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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.
1. Several of _____ clerks are being promoted.

a. we

b. us

2. The memo specifically states what _____ employees are to do.

a. we

b. us

3. _____ sales representatives have a convention every year.

a. We

b. Us

4. All of ____ members want to be included in the discussion.

a. we

b. us

5. Ms. Rosco was determined to help _____ clerks understand the new tax rates.

a. we

b. us

      6.
We will hire _____ meets our requirements.


a.  whoever


b.  whomever

7.  He is the one _____ we interviewed first.

a. Who

b. Whom

8. They will give the prize to _____ bakes the best cake.  

a. whoever

b. whomever

9. Mrs. Gordon is the employee _____ has earned the promotion

a. who

b. whom

10. They disapproved of _____ taking on more work

a. my

b. me

11. He doesn’t like _____ trying to work faster.

a. our

b. us

12. I objected to _____ submitting a bid on the Ashton project.

a. them

b. their

13. Half of the items _____ tax-exempt.

a. was

b. were

14. Two-thirds of the work still _____ to be done.

a. needs

b. need

15. Some of the walls ____ to be painted.
a. is

b. are

16. All of the auditing _____ now complete.

a. are

b. is

17. Most of the tenants _____ renewed their leases.

a. have

b. has

18. Specialized training and a year’s experience ____ necessary.

a. is

b. are

19. The son, as well as his father, ____ insured.

a. is

b. are

20. A number of tenants ____ moved away from the building.

a. has

b. have

For the following list of words, select the word that is spelled properly.



A


B



C

21.
   preparation


corespondence

dispair

22.
   seperately


exagerated


technical


23.
   commiting


excellence


briliant


24.
   tenacious


benaficial


evidence

25.
   accidentally


delibarate


articullate


Indicate on your answer sheet the letter of the word that best defines the term in italics:

26.  apprehensive

a. informed

b. anxious

c. grateful

d. qualified

27. conciliatory  

a. relating to a specific case

b. existing together

c. capable of conceiving mentally

d. tending to appease

28. deterrent

a. having qualities
b. tending to uncover things that are obscure

c. tending to prevent someone from performing an action

d. being extremely poor

29. truncated

a. shortened

b. trustworthy

c. dusty

d. woven

30. oblivious
a. aware

b. trusting

c. unmindful

d. caring

Indicate (A) if the sentence is a complete sentence; indicate (B) if it is a sentence fragment.
31. Mrs. Martin is a math teacher.  

a. Complete sentence

b. Sentence fragment

32. When Mr. Martin returns home.

a. Complete sentence

b. Sentence fragment

33. The mayor has approved a new policy that will increase the cost of taxes approximately $100 per person.  

a. Complete sentence

b. Sentence fragment

34.  If Mr. Smith and Mrs. McCarthy ask you for information on this situation.
a. Complete sentence

b. Sentence fragment

35.  Apparently our attorneys recommended that we reject the offer.

a. Complete sentence

b. Sentence fragment

Answer the following:
a. TRUE

b. FALSE

36.  Communication is the exchange of messages through a system of symbols, resulting in shared meanings between sender and receiver.  

a.  TRUE

b.  FALSE

37.  Messages rarely become distorted as they travel up the organizational chain; the problems occur frequently with downward communication.  

a.  TRUE

b.  FALSE

38.  Paralanguage is not what you say but how you say it.
a.  TRUE

b.  FALSE


39.  Communication barriers between people include individual perceptions of reality.  

a.  TRUE

b.  FALSE

40.  Most U.S. companies that do business abroad translate such items as advertisements, warranties, repair manuals, product labels and some other internal documents. 

a.  TRUE

b.  FALSE

41.  Ethnocentricism is the inherent that one culture is superior to another culture
a.  TRUE

b.  FALSE

42. All gestures are considered a universal language. 

a.  TRUE

b.  FALSE

43. Culture dictates whom you may communicate with and your concept of status

  a.  TRUE

  b.  FALSE

44.  Theory X workers are viewed as motivated and responsible

a.  TRUE

b.  FALSE
45. Select the proper MLA citing for a book:
a.  Okuda, Michael, and Denise Okuda. Star Trek Chronology: The History 

 of the Future. New York: Pocket, 1993. 

b.  
Okuda, Michael, and Denise Okuda. Star Trek Chronology: The History 

of the Future. New York: Pocket, 1993. 

c.  Okuda, Michael and Denise,  Star Trek Chronology: The History of the Future. New York: Pocket, 1993. 

d.  Star Trek Chronology: The History of the Future. Okuda, Michael, and Denise Okuda. New York: Pocket, 1993. 

46.  While designing a newsletter, you choose a direct phrase or statement that you want to stand out in the document. What is the best format for your direct phrase or statement? 

a.  Text box

b.  Jump line

c.  Pull quote

d.  Subhead

Choose the correct spelling of each word.  

47.  
a. precedent

b. precedant

c.  percendente   

48.
a. parliamentery
b.  parliamentary
c. parlliamentary   

49. 
a. pneumonia

b. pnumonia

c. pneumona      

50.      a. catalist

b. catalyst

c.  cattalyst   

51. 
a. herendous

b. horrendous

c.  horendous      

52. 
a. tariff


b. tarif


c.  tariffe  

53. 
a. adjournament
b. adjournment
c.  ajournment   

54.  
a. malicis

b. melicious

c.  malicious  

55.  The proper set up for page two of a business letter is as follows:

a. Mrs. Mary Smith
         
Page 2

   September 1, 2008

b. Page 2

c. Mrs. Mary Smith
Page 2
September 1, 2008

d. A and C are both acceptable

56. Which of the following punctuation styles uses no punctuation at the end of the salutation or complimentary closing?
a. Standard

b. Mixed

c. Open

d. Closed

57. In a business letter, which is the proper salutation you would use to address Thomas Martin?

a. Dear Mr. Martin

b. Dear Thomas Martin

c. To:  Thomas Martin

d. To:
Mr. Thomas Martin

58. Which statement is true about reference initials?
a. They are placed two spaces below the signature.

b. The consist of the signer’s initials in capitals followed by a slash or colon followed by the typist’s lower cased initials.

c. They consist of the typist’s lower cased initials.

d. All of the above are true.

59. What is the two letter abbreviation for Montana?

a. MO

b. MN

c. MT

d. MA

60. What is the two letter abbreviation for Connecticut.

a. CO

b. CC

c. CT

d. CN

Answer the following true or false.
61. When the name of a street is a number from one to ten, it should be spelled out.

a. TRUE

b. FALSE

62. When a street name is written in figures, the house number is separated from the street number by a hyphen, unless the street number is preceded by the word East, West, North, or South.
a. TRUE

b. FALSE
63. The Zip Code number should be keyed on the line below the city and state line.
a. TRUE

b. FALSE

64. All envelopes should have at lease three lines to an address.
a. TRUE

b. FALSE

65. An interoffice memo is considered a formal method of business communication.
a. TRUE

b. FALSE

66. All proper nouns must be capitalized.
a. TRUE

b. FALSE

Each sentence below has one or two blanks. Each blank shows that something has been omitted. Under each sentence five words are given as choice. Choose the one correct word for each blank that best fits the meaning of the sentences as a whole. 

67. Slang is a language that rolls up its sleeves, spits on its hands and _____

a. goes to work 

b. stays cool 

c. embarrasses its user 

d. communicates 

e. puts its foot down 


68. Moving and parked, the automobile devours urban land, leaving the buildings as mere _____ of habitable space in a sea of dangerous and ugly traffic 

a. asylums 

b. remnants 

c. blocks 

d. mountains 

e. islands 


69. We never believed that he would resort to _____ in order to achieve his goal; we always regarded him as a _____ man. 

a. charm - insincere 

b. necromancy - pietistic 

c. logic - honorable 

d. prestidigitation - articulate 

e. subterfuge - honest 


70. Samuel Clemens chose the _____ Mark Twain as a result of his knowledge of river boat piloting. 

a. mountebank 

b. protagonist 

c. misanthrope 

d. hallucination 

e. pseudonym. 
Select the term the best defines each phrase.

71. adj. smooth and pleasant in manner

a. suave

b. obituary

c. pusillanimous

d. robust

72. adj. characterized by rivalry

a. impious

b. inestimable

c. bellicose

d. competitive 
73. adj. having the ice harsh or rough, as from a cold or fatique.

a. punctilious

b. despondent

c. hoarse

d. contrite

74. adj. icy; icily cold

a. clamorous

b. nude

c. hesitant

d. glacial

75. adj. that may be allowed

a. demonstrable

b. permissible

c. imperative

d. tireless

76. adj. pertaining to the process of plant-life

a. vegetative

b. quixotic

c. sympathetic

d. antediluvian

77. adj. of good ancestry
a. deterrent

b. frantic

c. well-bred

d. pastoral

78. v. to overcome by force of will

a. surmount

b. dissuade

c. contaminate

d. subjugate

79. v. to be an obstacle or to place obstacles in the way of 

a. actuate

b. impede

c. defame

d. extol

80. adj. of or pertaining to heat

a. mediocre

b. chameleon

c. indignant

d. thermal
81. n. any combination or union for some common purpose.

a. convenience

b. fungus

c. sediment

d. alliance

82. n. statesmanship; art of governing

a. extension

b. toleration

c. accomplice

d. statecraft

83. n.  the chemical analysis or testing of an alloy ore

a. quintet

b. exterior

c. assay

d. paraphernalia

84. n.  a person who believes the teaching of another or who adopts and follows some doctrine.

a. perspiration
b. disciple

c. exclamation

d. insurrection

85. John _____ for an investment magazine.  Every month he _____ articles about new investment opportunities.
a. is working/is writing

b. works/is writing

c. has worked/writes

d. works/writes

86. She _____ not work on Fridays.  She only _____ a part-time job.

a. has/got

b. does/has

c. do/have

d. does/have

87. I _____ from you in the near future.

a. look forward to hearing

b. looking forward to hear

c. am looking forward to hear

d. am look forward to hearing

88. The new secretary _____ efficient.

a. is very

b. is much

c. are very

d. is more so

89. The latest economic statistics show that both unemployment and inflation _____, and that the economy _____ at an annual rate of 5%.

a. falling/growing

b. are fall/are grow

c. are falling/is growing

d. fall/grow

90. If you _____ our offer, we _____ draft an agreement as soon as possible.

a. accepted/will

b. accept/would

c. accept/will

d. are accepting/will

91. She _____ the report last Friday and _____ it on Saturday.

a. completed/submitted

b. has completed/submitted

c. completed/has submitted

d. had completed/submitted

92. I will be in New York _____ June 5 _____ June 10.
a. from/and

b. between/to

c. during/and

d. between/and

93. She _____ already _____ me the revised figures.
a. has/sent

b. has/been sent

c. have/been sending

d. is/sent

94. In July 1997, Hong Kong _____ over to China.

a. was handed

b. has been handed

c. was been handed

d. had been handed

95. After _____ the application form, you should send it to the address given.

a. completion

b. complete

c. completing

d. having complete  
96. Unemployment _____ currently very high as a number of factories _____ recently.
a. has/closed

b. is/have closed

c. is/have been closing

d. are/have closed

97. Bank of New York _____ employs a workforce of 3,500 made a profit of $50 million last year.

a. which

b. that

c. that

d. who

98. Next year’s predictions _____ on this year’s results.

a. will been based

b. have based

c. will be based

d. are basing
99. If it _____ for the interference of management, there _____ a huge crisis.
a. had been/would be

b. hadn’t been/would have been

c. wasn’t for/would been

d. have been/would not have been
100.   Further to the previous report, I _____ that to take legal action _____ inappropriate.

a. have decided/would be

b. decide/could be

c. have decide/is

d. decided/will be
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