
 

1 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

Administrative Office 

Procedures 

 Module One: Review Questions  لإج  ء    لإ               

 

 مراجعة الوحدة الأولى: 

 

1) Business continuity is also called _______. 

 

a) Business strength 

b) Business continuance 

c) Business conformity 

d) Business combination 

 

    ى             ع  ل   ضً  _______.(  1

 ق ة   ع ل ( 

             ع ل (ب

          ع  ل (ج

   ج   ع  ل ( 

 

  

2) What is not an example of a risk? 

 

a) Weather 

b) IT 

c) Sabotage 

d) Functions 

 

 (          س      ع ى        ؟2

     س ( 

   ن   ج      ع       (ب

       ب (ج

      ئف ( 

 

  

3) What are profitability, employee loyalty, 

service, and productivity? 

 

a) Goals 

b) Needs 

c) Trends 

d) All of the above 

 

 (      ي            ء                    لإن  ج  ؟3

      ف ( 

       ج   (ب

    ج         ئ ة (ج

  ل        علا  ( 

 

  

4) An aging workforce is an example of a 

________. 

 

a) Need 

b) Goal 

c) Trend 

 (  ق ة ع             ي    ل ع ى ________.4

   ج . ( 

   ه ف. (ب

    ج  . (ج

    يء       ق ( 
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d) None of the above 

 

 

  

5) Which type of auditor works for the 

company being audited?  

 

a) External 

b) Internal 

c) Both 

d) Neither 

 

    ي   م   ق  ه ؟(   ي ن ع        ق     ع ل في        5

      ج   ( 

     ي (ب

  لا    (ج

 )       

 

  

6) What is Not required of an auditor?  

 

a) Objectivity 

b) Independence 

c) Reports 

d) Leadership skills 

 

 (        غ       ب        قق؟6

     ض ع   ( 

      لال (ب

          (ج

  ه           ة ( 

 

  

7) What is the first step in recovery planning? 

 

a) Identify critical systems 

b) Create instructions 

c) Test the recovery plan 

d) Create a plan 

 

 (      ي      ة     ى في            ع في؟7

         ن م     ج  ( 

 إن  ء    ع      (ب

              ع في (ج

 ض      ( 

 

  

8) What is the last step in recovery planning? 

 

a) Identify critical systems 

b) Create instructions 

c) Test the recovery plan 

 (      ي      ة      ة في            ع في؟8

         ن م     ج  ( 

 إن  ء    ع      (ب

              ع في (ج

 ض      ( 
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d) Create a plan 

 

 

  

 

 

9) Administrative procedures are important 

because__________. 

 

a) The company’s survival depends on 

them  

b) The employees’ retirement plans 

depend on them 

c) Changes within the company can’t take 

place without them 

d) None of the above 

 

 .___________ لإج  ء    لإ       ه     9) 

 

 يعتمد بقاء الشركة عليها (أ

 عليهاتعتمد خطط تقاعد الموظفين  (ب

 لا يمكن إجراء التغييرات داخل الشركة بدونها (ج

 لا شيء مما سبق (د

  

10) Which of the following is a risk a company 

could face? 

 

a) Weather 

b) Sabotage 

c) IT 

d) All of the above 

 

  ي       ي    ل      ة ق     جهه        ؟10) 

 

     س ( 

       ب (ب

   ن   ج      ع      (ج

     علا  ل     ( 
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Module Two: Review Questions 

 

 مراجعة الوحدة الثانية: 

 

1) Which of the following is Not a resource? 

a) Contact list 

b) Checklist 

c) Job descriptions 

d) Planning locations 

 

 (   ي       ي    ع     ً  ؟1

 ق ئ      ص ل ( 

 ق ئ        ق (ب

    ص ف          (ج

      ق        ( 

 

  

2) What is the first step in creating an 

administrative binder? 

a) Choose a binder 

b) Interview employees 

c) Read job descriptions 

d) None of the above 

 

 (      ي      ة     ى في إن  ء   ف إ   ي؟2

         ج   ( 

                 (ب

  ق      صف       ي (ج

    يء       ق ( 

 

  

3) What is useful as a section divider? 

a) Folders 

b) Tabbed sheet protector 

c) Un-tabbed sheet protector 

d) Multiple binders 

 

 (                 صل  لأق  م؟3

    ج     ( 

   قي ص  ئح       (ب

   قي   ص  ئح غ           (ج

    ج         ع  ة ( 

 

  

4) How do section topics vary? 

a) Department 

b) By leadership 

c) By demographic 

d) Organization 

 (    ف     ف    ض     ق  م         ؟4

   م   ( 

        ة (ب

   ب       غ  ف   (ج

    ن  م ( 



 

5 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

  

  

5) Frequently used pages will require which of 

the following? 

a) Tabbed sheet protectors 

b) Heavy duty sheet protectors 

c) Un-tabbed sheet protectors 

d) None of the above 

 

 (      ب   ص                  ل         ً        ي؟5

   ق      ص  ئح         ( 

   ق         ح         (ب

   ق         ح غ           (ج

    يء       ق ( 

 

  

6) Why not use sheet protectors on all pages? 

a) Save money 

b) There is not room 

c) The binder would be bulky 

d) It is easier to make changes 

 

 (               م   ق          في  ل   ص    ؟6

   ف       ل ( 

     ج       (ب

            ق ض ً   (ج

       هل إج  ء    غ      ( 

 

  

7) What is the average size of a binder? 

a) 1 ½ inches 

b) 1 inch 

c) 3 inches  

d) 2 ½ inches 

 

  جم    ج  ؟(              7

   ص  1 ( 

   ص  1 (ب

   ص   3 (ج

   ص  2 ( 

 

  

8) What occurs when the binder is too small? 

a) It is too difficult to organize 

b) There is not enough room for the 

binder 

c) Pages fall out 

d) None of the above 

 

 صغ ً   جً  ؟(          ث عن                8

      صعب   غ       ن  م ( 

     ج          ف        ق (ب

        ص     (ج

    يء       ق ( 
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9) Being organized in the office will _________. 

a) Eliminate confusion 

b) Ensure proper procedure 

c) A and B 

d) None of the above 

 

 ._________    ن  م في      ب   ف( 9

 

    ض ء ع ى       س ( 

 ض     لإج  ء      م (ب

     ب (ج

    يء       ق ( 

  

10) The binder should include: phone lists, 

locations, and planning checklists.  

a) Phone lists 

b) Locations 

c) Planning checklists 

d) All of the above 

 

 ق  ئم    جع   جب      ض        ق: ق  ئم   ه  ف       ق  10) 

       . 

 

 ق  ئم   ه  ف ( 

      ق  (ب

       ق  ئم      جع  (ج

  ل        علا  ( 
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Module Three: Review Questions 

 

 مراجعة الوحدة الثالثة: 

 

1) What is not a way to track tasks? 

a) Apps 

b) Job description 

c) Writing 

d) Checklists 

 

               ه م؟  ي              (  1

 )           

    صف       ي (ب

         (ج

 ق  ئم      جع  ( 

 

  

2) How long should tasks be tracked? 

a) Never 

b) Weeks 

c) Months 

d) Days 

 

 (   م       ق   جب      م  ع ب    ه م؟2

    يء ( 

        (ب

    ه  (ج

     م ( 

 

  

3) What is Not a method of feedback? 

a) Tracking tasks 

b) Survey 

c) Meetings 

d) Evaluations 

 

 (   ي       غ    ن        غ        جع ؟3

  ه م        ( 

     ح (ب

   ج   ع   (ج

 )           

 

  

4) What needs to occur before feedback is 

collected? 

a) Increase interest 

b) Nothing 

c) Prepare employees 

d) All of the above 

 

   م ج      ع     ؟ (        ي  جب       ث ق ل   4

 ز   ة     ئ ة ( 

    يء (ب

 إع             (ج

  ل        علا  ( 

 

  

 



 

8 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

5) What needs to be written down with the 

tasks? 

a) Times 

b) Skill level 

c) Interest 

d) Priority 

 

 (        ي  جب     نه       ه م؟5

 ع          ( 

     ى    ه  ة (ب

      ئ ة (ج

 )         

 

  

6) When should tasks be recorded? 

a) As they happen 

b) By the end of the day 

c) Each morning 

d) It does not matter 

 

 (    ى  جب   ج ل    ه م؟6

 عن      ه  ( 

  نه        م (ب

  ل ص  ح (ج

    هم ( 

 

  

7) Which tool is useful for keeping track of 

tasks? 

a) Word 

b) PowerPoint 

c) Spreadsheet 

d) All of the above 

 

        ة       ة          ه م؟  (7

 )     word  

 PowerPoint (ب

 Excelج  ل      ن    (ج

  ل        علا  ( 

 

  

8) Which task is most likely to be biweekly? 

a) Emails 

b) Phones 

c) Payroll 

d) Meetings 

 

 

 (      ي    ه      ي        جح         نصف  ه   ؟8

    ئل         لإ     ني ( 

   ه   ف (ب

    ف          (ج

   ج   ع   ( 
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9) If you put too much information in a 

binder, it becomes_____________. 

 

a) Too heavy to carry 

b) Useless 

c) Difficult to navigate 

d) All of the above 

 

 

 إ    ضع               ع      في   ف ، فإنه   ص ح 9) 

______________. 

 

      ه       جً    ( 

 ع  م     ئ ة (ب

 صع       ن ل (ج

  ل        علا  ( 

  

10) When determining which procedures to 

include, ___________. 

 

a) Choose based on your experience 

b) Base it on your professional 

experience 

c) Collect feedback from employees 

d) All of the above 

 

عن         لإج  ء      ي  جب  ض  نه  ، 10) 

___________. 

 

       ن ءً ع ى  ج     ( 

   ن    إ ى          هن   (ب

 ج      ع                  (ج

  ل        علا  ( 
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Module Four: Review Questions 

 

 مراجعة الوحدة الرابعة: 

 

1) What is Not included in the template? 

a) Goals 

b) Job 

c) Purpose 

d) Regulations 

 

 (        ي  م   م  ض  نه في   ن   ج؟1

      ف ( 

         (ب

   غ ض (ج

      ئح ( 

 

  

2) Accounting would fall under which of the 

following in a template? 

a) Job 

b) Category 

c) Purpose 

d) Regulation 

 

 (            ن  ج      ي       ي في   ن   ج؟2

   ع ل ( 

    ئ  (ب

   غ ض (ج

    ن  م ( 

 

  

3) Instructions should be ______. 

a) Long explanations 

b) Exploratory 

c) Short commands 

d) Requests  

 

 (     ع       جب         ______.3

 )               

       ف   (ب

       قص  ة (ج

 )         

 

  

4) What should be done after recording 

steps? 

a) Move to the next step 

b) Nothing 

c) Practice them 

d) Review them 

 

 (        ي  جب ع  ه  ع            ج ل؟4

  ن  ل إ ى      ة         ( 

    يء (ب

     ه  (ج

 قم     جع ه  ( 
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5) What makes procedures easier to follow? 

a) Bullets  

b) Paragraphs 

c) Tabs 

d) All of the above 

 

 (        ي  جعل  لإج  ء     هل       ع ؟5

   ن    ( 

         (ب

   علا          ب (ج

  ل        علا  ( 

 

  

6) What should have its own bullet point? 

a) It does not matter 

b) Each procedure 

c) Each title 

d) Each step 

 

 (        ي  جب          ه ن   ه     ص ؟6

    هم ( 

  ل إج  ء (ب

  ل عن    (ج

  ل    ة ( 

 

  

7) What is important when testing 

procedures? 

a) The instructions are written 

b) It is unaided 

c) They are observed 

d) None of the above 

 

 (           هم عن          لإج  ء  ؟

    ع             ( 

         ع ة (ب

   م  لا   ه  (ج

    يء       ق ( 

 

  

8) What is necessary after the instructions are 

tested?  

a) Changes 

b) Conversations 

c) Feedback 

d) Dialogue 

 

 (        ض   ي  ع            ع     ؟8

    غ      ( 

           (ب

    لا     (ج

 )        
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9) For the best results, it is necessary to limit 

yourself to how many procedures? 

a) 10 

b) 5 

c) 15 

d) 20 

 

ن        ص ل ع ى  فضل   ن  ئج ،      ض   ي      ص 9) 

 ع ى ع    لإج  ء  ؟

 

 ) 10 

 5 (ب

 15 (ج

 ) 20 

  

10) What will develop consistency between 

tracked procedures? 

a) Tasks 

b) Costs 

c) Nothing 

d) Templates 

 

       ي                   لإج  ء       ع   ؟10) 

 

    ه م ( 

        ف (ب

    يء (ج

       ب ( 
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Module Five: Review Questions 

 

 مراجعة الوحدة الخامسة: 

 

1) What determines the tone used on the 

phone? 

a) Company 

b) Individual 

c) Topic 

d) All of the above  

 

 (        ي        نغ             في   ه  ف؟1

 )        

       (ب

     ض ع (ج

  ل         علا  ( 

 

  

2) What is Not included in basic phone 

etiquette? 

a) Standard greeting 

b) Hold music 

c) Tone  

d) Answer on the third ring 

 

 (        غ      ج في آ  ب   ه  ف        ؟2

              ة ( 

   ن            ى (ب

   نغ   (ج

      عن     ق          ( 

 

  

3) What should be used in business writing? 

a) Passive voice 

b) Subjunctive 

c) Active voice 

d) All of the above 

 

 (        ي  جب        ه في         ع  ل؟3

   ص       ني    جه ل ( 

       (ب

   ص     ن   (ج

  ل        علا  ( 

 

  

4) What type of language should be avoided? 

a) Short sentences  

b) Voice 

c) Commands 

d) Jargon 

 

 (     ن ع    غ     ي  جب  جن ه ؟4

 ج ل قص  ة ( 

 ص   (ب

        (ج

    غ      ص       ( 
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5) What is Not a strategy of effective time 

management? 

a) Make a schedule 

b) Reviews 

c) Prioritize tasks 

d) Delegate  

 

 (      ي             ج   فع    لإ   ة    ق ؟5

 ض  ج   ً  ( 

      جع   (ب

                   ه م (ج

  ن  ب ( 

 

  

6) Which task should be completed first? 

a) Unimportant 

b) Boring 

c) Important 

d) Difficult 

 

 (        ه      ي  جب إ    ه     ً؟6

 غ    هم   ( 

        (ب

   ه    (ج

   صع   ( 

 

  

7) Which of the following is Not a task that 

you would include in a checklist? 

a) Past meetings 

b) Venue 

c) Sleeping arrangement 

d) Group size 

 

   ي   س     ه      ي     م   ض  نه  في ق ئ        ق؟(   ي     7

   ج   ع           ( 

        (ب

     ب   ن م (ج

  جم    ج  ع  ( 

 

  

8) Which meeting is easier to plan? 

a) Out of town meetings 

b) Annual meetings 

c) Company meetings 

d) Weekly meetings 

 

 (   ي  ج   ع   هل في        ؟8

    ج      ن  ( 

   ج   ع      ن    (ب

  ج   ع          (ج

   ج   ع        ع   ( 
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9) What will determine which topics you 

should include in the binder? 

a) The latest trends in organization 

b) The organization’s needs 

c) The manger’s needs 

d) None of the above 

 

    ي  جب  ض  نه  في      ق؟       ي           ض ع  9) 

 

    ث    ج     في    ن  م ( 

      ج      ن    (ب

      ج          (ج

    يء       ق ( 

  

10) How long should you let the office phone 

ring? 

a) Indefinitely 

b) 4 rings 

c) 3 rings 

d) Never. Always direct a call to voicemail 

 

    ف      ب    ؟ م       ق   جب      ع  10 )

 

 إ ى  جل غ      ى ( 

       4 (ب

       3 (ج

     . قم   ئً      ج ه        إ ى          ص  ي ( 
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Module Six: Review Questions 

 

 مراجعة الوحدة السادسة: 

 

1) What is costly? 

a) Employee absence 

b) Policies  

c) Procedures 

d) Everything 

 

 (                 ف؟1

      فغ  ب  ( 

          (ب

  لإج  ء   (ج

  ل  يء ( 

 

  

2) What should be addressed with absences? 

a) Job description 

b) Nothing 

c) Timing 

d) Punctuality 

 

 (        ي  جب  ع  ج ه      غ  ب؟2

    صف       ي ( 

    يء (ب

     ق   (ج

     ز م       ع   ( 

 

  

3) Break policies prevent _____. 

a) Illegal actions 

b) Abuse by employees 

c) Short breaks 

d) None of the above 

 

 (                ن  _____.3

  لإج  ء   غ       ن ن   ( 

   ء    ع        ق ل          (ب

 ف          قص  ة (ج

    يء       ق ( 

 

  

4) Break policies prevent _____. 

e) Illegal actions 

f) Abuse by employees 

g) Short breaks 

h) None of the above 

 

 (        ي  جب        ل  ه ف           ؟4

 )              

      ف (ب

               ن ن   (ج

    يء ( 
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5) Where would you find cost of living 

increases in the binder? 

a) Breaks 

b) Benefits 

c) Salary 

d) All of the above 

 

 (       ج  ز   ة      ف    ع    في    ج  ؟5

      صل ( 

      ئ  (ب

      ب (ج

  ل         علا  ( 

 

  

6) What would not be included in the salary 

explanation in the binder? 

a) Overtime 

b) Timecards 

c) Wage increases 

d) Insurance 

 

 (        ي      م  ض  نه في    ص ل      ب في    ج  ؟6

   ع ل  لإض في ( 

    ق      ق  (ب

 ز   ة   ج   (ج

    أ    ( 

 

  

7) What may benefits overlap with? 

a) Absences 

b) Salary 

c) Both of the above 

d) None of the above 

 

 (                    ل        ق      ؟7

   غ  ب ( 

      ب (ب

  لا         علا  (ج

    يء       ق ( 

 

  

8) What information on benefits must be 

disclosed? 

a) Length of coverage 

b) Eligibility 

c) History of benefits 

d) None of the above 

 

 (      ي    ع          ع        ز       ي  جب     ف عنه ؟8

   ل    غ    ( 

        (ب

     خ      ئ  (ج

    يء       ق ( 
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9) Break policy should include ____________. 

a) Lunches 

b) Short breaks 

c) Specific time 

d) All of the above 

 

 .____________  جب      ض                 (  9

 

  ج      غ  ء ( 

 ف          قص  ة (ب

  ق       (ج

  ل        علا  ( 

  

10) Jury Duty is not considered an absence. 

a) True 

b) False 

 

10 ) ً  .  جب   ئ              ع    غ    

 

 ص  ح ( 

   أ (ب
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Module Seven: Review Questions 

 

 مراجعة الوحدة السابعة: 

 

1) The table of contents is based on which of 

the following? 

a) Procedures 

b) Steps 

c) Organization 

d) Sections 

 

 (  إ ى  ي       ي    ن  ج  ل          ؟1

  لإج  ء   ( 

         (ب

    ن  م (ج

   ق  م ( 

 

  

2) What is useful when corresponding tabs 

with the table of contents? 

a) Titles 

b) Numbers 

c) Names 

d) None of the above 

 

 (               عن  علا          ب             ج  ل          ؟2

      ب ( 

   ع    (ب

      ء (ج

    يء       ق ( 

 

  

3) What needs to be listed before the binder 

can be organized? 

a) Updates 

b) Procedures 

c) Sections 

d) None of the above 

 

 (        ي  جب إ   جه ق ل      م  ن  م    ج  ؟3

 )           

  لإج  ء   (ب

   ق  م (ج

    يء       ق ( 

 

  

4) What is Not included in typical sections?  

a) Profit and loss 

b) Accounting 

c) HR 

d) IT 

 

 (        ي     م  ض  نه في   ق  م   ن   ج  ؟4

        ة    ح  ( 

          (ب

                 (ج

   ن   ج      ع      ( 

 

  



 

20 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

5) What is done after listing procedures? 

a) Review 

b) Complete table of contents 

c) Add tab 

d) None of the above 

 

 (        ي   م  ع  إج  ء    لإ   ج؟5

      جع  ( 

 ج  ل            ل (ب

 إض ف  علا         ب (ج

   ق   يء      ( 

 

  

6) In what order should procedures be listed? 

a) Alphabetical 

b) Importance 

c) Appearance 

d) It does not matter 

 

 (  في  ي     ب  جب      م      لإج  ء  ؟6

   ج    ( 

        (ب

     ه  (ج

    هم ( 

 

  

7) Where would you note changes for the 

binder? 

a) On a separate folder 

b) On the pages 

c) In a survey 

d) You do not note changes 

 

 (        لا      غ         ج  ؟7

 في  ج    ن صل ( 

 ع ى   ص     (ب

 في     ح (ج

  ن     لا      غ      ( 

 

  

8) When should changes be made? 

a) After meetings 

b) At the end of the day 

c) After a consultation 

d) Immediately 

 

    غ     ؟ (    ى  جب إج  ء8

  ع    ج   ع   ( 

 في نه        م (ب

  ع         ة (ج

 ع ى       ( 

 

  

 

 

 



 

21 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

9) When can policies be placed in the binder? 

a) Once they are approved 

b) Once they are tested 

c) Once they are completed 

d) None of the above 

 

   ى       ض           في      ق؟(  9

 

      ف   ع  ه   ج    ( 

   ج            (ب

   ج         ه  (ج

    يء       ق ( 

  

10) Before organizing information in the 

binder, you must ____. 

a) Gather and organize it 

b) Research and understand it 

c) Understand and memorize it 

d) Translate it into another language 

 

 .____    ع      في      ق ،  جب ع   ق ل  ن  م ( 10

 

 ج عه    ن   ه  ( 

     ث  فه ه (ب

 فه ه      ه  (ج

   ج ه إ ى  غ     ى ( 
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Module Eight: Review Questions 

 

 مراجعة الوحدة الثامنة: 

 

1) Where should passwords be stored? 

a) Separate folder 

b) Binder 

c) In the desk 

d) On the desk 

 

   ز               ؟(       جب 1

  ج    ن صل ( 

   ن   (ب

 في      ب (ج

 ع ى      ب ( 

 

  

2) What is necessary if passwords are saved 

on the computer? 

a) Hide the computer 

b) Change the network 

c) Use a password 

d) All of the above 

 

 (        ض   ي إ    م                  ع ى          ؟2

          إ   ء  ( 

  غ           (ب

      م           (ج

  ل        علا  ( 

 

  

3) What is Not an example of confidential 

information? 

a) Date of birth 

b) Social security 

c) Credit card information 

d) Accounting procedures 

 

 (          س      ع ى    ع            ؟3

     خ     لا  ( 

   ج   عي  ض     (ب

  ع         ق    ئ     (ج

  لإج  ء             ( 

 

  

4) What should be done when you are not 

sure if information is confidential? 

a) Ask 

b) Do not use it in the binder 

c) Secure the binder 

d) All of the above 

 

  ن  (        ي  جب ع    فع ه عن             أ ً       إ   4

    ع          ؟

   أل ( 

         ه في      ق (ب

  أ         ق (ج

  ل        علا  ( 
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5) What is a good label for a folder of 

confidential information? 

a) Administrative Information 

b) Do Not Open 

c) Confidential Information 

d) No label 

 

    ع            ؟(      ي           ج  ة   ج   5

    ع       لإ      ( 

      ح (ب

    ع             (ج

 )         

 

  

6) Why choose an innocuous name for a 

folder? 

a) Increase interest 

b) Make it clear 

c) Reduce interest 

d) All of the above 

 

 (                ً   آ ن    ج  ؟6

 ز   ة     ئ ة ( 

  ضح      (ب

     ل     ئ ة (ج

  ل         علا  ( 

 

  

7) Where would you put a folder of 

confidential information in a drawer? 

a) In the back 

b) In the front 

c) In the center 

d) It does not matter 

 

 (       ض     ً      ي ع ى  ع           في     ج؟7

 في     ف ( 

 في         (ب

 في      ز (ج

    هم ( 

 

  

8) What does not need to be updated for 

security when storing files on a computer? 

a) Malware detector 

b) Virus barrier 

c) Virus detection 

d) Downloads 

 

(        ي       ج إ ى     ث  لأ    عن    ز           ع ى 8

          ؟

    ف       ج   ض  ة ( 

   جز       س (ب

     ف ع            (ج

    نز لا  ( 
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9) Who should have access to confidential 

passwords? 

a) The IT specialist 

b) Authorized personnel 

c) Supervisors 

d) All of the above 

 

      ي  جب            ه  ق    ص ل إ ى              (  9

       ؟

 

   ص ئي   ن   ج      ع      ( 

   ف         ص  هم (ب

      ف   (ج

  ل        علا  ( 

  

10) Passwords stored on a computer need to 

be_______. 

a) Easily accessible 

b) Password protected 

c) Permanently locked away 

d) Accessible by the manager only 

 

  جب                          زن  ع ى جه ز          ( 10

________. 

 

   هل    ص ل إ  ه ( 

                  (ب

  غ ق    ل   ئم (ج

         ص ل إ  ه     ق ل        ف   ( 
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Module Nine: Review Questions 

 

 مراجعة الوحدة التاسعة: 

 

1) Why ask a superior to review the guide? 

a) Find gaps 

b) Give ideas 

c) Change plans 

d) You would not ask 

 

 (           ب       ئ س    جع       ل؟1

    ث ع     غ    ( 

  ع    ف    (ب

  غ          (ج

      أل ( 

 

  

2) How many times should you review the 

binder with your supervisor? 

a) 3 times 

b) 2 times  

c) 5 times  

d) Until you are both satisfied 

 

 (   م   ة  جب ع       جع               ف ؟2

 ) 3      

       (ب

      5 (ج

   ى   ع      ض  ( 

 

  

3) What is Not a method of introduction? 

a) Email 

b) Test 

c) Meeting 

d) All of the above 

 

 (   ي       غ    ن            ؟3

         لإ     ني ( 

         (ب

   ج   ع (ج

  ل         علا  ( 

 

  

4) What is true of the introducing the guide? 

a) It does not need to be communicated 

b) Only one method of communication 

should be used 

c) Only one method of communication 

should be used at a time 

d) Communication should fit the audience 

 

 (          ص  ح عن      م     م      ل؟4

       ج إ ى إ لاغ ( 

  جب       م         ص ل     ة ف   (ب

    ة ف   في  ل   ة جب       م         ص ل   (ج

  جب      ن  ب    ص ل      ج ه   ( 
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5) What will determine where the guide 

should be placed? 

a) Tasks 

b) Setting 

c) People 

d) Nothing 

 

 (        ي             ض       ل؟5

    ه م ( 

  لإع    (ب

   ن س (ج

    يء ( 

 

  

6) The guide must be displayed in a location 

that is ______. 

a) Uncluttered 

b) Common 

c) Accessible 

d) None of the above 

 

 (   جب ع ض      ل في      ______.6

 غ    ز  م ( 

       (ب

         ص ل إ  ه  (ج

    يء       ق ( 

 

  

7) Who may update the binder? 

a) Employees 

b) No one 

c) Consultant 

d) All of the above 

 

 (        نه     ث    ج  ؟7

 )          

       (ب

       ي (ج

  ل         علا  ( 

 

  

8) What is least likely to be an opportunity for 

communication from employees? 

a) Surveys 

b) Meetings 

c) One-on-ones 

d) Website 

 

 (    ى       ن    قل ف ص       صل            ؟8

      لاع   ( 

   ج   ع   (ب

   ج   ع   ل ف   ع ى     (ج

     ق   لإ     ني ( 

 

  

 



 

27 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

 

 

9) Without ______________, the procedure 

guide will not be a tool that gets much use.  

a) Buy-in from stakeholders 

b) A proper launch 

c) Easy accessibility 

d) Regular updates 

 

     ______________ ،            ل  لإج  ء      ة ( 9

 .     م    ً  

 

    ء     ص  ب    ص    ( 

 إ لا   ن  ب (ب

  ه       ص ل (ج

          ن     ( 

  

10) Getting feedback from ________ will ensure 

that your guide is effective and applicable 

to the needs of your audience. 

a) Executives 

b) Employees 

c) A and B 

d) None of the above 

 

   ________   ض                ص ل ع ى  ع      ( 10

 .فع ل  ق  ل       ق ع ى      ج   ج ه   

 

    ن       ( 

          (ب

     ب (ج

    يء       ق ( 
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Module Ten: Review Questions 

 

 مراجعة الوحدة العاشرة: 

 

1) How long should a meeting be to explain 

the binder?  

a) 1 hour 

b) 2 hours 

c) 2 days 

d) 8 hours 

 

  م       ق   جب           ج   ع    ح    ج  ؟  (1

   ع  1 ( 

   ع    (ب

       (ج

   ع   8 ( 

 

  

2) What is Not included in the agenda? 

a) Topics 

b) Training 

c) Objective 

d) Outline 

 

 (        غ      ج في ج  ل   ع  ل؟2

      ض   ( 

       ب (ب

   ه ف (ج

        ص  ي ( 

 

  

3) What is the most important factor in 

creating consistency? 

a) Binder 

b) Engagement 

c) Example 

d) Employee buy-in 

 

 (          ع  ل             في   ق       ؟3

    ج   ( 

         (ب

      ل (ج

 ق  ل      ف ( 

 

  

4) What will help ensure that the procedures 

are followed? 

a) Binder 

b) Steps 

c) Supervisors 

d) Checklist 

 

       ي     ع  في ض        ع  لإج  ء  ؟ ( 4

      ق ( 

         (ب

      ف   (ج

 ق ئ        ق ( 
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5) What is Not a formal method of 

communication? 

a) Email 

b) Meetings 

c) Conference calls 

d) Casual conversations 

 

 (      ي           غ          لا ص ل؟5

         لإ     ني ( 

   ج   ع   (ب

             ج  ع   (ج

             ع   ة ( 

 

  

6) What would be the best method to 

communicate with employees? 

 

a) Formal communication 

b) It does not matter 

c) Informal communication 

d) Use multiple methods 

 

 (      ي  فضل            صل            ؟6

    ص ل      ي ( 

    هم (ب

    ص    غ           (ج

      م       ع  ة ( 

 

  

7) What increases new ideas? 

a) Dialogue 

b) Interest 

c) Study 

d) None of the above 

 

 (        ي  ز     ف      ج   ة؟7

 )        

     ئ ة (ب

         (ج

    يء       ق ( 

 

  

8) Where are new ideas found? 

a) In communication 

b) In organization 

c) Everywhere 

d) Nowhere 

 

 (        ج    ف      ج   ة؟8

 في      صل ( 

 في    ن    (ب

 في  ل      (ج

 )        
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9) Your guide must evolve with the company, 

so remember to ___________. 

a) Keep it close by 

b) Consider new ideas 

c) Place it in a prominent place 

d) None of the above 

 

  جب                          ،             ( 9

___________. 

 

        ه       ب  ن  ( 

   ن   في   ف      ج   ة (ب

  ضعه في         ز (ج

    يء       ق ( 

  

10) Why is communication regarding policies 

so important? 

a) Because they are written in technical 

terms 

b) Because they will change  

c) To ensure everyone has had the chance 

to read them 

d) All of the above 

 

      ب            صل ف      ع ق          ؟( 10

 

  نه              ن        ن   ( 

  نه     غ   (ب

  ض    إ         ص    ج        ء ه  (ج

  ل        علا  ( 

 

 


