
LESSON 19 WRITING ROUTINE, GOOD-NEWS AND GOODWILL MESSAGES 

1. What is the first step in organizing a positive message? 

a) Giving necessary details 
b) Writing a courteous close 
c) Clearly stating the main idea 
d) Providing a summary of the message 

Answer: c) Clearly stating the main idea 

 

2. What is the main purpose of a courteous close in a positive message? 

a) To ask for feedback 
b) To summarize the main point and indicate the next steps 
c) To provide a detailed explanation 
d) To state the necessary details 

Answer: b) To summarize the main point and indicate the next steps 

 

3. When replying to a request for information from a potential customer, what 
should be the main goal? 

a) To immediately close the sale 
b) To respond promptly and answer all questions 
c) To make the sale seem unimportant 
d) To delay providing any information 

Answer: b) To respond promptly and answer all questions 

 

4. Which of the following is true when responding to claims and adjustment 
requests? 

a) Blame an individual or department for the issue 
b) Reveal the good news in the first sentence 
c) Ignore the customer’s concern 
d) Use excuses like "Nobody’s perfect" 

Answer: b) Reveal the good news in the first sentence 

 

5. What is the primary purpose of credit approvals in business communication? 

a) To deny credit applications 
b) To start a business relationship with a customer 
c) To avoid future sales 
d) To collect late payments 

Answer: b) To start a business relationship with a customer 

 



6. How should a credit reference be used in business communication? 

a) To provide details about a customer’s creditworthiness 
b) To reject an applicant’s request for credit 
c) To discuss personal issues of the applicant 
d) To delay a decision on a credit request 

Answer: a) To provide details about a customer’s creditworthiness 

 

7. What is the most important factor when replying to a request that does not 
involve a sale? 

a) To ignore the customer 
b) To leave a favorable impression of the company 
c) To make an immediate sale 
d) To provide false information 

Answer: b) To leave a favorable impression of the company 

 

8. What is one key aspect to avoid when responding to claims and adjustment 
requests? 

a) Apologizing profusely 
b) Providing detailed explanations 
c) Avoiding blaming an individual or department 
d) Offering compensation 

Answer: c) Avoiding blaming an individual or department 

 

9. What should you focus on when acknowledging an order? 

a) Giving a discount 
b) Confirming the receipt and offering an opportunity for additional business 
c) Complaining about delivery delays 
d) Asking the customer to change the order 

Answer: b) Confirming the receipt and offering an opportunity for additional 
business 

 

10. When responding to a request for information that does not involve a potential 
sale, the response should: 

a) Focus only on the product details 
b) Encourage future sales 
c) Leave a favorable impression and foster good relations 
d) Avoid providing any information 

Answer: c) Leave a favorable impression and foster good relations 

 



11. What is the first step when writing a positive message? 

a) Provide unnecessary details 
b) Clearly state the main idea 
c) Apologize for the delay 
d) Include a request for feedback 

Answer: b) Clearly state the main idea 

 

12. What should the necessary details in a positive message achieve? 

a) Satisfy the reader’s informational needs and reinforce a positive tone 
b) Confuse the reader to create curiosity 
c) Diminish the importance of the message 
d) Focus solely on negative aspects of the message 

Answer: a) Satisfy the reader’s informational needs and reinforce a positive tone 

 

13. In which situation would an acknowledgment letter be most appropriate? 

a) For a complaint 
b) For a first order or large order 
c) For a promotional offer 
d) For a company announcement 

Answer: b) For a first order or large order 

 

14. When responding to requests from potential customers, what is a primary goal? 

a) To immediately reject the request 
b) To leave the reader with a good impression of the company and encourage 
future sales 
c) To delay providing any information 
d) To inform the customer about unrelated products 

Answer: b) To leave the reader with a good impression of the company and 
encourage future sales 

 

15. What is a key strategy when handling routine credit requests? 

a) Approve or deny the credit without explanation 
b) Approve credit and emphasize the benefits of doing business with the company 
c) Delay the decision for further consideration 
d) Provide negative feedback about the customer’s previous credit history 

Answer: b) Approve credit and emphasize the benefits of doing business with the 
company 

 



16. What should be avoided in a positive reply to a claim or adjustment request? 

a) Expressing sympathy 
b) Revealing the good news in the first sentence 
c) Making excuses or blaming a department 
d) Providing a clear explanation of the solution 

Answer: c) Making excuses or blaming a department 

 

17. How should a positive message end? 

a) With an apology for any confusion 
b) With an aggressive tone to get the reader’s attention 
c) With a courteous close that highlights the reader’s benefit 
d) With a demand for immediate action 

Answer: c) With a courteous close that highlights the reader’s benefit 

 

18. What is the role of necessary details in a positive message? 

a) To make the message sound more formal 
b) To reinforce a negative tone 
c) To clarify the message and satisfy the reader’s information needs 
d) To lengthen the message unnecessarily 

Answer: c) To clarify the message and satisfy the reader’s information needs 

 

19. What should be emphasized when approving a credit request? 

a) The difficulty of approval 
b) The credit terms and benefits of the business relationship 
c) The negative aspects of the request 
d) The importance of the applicant’s credit history 

Answer: b) The credit terms and benefits of the business relationship 

 

20. When responding to a claim or adjustment request, what should you avoid? 

a) Acknowledging the issue immediately 
b) Explaining the circumstances surrounding the adjustment 
c) Blaming an individual or department for the mistake 
d) Ending the message on a positive note 

Answer: c) Blaming an individual or department for the mistake 

 

21. What should the main idea of a positive message be like? 

a) Vague and indirect 
b) Concise and clearly stated 



c) Long-winded and overly detailed 
d) Only focused on negative aspects 

Answer: b) Concise and clearly stated 

 

22. In a courteous close, what should you emphasize? 

a) Acknowledging the customer's fault 
b) The next steps and the reader's benefit 
c) Apologizing for any mistakes 
d) Asking for immediate payment 

Answer: b) The next steps and the reader's benefit 

 

23. When writing a positive reply to a request from a potential customer, which of 
the following should be included? 

a) Answer all questions thoroughly 
b) Delay any response to create suspense 
c) Focus only on the company's weaknesses 
d) Avoid mentioning any future business opportunities 

Answer: a) Answer all questions thoroughly 

 

24. What is the recommended approach for responding to claims and adjustment 
requests? 

a) Avoid discussing the circumstances 
b) Reveal the good news first and explain the actions taken 
c) Apologize profusely and take the blame 
d) Use vague language to avoid providing details 

Answer: b) Reveal the good news first and explain the actions taken 

 

25. When a customer requests credit, what is the first thing you should do? 

a) Reject the request outright 
b) Provide the credit terms immediately 
c) Approve the credit request and explain the terms 
d) Ask the customer for additional documentation 

Answer: c) Approve the credit request and explain the terms 

 

26. How should you handle a routine credit request that involves providing a credit 
reference? 

a) Ignore the request 
b) Provide a positive reference and share relevant credit details 



c) Focus on providing negative details about the applicant 
d) Refuse to offer any reference 

Answer: b) Provide a positive reference and share relevant credit details 

 

27. What is the best way to handle a request for information when no sale is 
involved? 

a) Respond quickly and leave a favorable impression of the company 
b) Provide irrelevant details 
c) Delay the response to make the company seem busy 
d) Focus only on the personal benefits to the customer 

Answer: a) Respond quickly and leave a favorable impression of the company 

 

28. When acknowledging an order, what is the primary purpose of the letter? 

a) To apologize for delays in processing the order 
b) To confirm the receipt of the order and offer additional business opportunities 
c) To request more details from the customer 
d) To inform the customer of any errors in their order 

Answer: b) To confirm the receipt of the order and offer additional business 
opportunities 

 

29. In writing a positive message, why is it important to give necessary details? 

a) To make the message sound formal 
b) To ensure the reader has all the information needed to understand the message 
c) To lengthen the message unnecessarily 
d) To confuse the reader and make the message more interesting 

Answer: b) To ensure the reader has all the information needed to understand the 
message 

 

30. What should you avoid when writing a positive message? 

a) Being too brief 
b) Using a positive, friendly tone 
c) Providing all necessary information 
d) Being vague or unclear about key details 

Answer: d) Being vague or unclear about key details 

 

31. How should a credit approval message be written? 

a) By focusing on the difficulty of approving the credit 
b) By immediately asking for the payment to be processed 



c) By highlighting the benefits of the credit and business relationship 
d) By delaying the approval decision until further evaluation 

Answer: c) By highlighting the benefits of the credit and business relationship 

 

32. When responding to a claim or adjustment, what should the tone of the 
message be? 

a) Formal and apologetic 
b) Defensive and critical 
c) Positive, helpful, and solution-oriented 
d) Angry and blaming the customer 

Answer: c) Positive, helpful, and solution-oriented 

 

33. What is the ultimate goal when writing a positive reply to a customer’s request 
for information? 

a) To delay the sale 
b) To create a negative impression 
c) To leave a favorable impression of your company 
d) To focus on irrelevant details 

Answer: c) To leave a favorable impression of your company 

 

34. What should you do when you respond to a request involving a potential sale? 

a) Avoid answering the questions thoroughly 
b) Focus on selling unrelated products 
c) Answer the inquiry, encourage future sales, and make a good impression 
d) Delay providing any information 

Answer: c) Answer the inquiry, encourage future sales, and make a good impression 

 

35. What is the purpose of providing credit references? 

a) To criticize the applicant’s past credit history 
b) To help assess the creditworthiness of the applicant 
c) To delay the credit approval process 
d) To offer an immediate loan 

Answer: b) To help assess the creditworthiness of the applicant 

 

LESSON 20 WRITING BAD-NEWS MESSAGES 

Here are multiple-choice questions (MCQs) based on the provided text: 

1. What is the primary goal of using the indirect plan in bad-news messages? 



a) To immediately state the bad news 
b) To ease the audience into receiving the bad news 
c) To avoid giving reasons for the decision 
d) To provide an apology for the decision 

Answer: b) To ease the audience into receiving the bad news 

 

2. Which of the following is a key component of the indirect plan in bad-news 
messages? 

a) A clear, direct statement of the bad news at the beginning 
b) A buffer statement to prepare the audience 
c) A lengthy and detailed explanation of the bad news 
d) An apology for the decision 

Answer: b) A buffer statement to prepare the audience 

 

3. What is the function of a buffer in an indirect plan? 

a) To directly state the bad news 
b) To avoid mentioning any negative aspects 
c) To put the audience in an accepting mood without implying good news will follow 
d) To provide a detailed explanation of the bad news 

Answer: c) To put the audience in an accepting mood without implying good news 
will follow 

 

4. When presenting reasons in an indirect bad-news message, how should the 
information be ordered? 

a) Negative reasons first, followed by positive reasons 
b) Positive reasons first, followed by negative reasons 
c) Randomly, without considering order 
d) All reasons should be presented equally 

Answer: b) Positive reasons first, followed by negative reasons 

 

5. What is the purpose of de-emphasizing the bad news in an indirect message? 

a) To highlight the bad news and make it more painful 
b) To soften the impact of the bad news 
c) To ignore the bad news completely 
d) To emphasize the positive aspects excessively 

Answer: b) To soften the impact of the bad news 

 

6. Which of the following is an example of a phrase that should be avoided when 
conveying bad news? 



a) "We are unable to fulfill your request" 
b) "The position has been filled" 
c) "We must deny your request" 
d) "We’ve accepted the proposal from another builder" 

Answer: c) "We must deny your request" 

 

7. What is the purpose of using a conditional (if or when) statement in bad-news 
messages? 

a) To promise a future favorable outcome 
b) To make the audience feel blamed for the decision 
c) To imply that the audience could possibly have received a favorable response in 
the future 
d) To directly apologize for the bad news 

Answer: c) To imply that the audience could possibly have received a favorable 
response in the future 

 

8. What should a positive close in a bad-news message avoid? 

a) Repeating the bad news 
b) Acknowledging the audience's concerns 
c) Offering a sincere apology 
d) Providing a summary of the message 

Answer: a) Repeating the bad news 

 

9. In a direct plan for a bad-news message, where does the bad news appear? 

a) At the end of the message 
b) In the middle of the message 
c) At the beginning of the message 
d) Nowhere, the bad news is omitted 

Answer: c) At the beginning of the message 

 

10. What advantage does the direct plan have over the indirect plan when 
communicating bad news? 

a) It makes the message shorter 
b) It softens the impact of the bad news 
c) It avoids giving reasons for the decision 
d) It takes longer to process the bad news 

Answer: a) It makes the message shorter 

 



11. When conveying bad news about orders, what is one reason businesses may 
need to do so? 

a) To clarify the customer’s instructions 
b) To apologize for mistakes in the order 
c) To discourage the customer from ordering again 
d) To provide a refund immediately 

Answer: a) To clarify the customer’s instructions 

 

12. What is the best approach when conveying bad news about a back-ordered 
item? 

a) Only state that the item is unavailable 
b) Provide the reason for the back-order and explain the solution clearly 
c) Ignore the back-order and send a different product 
d) Apologize excessively for the back-order 

Answer: b) Provide the reason for the back-order and explain the solution clearly 

 

13. What is an important consideration when conveying bad news regarding an 
order that is only partially shipped? 

a) Providing a vague explanation for the delay 
b) Offering a discount on the next purchase 
c) Clearly informing the customer about what has been shipped and when the rest 
will arrive 
d) Ignoring the partial shipment and shipping the rest later 

Answer: c) Clearly informing the customer about what has been shipped and when 
the rest will arrive 

 

14. Which of the following is a characteristic of a helpful and positive close in a 
bad-news message? 

a) Restating the bad news 
b) Offering another way to help or do business in the future 
c) Apologizing repeatedly for the decision 
d) Overemphasizing positive aspects of the situation 

Answer: b) Offering another way to help or do business in the future 

 

15. When conveying bad news, why should you avoid apologizing for the decision? 

a) It makes the message sound uncertain and weak 
b) It clarifies the reason for the bad news 
c) It makes the audience feel like they are at fault 
d) It can make the audience feel more comfortable with the decision 



Answer: a) It makes the message sound uncertain and weak 

 

16. In what situation is a direct plan most appropriate for conveying bad news? 

a) When the bad news requires extensive explanation 
b) When the message is short and straightforward 
c) When the audience needs to be eased into the bad news 
d) When the bad news is highly emotional 

Answer: b) When the message is short and straightforward 

 

17. Which of the following is an appropriate strategy when conveying bad news in 
a direct plan? 

a) Provide extensive background information first 
b) Immediately state the bad news in a clear and straightforward manner 
c) Avoid stating the bad news directly 
d) Provide a vague description of the bad news 

Answer: b) Immediately state the bad news in a clear and straightforward manner 

 

18. What is an important aspect to consider when conveying bad news in different 
cultures? 

a) Ignoring the cultural conventions and expectations 
b) Using the tone and organization that your audience expects 
c) Using blunt statements to convey the message clearly 
d) Focusing on the negative aspects of the news 

Answer: b) Using the tone and organization that your audience expects 

 

Here are conceptual multiple-choice questions (MCQs) based on the provided text: 

1. What is the primary objective of using the indirect plan in a bad-news message? 

a) To immediately confront the recipient with the bad news 
b) To soften the impact of the bad news and prepare the recipient 
c) To avoid addressing the negative decision entirely 
d) To deliver the bad news with as little explanation as possible 

Answer: b) To soften the impact of the bad news and prepare the recipient 

 

2. Which of the following is an essential characteristic of a "buffer" in an indirect 
bad-news message? 

a) It directly communicates the bad news 
b) It uses neutral, non-controversial language to set a positive tone 



c) It apologizes for the bad news 
d) It provides extensive explanations of the reasons for the bad news 

Answer: b) It uses neutral, non-controversial language to set a positive tone 

 

3. Why is it important to de-emphasize the bad news in an indirect plan? 

a) To make the bad news appear less important 
b) To avoid conveying any reason for the decision 
c) To distract the recipient from the bad news 
d) To prevent the recipient from reading the entire message 

Answer: a) To make the bad news appear less important 

 

4. What should be avoided in the "buffer" part of a bad-news message? 

a) Providing relevant details for the bad news 
b) Apologizing for the decision 
c) Giving a vague, non-informative opening 
d) Writing the buffer too long or irrelevant 

Answer: b) Apologizing for the decision 

 

5. Which of the following is a recommended technique for conveying bad news 
while minimizing emotional impact? 

a) Overemphasizing the negative aspects of the news 
b) Using a conditional statement to imply a possibility of future favorable action 
c) Repeating the bad news several times 
d) Blaming the recipient for the bad news 

Answer: b) Using a conditional statement to imply a possibility of future favorable 
action 

 

6. How should reasons supporting the negative decision be presented in an indirect 
bad-news message? 

a) In a random order, without concern for structure 
b) Negative reasons first, followed by positive reasons 
c) Positive reasons first, followed by negative reasons 
d) By avoiding any detailed explanation of the reasons 

Answer: c) Positive reasons first, followed by negative reasons 

 

7. What role does the "positive close" play in an indirect bad-news message? 

a) It restates the bad news 
b) It shifts the focus back to the negative aspects of the message 



c) It helps to conclude the message in a friendly and optimistic tone 
d) It apologizes for the decision and invites further communication 

Answer: c) It helps to conclude the message in a friendly and optimistic tone 

 

8. In a direct bad-news message, what comes first? 

a) The reasons for the negative decision 
b) A diplomatic statement of the bad news 
c) A buffer to ease into the bad news 
d) A positive and optimistic closing 

Answer: b) A diplomatic statement of the bad news 

 

9. Why might the direct plan for a bad-news message be preferred over the 
indirect plan? 

a) When the audience is familiar with the message content and requires minimal 
explanation 
b) When the bad news needs to be presented in a soft, indirect manner 
c) When the bad news involves complex, detailed reasons 
d) When the message needs to focus solely on the positive aspects of the situation 

Answer: a) When the audience is familiar with the message content and requires 
minimal explanation 

 

10. When should a direct plan be used to communicate bad news regarding an 
order? 

a) When there is uncertainty about the customer’s needs 
b) When the information is straightforward and doesn’t require much explanation 
c) When the customer is likely to be emotionally affected by the news 
d) When the company wants to avoid a quick decision 

Answer: b) When the information is straightforward and doesn’t require much 
explanation 

 

11. What is a key characteristic of a well-executed buffer in bad-news messages? 

a) It provides a detailed explanation of the decision 
b) It prepares the reader without implying that good news will follow 
c) It immediately delivers the bad news without delay 
d) It apologizes for the bad news 

Answer: b) It prepares the reader without implying that good news will follow 

 

12. In an indirect bad-news message, what is the most appropriate way to handle 
the bad news itself? 



a) Focus on the negative aspects and make it the main focus of the message 
b) Minimize the space or time devoted to the bad news 
c) Directly confront the audience with the bad news at the start 
d) Use blunt language to convey the bad news quickly 

Answer: b) Minimize the space or time devoted to the bad news 

 

13. Which strategy is recommended when conveying bad news about a back-
ordered item? 

a) Apologize for the inconvenience and immediately offer compensation 
b) Provide clear and detailed information about what is delayed and when it will 
arrive 
c) Ignore the back-order issue and continue as if nothing has changed 
d) Emphasize the unavailability of the item and offer alternatives 

Answer: b) Provide clear and detailed information about what is delayed and when 
it will arrive 

 

14. What is one potential advantage of the direct plan for conveying bad news? 

a) It allows for a more detailed explanation of the decision 
b) It makes the message shorter and more direct 
c) It softens the emotional impact of the bad news 
d) It allows the sender to explain their emotions about the decision 

Answer: b) It makes the message shorter and more direct 

 

15. How can a business preserve its relationship with a customer when conveying 
bad news about an order? 

a) By being blunt and direct about the problem 
b) By emphasizing the positive aspects of the situation and offering solutions 
c) By avoiding any communication until the issue is resolved 
d) By ignoring the customer’s concerns and focusing solely on company policies 

Answer: b) By emphasizing the positive aspects of the situation and offering 
solutions 

 
LESSON 21 WRITING PERSUASIVE MESSAGES 

1. What is the main goal of persuasive messages in business communication? 

a) To entertain the audience 
b) To inform and influence the audience to take action 
c) To provide factual information without influence 
d) To avoid influencing the audience's opinions 

Answer: b) To inform and influence the audience to take action 



 

2. Which of the following is a key factor to consider before writing a persuasive 
message? 

a) The location of the recipient 
b) The personal preferences of the sender 
c) The type of product being sold 
d) What you are writing about, who you are writing to, and the desired outcome 

Answer: d) What you are writing about, who you are writing to, and the desired 
outcome 

 

3. Which of the following is an example of an emotional appeal in persuasive 
messages? 

a) Providing statistical data about the benefits of a product 
b) Using words like "success," "prestige," and "comfort" to evoke feelings 
c) Giving factual evidence about the product's features 
d) Presenting a comparison of the product with competitors 

Answer: b) Using words like "success," "prestige," and "comfort" to evoke feelings 

 

4. Which of the following actions helps establish credibility in persuasive messages? 

a) Using jargon and technical terms 
b) Being enthusiastic, sincere, and showing expertise 
c) Avoiding any discussion of your qualifications 
d) Keeping the message vague and non-committal 

Answer: b) Being enthusiastic, sincere, and showing expertise 

 

5. What is the role of semantics in persuasive messages? 

a) To use the longest possible words to sound impressive 
b) To choose words carefully, as their meanings can influence the message’s 
effectiveness 
c) To avoid using any emotional language in the message 
d) To limit the vocabulary to basic terms 

Answer: b) To choose words carefully, as their meanings can influence the message’s 
effectiveness 

 

6. What is the first phase of the AIDA plan in persuasive writing? 

a) Desire 
b) Attention 
c) Interest 
d) Action 



Answer: b) Attention 

 

7. In the "Interest" phase of the AIDA plan, what should you focus on? 

a) Making a strong demand for action 
b) Explaining the relevance of your message to the audience 
c) Offering a discount or free item 
d) Stating the benefits of your product directly 

Answer: b) Explaining the relevance of your message to the audience 

 

8. During the "Desire" phase of the AIDA plan, what is the main objective? 

a) To create a sense of urgency 
b) To help the audience see how the change or product benefits them 
c) To give detailed technical specifications 
d) To make the product seem less expensive than competitors 

Answer: b) To help the audience see how the change or product benefits them 

 

9. In persuasive writing, how should the "Action" phase be structured? 

a) It should suggest the reader take action with minimal explanation. 
b) It should remind the reader of the benefits of taking action and offer easy 
methods for doing so. 
c) It should list all the potential drawbacks of taking action. 
d) It should contain a summary of the reasons for persuasion. 

Answer: b) It should remind the reader of the benefits of taking action and offer 
easy methods for doing so. 

 

10. What is one key characteristic of a persuasive request for action in an 
organization? 

a) It should include complex technical details to justify the request. 
b) It should show understanding of the reader's concerns and provide reasons for 
the request. 
c) It should avoid flattery or compliments. 
d) It should focus only on the benefits for the writer. 

Answer: b) It should show understanding of the reader's concerns and provide 
reasons for the request. 

 

11. What is a key feature of a sales letter? 

a) It is intended to announce a new product without requesting any action. 
b) It is used to persuade the reader to take specific actions, such as placing an 
order or requesting information. 



c) It focuses entirely on the product's technical specifications. 
d) It avoids mentioning any benefits to the customer. 

Answer: b) It is used to persuade the reader to take specific actions, such as placing 
an order or requesting information. 

 

12. What is the primary purpose of the "selling points" in a sales letter? 

a) To list all available products 
b) To emphasize the most attractive features of a product 
c) To offer a discount 
d) To focus on the product's manufacturing process 

Answer: b) To emphasize the most attractive features of a product 

 

13. What should be avoided when writing a sales letter? 

a) Using clear and specific language 
b) Using the recipient’s name or photo without permission 
c) Making offers that you can fulfill 
d) Offering a call to action that is easy to follow 

Answer: b) Using the recipient’s name or photo without permission 

 

14. What is the "you" attitude in persuasive writing? 

a) Focusing on your own personal needs and interests 
b) Making the audience feel the message is primarily about them 
c) Using formal language to sound authoritative 
d) Ignoring the audience’s concerns to focus only on the product 

Answer: b) Making the audience feel the message is primarily about them 

 

15. When planning a sales letter, why is it important to define the audience? 

a) To tailor the content and language to the audience’s needs and preferences 
b) To focus only on the most expensive segment of the market 
c) To reduce the length of the letter 
d) To ensure the message only reaches one person 

Answer: a) To tailor the content and language to the audience’s needs and 
preferences 

 

16. Which of the following is a key demographic factor marketers use to define 
their target audience? 

a) Personality and attitude 
b) Age, gender, and occupation 



c) The audience’s opinions about your company 
d) Emotional responses to the product 

Answer: b) Age, gender, and occupation 

 

17. How should words be chosen in persuasive messages to avoid misinterpretation? 

a) Use complex, technical jargon 
b) Use vague or ambiguous terms to leave room for flexibility 
c) Choose words carefully to ensure clarity and avoid confusion 
d) Use as many words as possible to sound comprehensive 

Answer: c) Choose words carefully to ensure clarity and avoid confusion 

 

18. What should be the approach when writing a persuasive message that appeals 
to logic? 

a) Use emotional language to persuade the audience first 
b) Focus on facts, statistics, and reasoned arguments to support your claims 
c) Avoid any facts or evidence to allow the audience to form their own conclusions 
d) Use humor and exaggeration to distract the audience from the logical facts 

Answer: b) Focus on facts, statistics, and reasoned arguments to support your claims 

Here are conceptual MCQs based on the text "Writing Persuasive Messages": 

1. What is the primary goal of persuasive messages in business communication? 

a) To entertain the audience 

b) To influence the audience's decision or action 

c) To provide detailed explanations 

d) To criticize competitors 

Answer: b) To influence the audience's decision or action 

 

2. Why is understanding the audience's needs and appeals crucial when writing 
persuasive messages? 

a) It helps in providing irrelevant information 

b) It allows the message to be tailored to the specific motivations of the audience 

c) It ensures that the message is written in a complex tone 

d) It reduces the amount of information provided 

Answer: b) It allows the message to be tailored to the specific motivations of the 
audience 

 

3. What is the role of emotion in persuasive messages? 



a) To manipulate the audience into making irrational decisions 

b) To influence the audience through emotional appeals, but in conjunction with 
logical arguments 

c) To confuse the audience by using abstract terms 

d) To ignore the audience's logical thinking 

Answer: b) To influence the audience through emotional appeals, but in conjunction 
with logical arguments 

 

4. How does credibility affect persuasive messages? 

a) It has no impact on the message's effectiveness 

b) Credibility builds trust, making the audience more likely to accept the message 

c) It only works in advertising, not in other business communication 

d) It is only relevant in face-to-face communication 

Answer: b) Credibility builds trust, making the audience more likely to accept the 
message 

 

5. Which of the following is NOT a recommended method of gaining credibility in 
persuasive messages? 

a) Being enthusiastic and sincere 

b) Presenting oneself as an expert 

c) Using vague language to avoid any conflict 

d) Establishing common ground with the audience 

Answer: c) Using vague language to avoid any conflict 

 

6. What is the first step in the AIDA model of persuasive communication? 

a) Interest 

b) Desire 

c) Attention 

d) Action 

Answer: c) Attention 

 

7. In the AIDA model, what does the "Interest" phase involve? 

a) Providing a clear and direct call to action 

b) Grabbing the audience’s attention with engaging language 

c) Explaining how the message is relevant to the audience 



d) Summarizing the benefits of taking action 

Answer: c) Explaining how the message is relevant to the audience 

 

8. What is the purpose of the "Desire" phase in the AIDA plan? 

a) To prompt immediate action 

b) To explain the benefits and reduce resistance by addressing questions 

c) To introduce the bad news in a diplomatic manner 

d) To provide evidence and facts unrelated to the main message 

Answer: b) To explain the benefits and reduce resistance by addressing questions 

 

9. What is the final step in the AIDA model of persuasive communication? 

a) Desire 

b) Action 

c) Interest 

d) Attention 

Answer: b) Action 

 

10. What should a persuasive request in an organization include to be effective? 

a) A request for action without giving any supporting reasons 

b) A flattery of the audience and an explanation of the benefits 

c) An aggressive tone to ensure compliance 

d) A focus solely on the sender's needs 

Answer: b) A flattery of the audience and an explanation of the benefits 

 

11. What is the main purpose of a sales letter? 

a) To inform the reader about company policies 

b) To generate sales or request support for a product or service 

c) To describe internal company processes 

d) To announce a company event 

Answer: b) To generate sales or request support for a product or service 

 

12. What ethical issue should be avoided in a sales letter? 

a) Including a clear and honest call to action 

b) Making false claims or promises that cannot be fulfilled 



c) Offering a special discount to loyal customers 

d) Using a personal tone to address the reader 

Answer: b) Making false claims or promises that cannot be fulfilled 

 

13. Why is defining the target audience important when writing a sales letter? 

a) It ensures the message reaches as many people as possible 

b) It helps tailor the message to meet the specific interests and needs of the 
audience 

c) It makes the letter more difficult to understand 

d) It guarantees the recipient will take action 

Answer: b) It helps tailor the message to meet the specific interests and needs of the 
audience 

 

14. How should "selling points" and "benefits" be presented in persuasive 
communication? 

a) Selling points should be emphasized over benefits 

b) Selling points focus on features, while benefits explain how those features will 
help the audience 

c) Benefits are irrelevant; only selling points matter 

d) Both should be avoided to keep the message short 

Answer: b) Selling points focus on features, while benefits explain how those 
features will help the audience 

 

15. What is the importance of using the “you” attitude in persuasive writing? 

a) It makes the message more about the sender’s needs 

b) It shows a genuine concern for the audience's needs and interests, making the 
message more relatable 

c) It focuses on formal language to sound professional 

d) It encourages the reader to respond quickly without considering their own needs 

Answer: b) It shows a genuine concern for the audience's needs and interests, 
making the message more relatable 

 

16. What is the main advantage of using multiple options for responding in the 
"Action" phase? 

a) It provides convenience, making it easier for the audience to take action 

b) It overwhelms the audience with too many choices 



c) It confuses the audience and delays the response 

d) It reduces the importance of the action 

Answer: a) It provides convenience, making it easier for the audience to take action 

 

17. Which of the following is a key factor when choosing words for a persuasive 
message? 

a) The words should be overly complex to impress the audience 

b) The words should be carefully chosen to ensure clarity and avoid 
misunderstandings 

c) The words should focus only on emotional appeals, avoiding logic 

d) The words should be vague and open to interpretation 

Answer: b) The words should be carefully chosen to ensure clarity and avoid 
misunderstandings 

 

18. What is the benefit of using "emotion" in persuasive communication? 

a) It makes the message more rational 

b) It helps build a connection with the audience, making them more likely to accept 
the message 

c) It guarantees immediate compliance from the audience 

d) It eliminates the need for logical reasoning 

Answer: b) It helps build a connection with the audience, making them more likely to 
accept the message 

 

19. What is an ethical consideration when using someone's image or name in a sales 
letter? 

a) It’s acceptable to use someone's image or name without permission if they are a 
public figure 

b) It’s always permissible to use any image as long as it supports the sales pitch 

c) It’s necessary to obtain permission before using someone's image or name in a 
sales letter to avoid legal issues 

d) It’s not necessary to consider privacy laws in sales letters 

Answer: c) It’s necessary to obtain permission before using someone's image or 
name in a sales letter to avoid legal issues 

 

20. How can persuasive messages in business avoid manipulation and remain 
ethical? 



a) By focusing solely on emotional appeals 

b) By providing truthful, relevant information that serves the audience’s best 
interests 

c) By exaggerating the benefits of a product 

d) By only offering false promises to attract attention 

Answer: b) By providing truthful, relevant information that serves the audience’s best 
interests 

 

 


