4:08 PM Ok ®) | (30 Q@ 14 il il G

Apps (@ IDM6.25build 15F... (@ CrackingPatching -.. 3 LMS DigiSkills | Lear., ¢ VisitingCard @ How much money.. & codster - Google Se.. & codecanyon - Goog.., »

WUTILWET HF TV WU W | SUUTL LTIV VU0 TV, &9 USCTTIWCET SWaT

Complimentary close of a business letter is left G|igl‘19d in —------ format.

Select the correct option

AMS
.r“_“\l
\_J
modified-block
%
I'\_/'I
full-block
semi-block
oY
k\._,-/'l
DCZ 4 C : si{=lnl

Click to Save Answlgr & Move to Next
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Question # 9 of 10 ( Start time: 04:07:22 PM, 29 December 2021)

You have written an email with an L.I|:.'JCi ate on Project X. What is an Upproprime SUDjE!C[ title?

Select the correct option

Project X update

Stuff about project X

friends forever

About Project X
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Question # 8 of 10 ( Start time: 04:06:52 PM, 29 December 2021 )

is the best for informational meetings, ineffective for negotiation and efficient alternative to a face-to-face

Select the correct option
video tape
o
)
b

TE!E‘CDI"IEEFEHCH‘IQ

Groupware
—
@)
computer cmn!erer‘ucing
~
(,' > = od L
JC 2 4 C shisn]
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Question # 7of 10 ( Start time: 04:06:23 PM, 29 December 2021 )

No salutation or complimentary close is used in -------- style of business letters.

Select the correct option

semi-block

full-block

modified-block

AMS
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Ethical communication is characterized by

Select the correct option

rights violation

o

.

L
bicses

I'\_,/I | |
hor‘lesl}f

exaggeration

L 1]
L

Click ta Save Answer & Mova to Next



friends forever


4:.04 PM CX _ 3100 Q b St ul G

' Apps (@ IDM625build 15F.. (@ CrackingPatching -.. =3 LMS DigiSkills | Lear., @ Visiting Card @ How muchmoney.. & codster - Google e, & codecanyon - Goog... »

Question # 3 of 10 ( Start time: 04:04:39 PM, 29 December 2021 )

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

Each email system uses a that describes the structure of the message.

Select the correct option
board
Y
L
|
I,
L41)
all of the above
il
w

page

forever

>
]
Iy
| %
Y
L 1]
L ]
T
ol
1
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Question # 2 of 10 { Start time: 04:04:02 PM, 29 December 2021 )

In ------- format of business letter writing, reader’s name is used in the first and the last sentence.

s

Select the correct option

forever

full-block

e
e

.

AMS

modified-block

(@,

L
Iy

| %
e
L 1]
L]
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Which of the following aims at gathering specific information?

friends

Selectthe correct option

@

Letter of claim

Letter of information

O

Letter of inguiry

Letter of request

PCZUWAIU S (EAISTDIESENtING
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Question # 8 of 10 ( Start time: 04:01:52 PM, 29 December 2021) @7

Keeping in mind the degrees of formalities used in business conversation, fill in the following blank:

sir, Madam are salutations.

Selectthe correct option

=
L

o friends forever

@aﬁ_'f@:’"’f’, ] Y —
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Which of the following are examples of oral communication?

Selectthe correct option

Reports, presentations and performance reviews.

O

Mé@tir‘lgﬂf memaos and perlormance reviews,

O

Meetings, presentations and performance reviews.

O

Meetings, memos and presentations.

DCZ2UWAU o @ STDIesSent
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Question # 5 of 10 { Start time: 04:00:24 PM, 29 December 2021)

------- enables a supervisor to manage work flow via individual computers instead of physically moving from

Selectthe correct option

Groupware
Videotape
: |
friends forever
s eompytar eqnferencing 4L
DG AUV SIDLESE LI LIC -



friends forever


-~ -

it Apps (@ IDM 625 build15F. (@ CrackingPatching -... 2 LMS DigiSkills | Lear.. § Visiting Card @ How muchmoney.. (& codster - Google Se.. & codecanyon - Guug =

Question # 4 of 10 ( Start time: 03:59:41 PM, 29 December 2021)

Complimentary close of a business letter is left aligned in ——----- formeat.

Selectthe correct option

&

AMS

semi-block

modified-block

full-block
5;@5' W4AlU S (E2ISToresentine
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Question # 10 of 10 ( Start time: 02:56:25 PM, 23 December 2021 )

Y

"""" of d letter may include information about the messcge composer, the Tyoist and sometimes wWard processing data.

Select the correct option

®

reference section

O

postscript

-
o

enclnsire

friends forever

complimentary close

-

Tr

® 2c A @ £ ENG
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Question # 10110 ( Start time: 03:58:32 PM, 29 December 2021)
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Checking the final copy to make sure that it is free from errors is

Selectthe correct option

composing

O

proof reading

®

ever.

editing

revising
DC2OUZA0 S
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~ Question & 3 of 10 [ Start time: 0375854 PM, 29 December 2021 )

Written messages to persons outside the organization are letters.

Selectthe correct option

®

sales

apology

inquiry

business

e
'
o
L 1]
'
T
]
-
3
>

D
i

e
a
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Question ¥ 4 of 10 | Start ime! DS99 PM, 29 December 2021)

» | 18 PReading list

Superiors channaling information to subordinates is an example of

Select the correct option

O

downward cemmunication

horizontol communicaticn

—
e

vertical communication

upward communication

@,
O

sV aYa “Yalshris
¢ IOF45110 e 4 |
o N AR N d Il

A Type here to searck
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Question # 7 of 10 ( Start time: 02:52:47 PM, 29 December 2021)

‘MA/na’ is the way to represent:

Select the correct option

Postscript

® 5

Complementary close

@ .

Reference section

Copy notation

L
-r”.-"-'r—;——-'-—-:', —5-—"':--- ~ --:---r-b'—21=—"11'—u—"i\-3- Pliml b Crnrs Armevae

'

O Type here to search =) J " _‘ 21°C
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Question # 9 of 10 ( Start time: 03:54:27 PM, 29 December 2021)

Choose the correct ootion.
A private netwnork, set up within an organization thot oparates aver the internat and maoy be usad ta link geagraphically remote sites is call

Select the correct option

O,

False

True

e

friends foreve

oo 4010 810 T
ﬂ A Type here to searck

ayirss
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Question # 2 of 10 ( Start time: 03:50:4% PM, 2% December 2021)

Mark the following as True or False.

Dear Sit, Dear Madam, and My dear Mr. Khan are less formal salutations.

Select the correct option

False

O

i

True

1]
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Question # 2 of 10 ( Start time: 03:50:31PM, 29 December 2021)

Which of the following Is the optional part of a letter?

Select the correct option

®

Attention line

Referenca section

Inside address

Seilutettion

e & o

Click to Save Answer & Move ta Next Que

Ay A J-D.";,:."‘ C
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Question # 10f 10 { Start time: 03:49:05 PM, 29 December 2021)

The enclosure nototion in a business letter represents

Select the correct option

O

that the letter needs further editing

G

that the letter is not complete

Ea

O
¢
®

friends foreve

that there is somethng else besides the letter included in the envelope

L

DCZU VAU o'(=/8]
ﬂ A Type here to searck

10975
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Question # 10 of 10 ( Start time: 03:47:23 PM, 29 December 2021 )

Which of the following is the standard part of a letter?

[

Select the correct option

Enclosure(s)

&

Subjact line

&

Salutation

Attention line

O | @

] sYaYTa Talshria
F | -l i (=~ (afa=1{~=1atdlia
ol O / - Eﬁ_._-.;_-f_!__J_!O

H A2 Type here to searck
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Which of the following are examples of oral communication?

Select the correct option

Meelings, presentations and perfarmance reviews. E}

O

ME'E"JHQS, memaos dnd presentations.

Meelings, memos and performance reviews.

. f?

Reports, presentations and performance reviews. frl e n d S fo reve r
]

H D Type here to searck

e o o



friends forever


Quiz

& = X 0O v yalmsauedu.pk/Quiz/Quizduestion.aspxfver=T0aee7e-63d2-4c1c-aabe-7a7 42a%020eb = % »

= Apps (@ IDM 625 build 15F.. (F CrackingPatching -... 3 LMS DigSkils Lear.. 4 Visiing Card @ How much money.. (5 codster - Google Se.. & codecanycn - Goog... » | E Reading list

Y

Question # 8 of 10 ( Start time: 03:45:30 PM, 29 December 2021 )

In ------- format of business latter writing, subject and writer's name are typed in capitals.

Select the correct option

O

semi-block

full-hlock

O

modified-klock

O

AMS

O)

pc2004108 (2

A Type here to searck
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In Block formart the part of the business letter that follows the date is

» | 13 Peading list

Select the correct option

‘Return address’

()
N

‘Compimeantary cosing'

'Inside address’

'Salutaticn’ =

i il

alafalal
e |

! / 4 - . / . | | AL
ZAULOYIH L0 el SIDECSC LT
H A Type here to searck O

I

Click to Sava Answer & Move ta Naxt Ciue s 'S
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Y

Question # 4 of 10 ( Start time: 03:42:38 PM, 2¢ December 2021 )

which of the following is NO| the strategy for a good online writing style?

Select the correct option

®

Uze emorional respense.

Remove darmbiguous and unnecessary words.

O |

Avoid sleng

QO

ks

Usza the cotive voice.

®

r 87 |

200400 S EZNSIpre '
ﬂ A Type here to searck i - . B 21°Cc A (& EMNG 1:m B
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Question # 9 of 10 ( Start time: 03:35:01 PM, 29 December 2021 )

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

Select the correct option

Manuscript

) o

None of them

Report production

Infarmal letter

)
L ]

: Yool Ia Click to Save AnjE= B N o
DU U O O e Sl ST EES T LTEICH

£ Type here to search
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~ Question # 8 of 10 ( Start time: 03:34:31 PM, 29 December 2021)

Voice mail is useful because

Select the correct option

A

It solves time-zone difficulties

All of the above

®

It is especially useful for good will and other positive messages

O

It is most effective for short messages

O

Click toﬁwe An

£ Type here to search i . s & 21
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- QUesTIon ¥ 7 OT U | STart timet U353 4712 PM, 29 Decemper ZuZzl |

‘Dear Sara’ comes under the category of ======= style of salutation.

Select the correct option I

O

less formal

friendly

most formal

farmal
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Question # 6 of 10 {Stqrt time: 03:33:50 PM, 29 December 2021 }

In punctuation no line of heading or inside oddress is punctuated

Select the correct option

Standard
Semi closed
Open

O

. i friends forever

A () R,

JU e EAsToresenting
- '

00

£ Type here to search
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Question # 3 of 10 ( Start time: 03:31:15 PM, 29 December 2021)

In ------- heading, date, complimentary close and signature sections are placed so that they end near the right-hand

Select the correct option

full block format

2

AMS

all of the gbove

modified block format

A atay i ___ _.'_ rlam) | -
NGV U4 g EAmsEnresenting

£ Type here to search



friends forever


Question # 4 of 10 ( Start time: 03:32:30 PM, 29 December 2021 )

A(n) —=----- ie included to remind the reader to check for the additional pages of information.

Select the correct option

O

copy notation

attention line

enclosure
postscript
—,
()
L
8le—A010} SR () poifs ) ISSOrESeRitinicy Click to Save An

£ Type here to search i . & 21
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Question # 5 of 10 { Start time: 03:33:21PM, 29 Decemiber 2021 }

Attention line is written between the inside address and salutation two spaces below and above respectively.

Select the correct option

False

O friends forever

True

-

] 4 " L ] -
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Quesiion # 10 of 10 ( Start time: 03:28:46 FM, 28 December 2021 )

In business message comrposition, is the way you use words to achieve c cartain overall impression.

friends torever:

tone
rhythrm

s
style

rhyme
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Question # 10f 10 ( Start time: 03:30:03 PM, 28 December 2021)

(] punctuation ne line of heading or inside address is punctuated. A comma is placed after salutation and complimentary close. &

Select the correct option

Standard

. friends forever

None of the above

Open
O
J
Close
b—io A1 Q7L : : Click to Save An RN o
DU U I o ST TESE NI

£ Type here to search
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Question # 2 of 10 ( Start time: 03:30:50 PM, 29 December 2021)

Keeping in mind the 'punctuation styles’, fill in the following blank:

In punctuation, parts of heading, date, inside address, salutation and complimentary close are punctuate

Select the correct option

=
- friends forever
@ close
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Question # 7 of 10 ( Start time: 03:27:16 PM, 29 December 2021)

There cire _

_ atyles in fashion to write a husiness letter

friends

4
Select the correct option 3
b
4
®©
r /
&
—— E ﬁ
O
4
|
O

N alwia

b raTav.k(are orecentir
DCLU U LU O STDICESCHLITU
A Type here to searck

Click to Savea Anewer £ Movea ta Naxt Oue
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Chacking tha final copy to make sure that itis free from errors is

friends forever

revising

procf reading

editing

composing

~ Gleielrss

oo 4010 M0 e 7
ﬂ A2 Type here to searck



friends forever


& =5 O O v vamsvuedu.pk/Quiz/QuizQuestion.aspx?ver=alb9ed55-cc52-41a2-8 1ad-788806cdAbcf = &% »

L\‘;EEE Apps (@ IDM 625 build15F. €@ CrackingPatching-.. 2 LMS DigiSkills Lear.. § Visiing Card @ How much money.. (& codster - Google Se.. (5 codecanyen - Gaog... » | 13 Reading list

T OSSN e O U1 U | ST TS U 00T IV, L0 DSl TTRT EUET

Optional parts of a business letter are ------- innumber.

Select the correct option

O 4

. ;
®

2 ;
@
. 8
@
IO R 7

(e /

o N’ N TR W W IE

A Type here to searck
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Question # 4 of 10 ( Start time: 03:24:36 PM, 2¢ December 2021 )

------- is written between the inside address and salutation two spaces below and above respectively.

Select the correct option [

Subjact line - ;

O friends forever
@

. -

3 T ._'_'l_’-_"\_
DCZ W AU O RS

A Type here to search 4@ g ENG
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Question # 6 of 10 ( Start time: 02:26:16 PM, 29 December 2021)

Subjectline is one of the ------- parts of a business letter.

Select the correct option

optional
elementary
O
|
standard
()
simple
'a.' -...I...Jltl.n_i.r.n = Arecent -
WJOLZ U USIUO LS| ST CSTLHILILIU
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Question # 6 of 10 ( Start time: 03:26:22 PM, 29 December 2021)

The complimentary closeisplaced ____ _ _ below the last line of a letter's body.

Select the correct option

O

three spaces

two spaces

@

e

one space

O)

four spaces

A1) Q70

PDCZU VA0 S ZaSTDTreSenting
A2 Type here to searck

Click to Save Answer & Move ta MNaxt Oue
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Subscribers to electronic mail services are called

Select the correct option

O

Agents

Users

MQSSQHQEFS

O
O n
O

Customers

)L 'e AISTDTESSEnIting

|
H i B e e e e e
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Question # 10f10 ( Start time: 032206 PM, 29 December 2021) 1

Fill in the following b ank with the appropriate option:

maeans revising your message thatis still in rough draft.

Selectthe correct option

O

Proofreading

o friends forever

Both of the above
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Question # 2 of 10 ( Start time: 03:22:46 PM, 29 December 2021)

k|

It discourages the 'secondary’ conversations, helps a pariicipant to focus on a topic but prevents participants from sharing valuable infor
The above trait is exhibited by:

Select the correct option

O

Fox

e

Groupware

e

Teleconferencing

e

O
O
O

CD-ROM database
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Click to Save Answer & Move ta Next Que
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Question # 7 of 10 ( Start time: 03:17:20 PM, 29 December 2021)

Which of the following is not a feature of a well-organized business letter?

Select the correct option

Stating purpose clearly

5 friends forever

Including all necessary information

Taking time to get to the point

Logical presentation
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Question # 8 of 10 ( Start time: 03:17:55 PM, 29 December 2021)

Use of close punctuation, double spoces between two parts, and use of single space within the paragraph are the characterist]

Selectthe correct option

semi block

full block

administrative managem aent society

friends forever

Click to Save Answer & Mc
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Keeping in mind the degrees of formalities used in business conversation, fill in the following blank:

Sir, Madam are _ salutations.

Select the correct option

O

informal

most formal

formal

®
O |
O

less formal
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Question # 4 of 10 ( Start time: 03:14:32 PM, 29 December 2021)

F’C]I'C]gl'f_'l phS dre developed tthUgh o series of unrelated sentences that provide details about the topic sentence.

Select the correct option

False

O

True

O
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Question # 5 of 10 ( Start time: 03:16:04 PM, 29 December 2021)

means connecting to a computer, network, or email program.

Select the correct option

o friends forever

Log out
O

Log on

Log down
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Question # 6 of 10 ( Start time: 03:16:23 PM, 29 December 2021 )

ldentify the statement as True'or False’.

Full block format of a letter uses both open and closed FZ)UF’]CIUUUOI’L

Select the correct option

True
]
False
Click to Save Answer & Mc
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Question # 3 of 10 ( Start time: 03:13:57 PM, 29 December 2021)

Standard parts of a letter are

Selectthe correct option

=
| friends forever

A Type here to search

Click to Save Answer & Mc
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Which of the following are examples of written commmunication?

Select the correct option

()

L

Circulars and voicemail

O

Letters and voicemail

O

Presentations and email

O
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Question # 2 of 10 ( Start time: 03:12:58 PM, 29 December 2021) To

In ------- format of business letter writing, subject and writer’'s name are typed in capitals.

Select the correct option

O

semi-block

modified-block

()
o P
AMS
full-block
O
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