 2008

d. April 1

81. Which sentence uses the correct verb?

a. Each of the recipients are going to get a prize.

b. Several copies of the minutes are in the file.

c. A number of respondents was pleased with their gifts.
d. Has everybody gave Kathy their answers?

82. Which sentence is correct?

a. Give this assignment to Jennifer or he, whoever has the lighter work load.

b. Are the Adamses the people who bought the bonds?

c. There’s perhaps ten good reasons why we should not renew our service contract.

d. As soon as he has wrote his first draft, let’s meet to edit the copy.
83. Which sentence uses the comma correctly?
a. Ellie went to the airport but returned immediately.

b. Bert will set up the booth Donna will distribute the handouts and I will run the projector.

c. To get her approval we must justify the reasons for the expenses.

d. Ms. Moore and Mr. Carter, of course will be the main speakers

84. Unfortunately, Gerry works with customers in a perfunctory way. Perfunctory means:

a. Secretive
b. Exhaustive

c. Hasty

d. Mechanical

85. With her knowledge of our procedures, Helen can help you to expedite the process.  Expedite means:
a. Cancel
b. Accelerate

c. Understand

d. Reverse

86. Angela did a prodigious amount of work in a very short time.  Prodigious means:

a. Sloppy

b. Overwhelming

c. Formal

d. Financial

87. Which of the following words is an antonym of the other three words?

a. Frighten

b. Alarm

c. Terrify

d. Calm

88. The plural of stepchild is:
a. Stepchilds

b. Step childs

c. Step children

d. stepchildren

89. The plural of daughter-in-law is:

a. Daughters-in-law

b. Daughter-in-laws

c. Daughters-in-laws

d. Daughter-in-law’s

90. Children often turn to reading for companionship, becoming lovers of books.  They become:

a. Jingoists

b. Bibliophiles

c. Stoics

d. Sagacious

91. Wise people disapprove the idea of violence.  They _____ violence.

a. Depreciate

b. Emulate

c. Procrastinate

d. Condemn
92. The new clerk frequently and openly disregarded the rules in the office.  His behavior was

a. Didactic

b. Flagrant

c. Circumspect

d. Commendable

93. Ron has the capacity to share another person’s ideas and feelings.  He shows much

a. Empathy

b. Sympathy

c. Pity

d. Friendliness

Directions:  Select the letter of the word that is closes in meaning to the word shown in italics.

94. indispensable

a. unnecessary

b. optional

c. essential

d. useless

95. eminent

a. famous

b. impending

c. early

d. insignificant

96. stupendous

a. dull

b. fickle

c. huge

d. ordinary

97. subsist

a. sustain
b. starve
c. die
d. inactive
98. escalate

a. climb

b. increase

c. ascend

d. restrict

99. nominal
a. substantial
b. monetary
c. appointed
d. trifling
100. implicate

a. pacify
b. involve
c. absolve
d. acquit
ANSWER KEY

	1.
	D
	26.
	C
	51.
	B
	76.
	A

	2.
	A
	27.
	C
	52.
	A
	77.
	B

	3.
	C
	28.
	D
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	A
	78.
	C

	4.
	B
	29.
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	79.
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	5.
	C
	30.
	B
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	80.
	A

	6.
	B
	31.
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	56.
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	81.
	B

	7.
	B
	32.
	B
	57.
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	82.
	A

	8.
	C
	33.
	B
	58.
	A
	83.
	A

	9.
	A
	34.
	A
	59.
	B
	84.
	D

	10.
	A
	35.
	C
	60.
	A
	85.
	B

	11.
	A
	36.
	D
	61.
	B
	86.
	B

	12.
	B
	37.
	C
	62.
	A
	87.
	D

	13.
	B
	38.
	B
	63.
	A
	88.
	D

	14.
	A
	39.
	C
	64.
	B
	89.
	A

	15.
	A
	40.
	C
	65.
	C
	90.
	D

	16.
	A
	41.
	A
	66.
	A
	91.
	D

	17.
	B
	42.
	B
	67.
	A
	92.
	B

	18.
	B
	43.
	C
	68.
	B
	93.
	A

	19.
	B
	44.
	A
	69.
	D
	94.
	C

	20.
	C
	45.
	B
	70.
	C
	95.
	B

	21.
	B
	46.
	A
	71.
	C
	96.
	C

	22.
	A
	47.
	B
	72.
	B
	97.
	A

	23.
	B
	48.
	A
	73.
	B
	98.
	B

	24.
	A
	49.
	A
	74.
	D
	99.
	D

	25.
	B
	50.
	A
	75.
	D
	100.
	B


