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Business Etiquette 

 إ        ع ل

Module One: Review Questions 
 

 : الأولىمراجعة الوحدة 
 

1.) Which of the following is the definition of 

business etiquette: 

a) Business etiquette is group of informal 

rules of general behavior 

b) Business etiquette is a group of 

conventional rules of polite behavior 

c) Business etiquette is a group of 

informal rules of polite behavior 

d) Business etiquette is a group of non-

conventional rules of behavior 

 

 (    ع ف ع ى  ع  ف آ  ب   ع ل:1

 ج  ع          ع  غ                  آ  ب   ع ل  ي  ( 

   ع م.

آ  ب   ع ل  ي  ج  ع          ع                    (ب

    ه ب.

آ  ب   ع ل  ي  ج  ع          ع  غ                   (ج

    ه ب.

 آ  ب   ع ل  ي  ج  ع     ق  ع         غ            . ( 

 

  

2.) Which of the following IS NOT something 

that business etiquette covers? 

a) Courtesy 

b) Hospitality 

c) Self – presentation  

d) Self – confidence  

 

 (  ي       ي       ه آ  ب   ع ل؟2

    ج     ( 

   ض  ف  (ب

   ع ض      ي (ج

          ن س ( 

 

  

3.) Which of the following IS NOT an area 

covered by the business etiquette? 

a) Employee engagement 

b) Team synergy 

c) Reconciling the feuded team members 

d) Customer care 

 

 (  ي       ي       ه آ  ب   ع ل؟3

             ف ( 

  آز       ق (ب

     ف ق      عض ء      ق     ن      (ج

        ع لاء ( 

 

  

4.) Which of the following is one of the areas 

covered by the business etiquette? 

a) Product placement 

b) Product design 

 (  ي       ي           ج       ي  غ  ه  آ  ب   ع ل؟4

  ض     ن ج ( 

  ص  م    ن ج (ب

   علا      ج     (ج
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c) Branding 

d) Advertising 

 

  لإعلا  ( 

 

  

5.) Etiquette is the guideline to the behavior 

befitting good manners while ____________.  

a) At work 

b) At a meeting 

c) At a business luncheon 

d) All of the above 

 

 لإ            ل          لائق     لا        ة   ن ء 5) 

.____________ 

 في   ع ل ( 

 في   ج   ع (ب

 ع لفي  أ    غ  ء  (ج

  ل         علا  ( 

 

  

6.) The rules of etiquette show sensitivity to the 

needs and feelings of ________________. 

a) Your co-workers 

b) Your customers 

c) Your boss 

d) All of the above 

 

ق  ع   لإ        ه                ج       ع  6) 

.________________ 

 ز لائ  في   ع ل ( 

 ع لائ  (ب

  ئ    في   ع ل (ج

  ل         علا  ( 

 

  

7.) Business etiquette is quite straight forward. 

a) True 

b) False 

 

 آ  ب   ع ل      ة إ ى     م.7) 

 ص  ح ( 

   أ (ب

 

  

8.) As far as branding is concerned, it’s up to 

the head of the company to set the 

standards. 

a) True 

b) False 

 

ف      ع ق    علا      ج     ، فإ               ئ س        8) 

   ض     ع    .

 ص  ح ( 

   أ (ب

 

  

9.) Good manners will help establish smooth 

working relationships within a team, which 

contributes to greater ___________.  

  ف    ع     لا        ة في إق    علاق   ع ل         ل 9) 

      ق ،         م في ز   ة ___________.

  لإن  ج   ( 

   ص  ق   (ب
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a) Productivity 

b) Friendships 

c) A and B 

d) Neither A nor B 

 

     ب (ج

        ب ( 

 

  

10.) Good manners will help improve __________ 

between employees and team members. 

a) Morale 

b) Confidence 

c) A and B 

d) Neither A nor B 

 

  ف    ع     لا        ة في إق    علاق   ع ل      10) 

    ل      ق ،         م في ز   ة ___________.

  لإن  ج   ( 

   ص  ق   (ب

     ب (ج

        ب ( 
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Module Two: Review Questions 
 

 : الثانيةمراجعة الوحدة 
 

1.) Which of the following IS NOT 

recommended as a part of an effective 

introduction? 

a) Projecting warmth and confidence 

b) Stating your position in the company 

c) Repeating the other person’s name 

after the introduction 

d) Doing something memorable, e.g. 

making a certain gesture 

 

       فع   ؟(  ي       ي     صى  ه  جزء    1

 إ ه      فء        ( 

      نص   في        (ب

         م     ص  لآ    ع          (ج

      م   يء     ن ى ، ع ى    ل      ل      م  إ   ءة  ع ن  ( 

 

  

2.) In business, introductions are usually made 

based on: 

a) A person’s seniority  

b) A person’s seniority in a company 

c) Alphabetical order 

d) It is usually random 

 

 ( في  ج ل   ع  ل ،   م     م          ع  ةً ع ى    س:2

  ق         ص ( 

  ق         ص في        (ب

       ب    ج ي (ج

 ع  ة         ع   ئ   ( 

 

  

3.) For making a great first impression, you 

should avoid: 

a) Asking questions 

b) Making eye contact 

c) Using technical jargon 

d) Having a relaxed posture 

 

 (         ن   ع   ل   ئ  ،  جب      جنب:3

   ح    ئ   ( 

      صل    ص ي (ب

       م    ص         ن   (ج

        ضع         ( 

 

  

4.) The three C’s for making a good 

impression stand for: 

a) Confidence, Contrasting, Care 

b) Confidence, Competence, Credibility 

c) Confidence, Contrasting, Credibility 

 (   عن ص     لا           ن   ع ج      ل:4

           ن قض    عن    ( 

             ءة     ص  ق   (ب

           ن قض     ص  ق   (ج

    ع               ءة   ( 
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d) Confidence, Competence, Care 

 

 

 

  

5.) Which of the following IS NOT a method of 

minimizing the nervousness? 

a) Visualizing 

b) Self-talk 

c) Being informed 

d) Being domineering  

 

 (  ي       ي   س            ل   عص   ؟5

    ص   ( 

      ث      ي (ب

         ع ى   لاع (ج

 )          

 

  

6.) When it comes to the nervousness triggers, 

we should: 

a) Ignore them 

b) Suppress them 

c) Identify them 

d) None of the above 

 

 ( عن      ع ق          ز     عص    ،  جب ع  ن :6

  ج   هم ( 

 ق عهم (ب

    ع ف ع  هم (ج

    يء       ق ( 

 

  

7.) When should you have your business cards 

with you? 

a) When you are at work 

b) When you are at work and when you 

are somewhere business related 

c) All the time 

d) When you remember to bring them – 

there’s no rule 

 

 (   ى  جب          ع     ق     ع ل     ص    ؟7

 عن         في   ع ل ( 

عن         في   ع ل  عن         في           ع ق  (ب

    ع ل

 في  ل  ق  (ج

     ج  ق ع ة -عن          إ ض      ( 

 

  

8.) Which of the following statements is true? 

a) You should give your card to the senior 

executives as often as you can, so you 

could get opportunities for a promotion 

b) You shouldn’t give your card to the 

senior executives, unless they ask for 

 (  ي      ع              ص  ح؟8

 ق             ؤ        ن                جب     ع ي    ( 

        ،   ى             ص ل ع ى ف ص     ق  

   جب     ع ي    ق             ؤ        ن       ،     م  (ب

            ة

إع  ء    ق                    ن          ن س إع  ئه   ي  (ج
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one 

c) Giving a card to the senior executives is 

the same as giving it to anyone else 

d) There are no rules or limitations when it 

comes to giving the cards to the senior 

executives 

 

   ص آ  

    إع  ء      ق       ج  ق  ع     ق    عن      ع ق    ( 

                   ن      

 

  

9.) Which of the following IS NOT among the 

common ways of remembering a name? 

a) Using mental imagery 

b) Being genuinely interested 

c) Using name in a creative sentence 

d) All of the above are good ways of 

remembering a name 

 

 (  ي       ي   س                  ئع           م؟9

       م      ل   ع  ي ( 

       م  ص   (ب

       م    م في ج    إ   ع   (ج

  ل      ق     ج  ة          م ( 

 

  

10.) Which of the following statements IS 

NOT true? 

a) Remembering names is a skill 

b) Remembering names can be improved 

c) If you have troubles remembering a 

name, it’s practically impossible to 

change it 

d) None of the above 

 

 (  ي      ع              غ   ص    ؟10

           ء     ه  ة ( 

                      ء (ب

إ    ن     جه    لا  في         م ، ف          ل  (ج

  غ     ع    

    يء       ق ( 
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Module Three: Review Questions 
 

 : الثالثةمراجعة الوحدة 
 

1.) Which of the following IS NOT a part of the 

three-step process of handshaking? 

a) Facial expression 

b) Greeting the person 

c) Friendly tapping on the shoulder 

d) All of the above are a part of the 

process  

 

(  ي       ي   س جزءً     ع        ص ف        ن      لاث 1

      ؟

  ع         جه ( 

          ص (ب

    نص  ع ى     ف      (ج

  ل      ق جزء      ع     ( 

 

  

2.) A good handshake should be: 

a) Lax 

b) Tight 

c) In between 

d) It doesn’t matter 

 

 (  جب            ص ف     ج  ة:2

       ي ( 

 ض ق (ب

   نه   (ج

    هم ( 

 

  

3.) The ‘small talk’ stage implies: 

a) Telling some facts about you, such as 

your job or interests 

b) Exchange of pleasantries 

c) Exchange of the opinions  

d) Sharing viewpoints 
 

   صغ  ة"      ي:(   ض         "          3

 إ      عض      ئق عن  ،   ل                     ( 

     ل    ج  لا  (ب

     ل  لآ  ء (ج

     ل  جه     ن   ( 

 

  

4.) Which stage is the hardest to get to? 

a) Small talk 

b) Fact disclosure 

c) Viewpoints and opinions 

d) Personal feelings 

 

 إ  ه ؟( إ ى  ي        صعب    ص ل 4

    ث صغ   ( 

     ف ع       ئق (ب

  جه     ن     لآ  ء (ج

      ع      ص   ( 
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5.) In the Sample Conversation, Patrick and 

Mindy start their conversation with: 

a) Small talk 

b) Fact disclosure 

c) Mix of those two stage 

d) Undefined stage 

 

     ة         ،                ن ي ( في                      في 5

       ه     :

         صغ  ة ( 

     ف ع       ئق (ب

  ز ج                    (ج

         غ         ة ( 

 

  

6.) Decide the stage of Mindy’s line: “In fact 

when I heard that we were going again, I 

was a bit annoyed.” 

a) Fact disclosure 

b) Viewpoints and opinions 

c) Personal feelings 

d) Small talk 

 

(           ع   ة   ن ي        : "في     ق  عن      ع   نن  6

  نع     ة    ى ،  ع      نزع ج ق  لاً."

     ف ع       ئق ( 

  جه     ن     لآ  ء (ب

      ع      ص   (ج

    ث صغ   ( 

 

  

7.) For most occasions, ________ pump(s) of 

the hand are appropriate.  

a) 1-2 

b) 2-3 

c) 4-5 

d) 1 
 

   ع م    ن      ، ________  ض   ) ض        ن    .7) 

 ) 1-2 

 3-2 (ب

 5-4 (ج

 ) 1 

 

  

8.) ________ handshakes can make some 

people feel uncomfortable. 

a) Firm 

b) Lax 

c) Longer 

d) Short 
 

   ص ف            جعل  عض   ن س   ع    ________ 8) 

  ع م       ح.

 )      

       ي (ب

  ع  (ج

 قص   ( 
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9.) ________ handshakes can make some 

people feel uncomfortable. 

a) Firm 

b) Lax 

c) Longer 

d) Short 

 

________    ص ف            جعل  عض   ن س   ع    9) 

  ع م       ح.

 )      

       ي (ب

  ع  (ج

 قص   ( 

 

  

10.) The “Fact Disclosure” stage is also 

known as the “Getting to Know You” 

stage. 

a) True 

b) False 

 

  ع ف   ضً        " لإفص ح ع       ئق"        "   ع ف 10) 

 ع   ".

 ص  ح ( 

   أ (ب

 

 

  



 

10 

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

                   - )                                                              (                                  ©   

Module Four: Review Questions 
 

 : الرابعةمراجعة الوحدة 
 

1.) What kind of atmosphere do business 

meals offer, compared to the office? 

a) More private 

b) More casual 

c) More official 

d) More tense 

 

 (       ن ع   ج     ي  صنعه  ج      ع ل     ن        ب؟1

       ص ص   ( 

      ع ض   (ب

            (ج

 )            

 

  

2.) Which of the following statements IS NOT 

true? 

a) Solids are on the left, liquids are on the 

right 

b) Forks are on the right, knives and 

spoons are on the left of the plate 

c) Place settings differ depending on the 

menu and the formality of the dining 

event 

d) The oyster fork is always placed on right 

 

 (  ي      ع              غ   ص    ؟2

          ص    ع ى              ئل ع ى        ( 

       ع ى                      لاعق ع ى          ق (ب

    ف إع              ع   ً   ع ى     ئ            ث  (ج

  ن  ل    ع م

   ض                ئً   ع ى        ( 

 

  

3.) When do you unfold your napkin and 

place it on your lap? 

a) When you sit 

b) When everyone is seated 

c) When you start eating a meal which can 

cause you a mess 

d) Whenever you want, there is no special 

rule 
 

 

 

 

 

 (   ى    ح  ن       ضعه ع ى  ج  ؟3

 عن     ج س ( 

 عن     ج س   ج    (ب

 عن         في  ن  ل  ج              ب        ضى (ج

     ج  ق ع ة   ص   ق       ء ( 

 



 

11 

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

                   - )                                                              (                                  ©   

 

 

 

  

4.) Which of the following statements IS NOT 

true? 

a) If you leave the table during a dinner, 

you need to place your napkin on the 

table 

b) When you are finished dining, you 

should place your napkin neatly on the 

table to the left side of the plate 

c) If you drop your napkin on the floor, 

you should discreetly ask the waiter or 

host for another one 

d) Your napkin should remain on your lap 

throughout the entire meal 

 

    غ   ص    ؟(  ي      ع           4

إ   غ         ئ ة   ن ء   ع  ء ، فأن     ج  إ ى  ض   ( 

  ن     ع ى        

عن    ن ه ء     ن  ل    ع م ،  جب     ض   ن        ل  (ب

    ب ع ى         ع ى   ج نب                

إ          ن     ع ى    ض ، فع          ب      ن  ل  (ج

        ض ف    ً   آ 

  جب       ى  ن     ع ى  ج      ل    ج    أ   ه  ( 

 

  

5.) When it comes to business, you: 

a) Shouldn’t talk about it during the meal 

under any circumstances 

b) Shouldn’t talk about it, unless the senior 

members want to do so 

c) Should talk about it, because that is the 

purpose of a business meal 

d) Can talk about it if you want, there are 

no rules or restrictions 

 

 ( عن      ع ق         ع  ل ، فأن :5

   ن غي      ث عنه    ن ء    ج        ي   ف     ( 

      ف

    ن غي      ث عنه  إ  إ               عض ء     (ب

 عنه  ،             غ ض     ج   ع ل جب      ث  (ج

             ث عنه  إ    ن       ،     ج  ق  ع     ق    ( 

 

  

6.) Which of the following IS NOT considered 

rude during the meal? 

a) Picking your teeth 

b) Applying make-up 

c) Combing your hair 

       ي    ع     قً     ن ء    ج  ؟(  ي 6

 ق ف   ن ن  ( 

  ض        ج (ب

        ع   (ج
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d) Keeping your elbows off the table 

 

 إ   ء   ف     ع ً   ع          ( 

 

 

 

 

 

 

  

7.) Which of the following IS NOT considered 

rude during the meal? 

a) Picking your teeth 

b) Applying make-up 

c) Combing your hair 

d) Keeping your elbows off the table 

 

 (        فضل  ل    ض     زج      ي: ز  ل      م إن ءً    ئً .7

  ص ح ز     ( 

     ل         إ ى ز         لال  ز   (ب

    ل      ح  ز       ع ف             م     ص  (ج

    ن  ب  ن   

  ج   ه ( 

 

  

8.) What is the best solution to the following 

sticky situation: You have put something in 

your mouth that doesn’t agree with you. 

a) You swallow it no matter what 

b) You spit it in your spoon and put it on 

the edge of your plate 

c) You go to the bathroom and get rid of 

it there 

d) You ask the waiter for a napkin, 

discretely spit the food and place the 

napkin under a side of your plate 
 

(          ل   فضل    ض     زج      ي:      ضع    ئً  في 8

 ف        ق  ع .

     عه  ه     ث ( 

   ص ه في     ع     ضعه ع ى   ف      ق (ب

      م      ص  نه  ن      ب إ ى (ج

   ب      ن  ل  ن  لًا ،   صق    ع م    ل        ( 

   ض     ن  ل     ج نب        

 

  

9.) Place settings differ depending on the 

menu and the formality of the dining 

event.  

a) The menu 

b) The formality of the event 

c) A and B 

    ف إع              ع   ً   ع ى     ئ            ث  ن  ل 9) 

    ع م.

     ئ   ( 

    ي     ث (ب

     ب (ج

        ب ( 
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d) Neither A nor B 

 

  

10.) Plates are always on the right, while 

glasses are on the left. 

a) True 

b) False 
 

               ئً   ع ى        ،   ن          ن      ع ى 10) 

.       

 ص  ح ( 

   أ (ب
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Module Five: Review Questions 
 

 مراجعة الوحدة الخامسة: 
 

1.) What do you do if your associate seems 

indecisive at a restaurant? 

a) You ask the waiter to bring the most 

expensive dish 

b) You order instead of your associate 

c) You offer your associate a 

recommendation 

d) You should not do anything 

 

 (        عل إ             غ      م في     عم؟1

    ب      ن  ل إ ض    غ ى   ق ( 

  ن     ب    ً          (ب

    م          ص   (ج

     عل   ئ  ( 

  

2.) When it comes to the expensive dishes, 

you: 

a) Should order the most expensive dish 

to make a good impression 

b) Should not order the most expensive 

dish 

c) Should not order the most expensive 

dish unless your host gives you an 

indication to do so 

d) Should not bother with the price and 

make an order based on your taste 

                    ، فأن :( عن      ع ق       2

  جب       ب  غ ى   ق       ن   ع ج   ( 

 ع م   ب  غ ى   ق (ب

   جب       ب  غ ى   ق إ  إ    ع     ض    إ   ة  (ج

      م     

    ن غي     ه م     ع      م  إص         ن ء ع ى   ق  ( 

  

3.) When it comes to business meetings and 

meals, alcohol is generally: 

a) Forbidden 

b) Not recommended 

c) Recommended in smaller doses 

d) Recommended for making a casual 

atmosphere 

 

( عن      ع ق        ج   ع     ع ل     ج    ، فإ       ل 3

    ل ع م:

   ن ع ( 

 غ          (ب

   صى  ه  ج ع    صغ  (ج

   صى  ه لإض  ء ج  غ      ي ( 

  

4.) Dinners are traditionally accompanied by: 4:ج      ع  ء ع  ة          ص           ي  ) 



 

15 

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

                   - )                                                              (                                  ©   

a) Wine 

b) Beer 

c) Champagne  

d) Cocktails 

 

   ن    ( 

      ة (ب

       ن   (ج

        لا  ( 

  

5.) Which of the following statements IS NOT 

true? 

a) The host usually pays the bill 

b) If you are invited to discuss something 

that would profit you, it’s good form to 

at least offer to pay the bill 

c) If a client wants to pay the bill, you 

should be persistent and counter until 

the client gives up 

d) If you’re the one who invited the guests, 

then it is assumed that you would be 

the one picking up the tab 

 

 (  ي      ع              غ   ص  ح؟5

 ع  ة      ف     ض ف        ة ( 

إ        ع      ن ق    يء     أنه          ، ف    (ب

   ج       ع ض ع ى   قل  ف         ة

إ          ع  ل  ف         ة ، ف جب             ً        م  (ج

      م   ع  ل  ى 

إ    ن      ص    ي  ع    ض  ف ، ف         ض  ن   ( 

     ص    ي       علا         ب

 

  

6.) When you are the one who pays the bill, 

you should not: 

a) Arrange to pick the check on your way 

out 

b) Arrange to have the check sent to your 

office 

c) Call the waiter to bring the check to 

your table 

d) Leave your credit card with the 

restaurant, and request that the server 

add the tip to the meal 

 

 ( عن          ن       ف         ة ،    جب ع   :6

   ب                ن  في            ج ( 

      قم        ب لإ   ل       إ ى  (ب

   صل    ن  ل    ض     علا         ب إ ى        (ج

        ق    ئ         ص            عم ،     ب     ( 

      م إض ف   لإ       إ ى    ج  

 

  



 

16 

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

                   - )                                                              (                                  ©   

7.) When it comes to the tips; the standard for 

excellent service is: 

a) 20% 

b) 15% 

c) 12% 

d) 10% 

 

 ، فإ   ع                 زة   :( عن      ع ق         نص ئح 7

 ) 20٪ 

 ٪15 (ب

 ٪12 (ج

 ) 10٪ 

 

  

 

8.) When it comes to the tips in a self-service 

or buffet style restaurant, a standard tip is: 

a) 5 – 10% 

b) 10 – 12% 

c) 12 – 15% 

d) 15 – 20% 

 

( عن      ع ق         نص ئح في   عم                     عم 8

     ف ه ، فإ    نص              ي:ع ى    ز 

 ) 5-10٪ 

 ٪12-10 (ب

 ٪15 - 12 (ج

٪    عم ع ى    ز     ف ه ،       لإ          15-20 ( 

 ٪12إ ى  10

 

  

9.) If you are unsure about an item on the 

menu, you should: 

a) Forget about it and not bother the wait 

staff by asking annoying questions 

b) Ask any questions you may have 

c) Ask the table beside you 

d) None of the above 

 

 إ    م       أ ً      عنص  في     ئ   ، ف جب ع   :9) 

  نس          زعج   قم   ن        ح   ئ    زعج  ( 

    ح  ي   ئ   ق            (ب

   أل   ج  ل  ج ن   (ج

    يء       ق ( 

 

  

10.) Why should you refrain from ordering 

alcohol at a business meeting? 

a) It’s offensive 

b) It lowers your inhibitions 

c) A and B 

d) Neither A nor B 

 

        جب ع        ن ع ع    ب      ل في  ج   ع ع ل؟10) 

 إنه   يء ( 

    ل         ن      ص     (ب

     ب (ج

        ب ( 
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Module Six: Review Questions 
 

 مراجعة الوحدة السادسة: 
 

1.) The ‘Cc’ field is used: 

a) For direct recipients of messages where 

email address privacy is not an issue 

b) For non-direct recipients of messages 

where email address privacy is not an 

issue 

c) To send messages to multiple recipients 

without disclosing recipient’s email 

address to one another 

d) Universally, for any type of emails 
 

 (       م     ل "ن    إ ى":1

   ن                             ئل   ث      ل  ( 

  ص ص   عن            لإ     ني      

     ئل   ث      ل    ن              غ              (ب

  ص ص   عن            لإ     ني      

لإ   ل    ئل إ ى ع ة                 ف ع  عن     (ج

         لإ     ني     ص        م   عضهم    عض

 ع    ً   ي ن ع       ئل         لإ     ني ( 

 

  

2.) What does the ‘Bcc’ stand for? 

a) Blind carbon copy 

b) Balanced carbon copy 

c) Back carbon copy 

d) Basic carbon copy 

 

 ( إ ى       عني "ن             جه "؟2

 ن        ن   ع   ء ( 

 ن        ن       زن  (ب

 ن        ن    ج ع (ج

 ن        ن          ( 

 

  

3.) Which of the following statements is true? 

a) Business emails don’t have to be too 

formal 

b) Business emails are as formal as any 

business letter 

c) Business emails can contain acronyms  

d) Business emails can contain acronyms 

only if they are clear 

 

 (  ي      ع              ص  ح؟3

   جب            ئل         لإ     ني     ص     ع ل  ( 

   لازم              

   ئل         لإ     ني  لأع  ل         ل  ي    ب  (ب

 ع ل

            ي    ئل         لإ     ني     ص     ع ل  (ج

 ع ى    ص   

              ي    ئل         لإ     ني     ص     ع ل  ( 

 ع ى    ص     إ  إ     ن    ض  
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4.) In emails, all caps give an impression that: 

a) The content is very important 

b) You are in a hurry 

c) You are shouting 

d) You are not a professional 

 

( في    ئل         لإ     ني ،  ع ي ج        ف       ة 4

  ن   عً   أ :

       ى  هم ج   ( 

  ن  في عج           (ب

  ن   ص خ (ج

  ن          فً  ( 

 

  

5.) Why is sending emails with good 

organized structure important? 

a) Because it demonstrates your 

professionalism 

b) Because it proves your email writing 

skills 

c) Because it is a formality  

d) Because it shows consideration for the 

recipient 
 

 لإ     ني  ه  ل  ن م ج ً      (        ع  إ   ل    ئل        5

            ؟

  نه      ن  ع       ف  ( 

  نه       ه      في               لإ     ني (ب

  نه  إج  ء    ي (ج

    ب            ي ( 

 

  

6.) When it comes to sending emails in late 

hours, you should: 

a) Send it, because it doesn’t disturb 

anyone 

b) Definitely forget about it 

c) Ask yourself is that email is really 

necessary 

d) There is no rule about this 

 

( عن      ع ق       إ   ل    ئل         لإ     ني في   ع   6

   أ  ة ،  جب ع   :

     ه   نه     زعج      ( 

     أ    ن   نه  (ب

  لإ     ني ض   ي   ً   أل ن     ل             (ج

     ج  ق ع ة في        أ  ( 

 

  

7.) ____________are/ is a convenient and 

effective medium used to conduct 

business communication.  

a) Letter writing 

____________  ي /  ي        لائ    فع         م 7) 

    ج    .لإج  ء    ص    

 )               

         لإ     ني (ب

      ئل   نص   (ج
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b) Email 

c) Texting 

d) Meetings 

 

   ج   ع   ( 

 

 

 

  

8.) The use of the ‘Bcc’ field is most 

appropriate:  

a) When you don’t want to disturb anyone 

b) When recipients prefer not to have their 

email addresses released 

c) When that email is really necessary 

d) None of the above 

 

       م     ل "ن             جه "      ن ب:8) 

 عن           إزع ج  ي   ص ( 

عن      ضل           ع م       عن          م  (ب

  لإ     ني

 عن                     لإ     ني ض    ً    ً  (ج

    يء       ق ( 

 

  

9.) Always follow the rules of _______________. 

a) Your office 

b) Letter writing 

c) Good grammar 

d) None of the above 

 

       م     ل "ن             جه "      ن ب:9) 

 عن           إزع ج  ي   ص ( 

عن      ضل           ع م       عن          م  (ب

  لإ     ني

 عن                     لإ     ني ض    ً    ً  (ج

  يء       ق   ( 

 

  

10.) Do not assume _______ when 

communicating online. 

a) Privacy 

b) Good grammar 

c) Necessity 

d) Rules 

 

       ض _______ عن       صل ع    لإن  ن .10) 

    ص ص   ( 

 ق  ع  ج  ة (ب

   ض   ة (ج

 ) D  ق  ع 
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Module Seven: Review Questions 
 

 مراجعة الوحدة السابعة: 
 

1.) Business telephone calls should always be 

answered with: 

a) A friendly phrase like “Hi” or “Hello” 

b) A phrase like “Good day” or “Good 

morning” 

c) A simple and cold phrase like “Yes?” 

d) Any phrase that naturally comes your 

way 

 

   ه          ص     ع ل        م:(  جب   ئً        ع ى           1

 ع   ة        ل "    ً "    "    ً " ( 

 ع   ة   ل "  م ج  "    "ص  ح      " (ب

 ع   ة            ة   ل "نعم؟" (ج

  ي ع   ة  أ ي في          ل    عي ( 

 

  

2.) Before you answer the phone, it is 

recommended to: 

a) Smile 

b) Take a deep breath 

c) Wait for the phone to ring several times 

d) None of the above 

 

 ( ق ل      ع ى   ه  ف ،   صى       ي:2

 )         

    ن    ع     (ب

  ن      ى       ه  ف ع ة      (ج

    يء       ق ( 

 

  

3.) Before you answer the phone, it is 

recommended to: 

a) Smile 

b) Take a deep breath 

c) Wait for the phone to ring several times 

d) None of the above 

 

( عن      ع ق                      ص  ي ، ف     ض ً   3

 إ ى:

             ن   ئ    قم       ( 

          ب    ص ل (ب

       ي     ع ل    إج  ء     ب   ص ص        (ج

          ص ل    ي  ه ف إ ى      صل   ن ء           ( 

   ه     

 

  

4.) Which of the following is not a necessary 

part of your personal voicemail greeting? 

a) Your name 

b) Your department 

c) Your company name 

(  ي       ي   س جزءً  ض    ً                   ص  ي 4

     ص  ؟

 )      

 ق    (ب

   م       (ج
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d) Your supervisor 

 

    ف  ( 

 

  

5.) Which of the following is not considered 

rude? 

a) Taking private phone calls during 

meetings 

b) Taking urgent phone calls during 

meetings 

c) Talking on the phone in a public place 

d) Talking on the phone where silence is 

imperative 

 

 (  ي       ي    ع     قً  ؟5

                  ص    ن ء   ج   ع     ي  ( 

       ل             ه        ع ج    لال   ج   ع   (ب

      ث    ه  ف في      ع م (ج

      ث ع     ه  ف   ث           ص   ( 

 

  

6.) Which of the following statements is true? 

a) Business calls should be kept within 

business hours 

b) Business calls can be taken anytime 

c) Business calls can be taken after the 

business hours, but not in the late hours 

d) There is no rule when it comes to the 

business conversations by cell phones 

 

 (  ي      ع              ص  ح؟6

 غض     ع     ع ل جب                    ع ل في  ( 

      إج  ء           ع ل في  ي  ق  (ب

        ي           ع ل  ع    ع     ع ل ،        س  (ج

 في     ع       أ  ة

    ج  ق ع ة عن      ع ق                    ج     ع   ( 

    ق   ه   ف         

 

  

7.) Which of the following statements is true? 

a) Check your messages once a day 

b) Check messages as soon as they come 

in 

c) Check messages on Monday morning 

d) There is no rule when it comes to 

answering messages 

 

  ي      ع              ص  ح؟7) 

    ق       ئ     ة     ة في     م ( 

    ق         ئل   ج    ص  ه  (ب

      ئل ص  ح    ن     ق     (ج

     ج  ق ع ة عن      ع ق            ع ى      ئل ( 

 

  

8.) Which of the following statements is true?  (8ي      ع              ص  ح؟  
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a) Business calls should be kept within 

business hours 

b) Business calls can be taken anytime 

c) Business calls can be taken after the 

business hours, but not in the late hours 

d) There is no rule when it comes to the 

business conversations by cell phones 

 

  جب                    ع ل في غض     ع     ع ل ( 

      إج  ء           ع ل في  ي  ق  (ب

     ع ل ،        س         ي           ع ل  ع    ع (ج

 في     ع       أ  ة

    ج  ق ع ة عن      ع ق                    ج     ع   ( 

    ق   ه   ف         

 

 

 

  

9.) Which of the following is considered an 

inappropriate place to take a call? 

a) Restaurant 

b) Cemetery 

c) Theater 

d) All of the above 
 

   ي  ع       نً  غ    ن  ب     ي       ؟ ي     9) 

   عم ( 

       ة (ب

      ح (ج

  ل         علا  ( 

 

  

10.) It is considered more professional to hire 

someone to record your personal greeting. 

a) True 

b) False 

 

 ع        ف   ص       ج ل            ص        10) 

      ف  .

 ص  ح ( 

   أ (ب
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Module Eight: Review Questions 
 

 مراجعة الوحدة الثامنة: 
 

1.) What does the formality of your thank you 

note depend on? 

a) The company rules 

b) Your level of knowledge about writing 

such contents 

c) Your relationship with the person you’re 

sending the note to 

d) The occasion 

 

 (       ي  ع    ع  ه                        ص    ؟1

 ق  ع         ( 

     ى  ع ف                        (ب

 علاق        ص    ي    ل إ  ه    لا    (ج

    ن     ( 

 

  

2.) Besides your thanks and what are you 

thanking them for, your thank you note 

needs to contain: 

a) How are you going to repay 

b) A promise that you will repay one day 

c) What their gesture, gift, or action meant 

to you or the company 

d) None of the above 

 

( إ ى ج نب                ع  ه ،  جب        ي       2

       ع ى:

   ف       ( 

  ع   أن       في   م        م (ب

  عن ه إ   ء هم        هم     ص فهم                 (ج

    يء       ق ( 

 

  

3.) You don’t have to write in formal style 

when: 

a) The letter doesn’t contain crucial 

matters 

b) You have already established a 

relationship with the person you’re 

writing to 

c) The letter contains an invitation 

d) You always have to use formal style for 

business letters 

 

 (      ض ً            أ   ب    ي عن   :3

       ي         ع ى       ه   ( 

     ق       عل  إن  ء علاق         ص    ي    ب إ  ه (ب

     ي         ع ى  ع ة (ج

   ع  ل ع      ئً         م     ب    ي     ئل ( 
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4.) What is usually above the name and 

signature of the sender? 

a) Letter body 

b) Post Scriptum 

c) Formal closing 

d) None of the above 

 

 (       ع  ة ف     م    ق        ل؟4

 نص         ( 

        ب             (ب

  لإغلا       ي (ج

    يء       ق ( 

 

  

5.) Which of the following statements IS NOT 

true? 

a) An informal business letter is shorter 

than formal 

b) An informal business letter is more 

straight-forward than formal 

c) Standard rules on grammar and spelling 

correctness still apply in informal letters, 

but with certain flexibilities 

d) Informal letters still must contain a 

formal opening and closing 

 

 (  ي      ع              غ   ص  ح؟5

    ب   ع ل غ        ي  قص          ب      ي ( 

   ب   ع ل غ        ي              ة         ب  (ب

      ي

  لإ لائ      ز ل      ع               ص     ص     ن      (ج

       في     ف غ           ،          عض      ن 

 جب        ي      ئل غ           ع ى   ف   ح       م  ( 

      ي

 

  

6.) The tone of an informal letter is: 

a) More technical than the tone of the 

formal letter 

b) More conversational than the tone of 

the formal letter 

c) More informative than the tone of the 

formal letter 

d) Pretty much the same as the tone of the 

formal letter 
 

 (  هج          غ            ي:6

   ن            هج       ب      ي ( 

                ن  ة      ب      ي (ب

      إف  ة     هج       ب      ي (ج

    ه إ ى          هج       ب      ي ( 

 

  

7.) Even in __________, appropriate tone, 

content and format must be observed.  

  ى في __________ ،  جب    ع ة   نغ          ى 7) 

    ن     .     ل 
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a) Conversation 

b) Written communication 

c) Casual communication 

d) None of the above 

 

 )        

    ص ل       ي (ب

      صل   ع ضي (ج

    يء       ق ( 

 

 

 

 

 

  

8.) Expressing _________ is always a good idea. 

a) Frustration 

b) Appreciation 

c) Feelings 

d) All of the above 

 

    ع    ع  _________   ئً   ف  ة ج  ة.8) 

  لإ     ( 

         (ب

      ع  (ج

  ل         علا  ( 

 

  

9.) A thank you note to a senior who gave you 

a promotion would be less formal. 

a) True 

b) False 

 

                             ن     ق          قل      .9) 

 ص  ح ( 

   أ (ب

 

  

10.) When drafting an informal letter, respect is 

not necessary. 

a) True 

b) False 

 

    ي ، فإ        م   س ض    ً .عن  ص  غ     ب غ   10) 

 ص  ح ( 

   أ (ب
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Module Nine: Review Questions 
 

 : التاسعةمراجعة الوحدة 
 

1.) Which of the following statements IS NOT 

true? 

a) Conservative colors are perceived as 

more professional and appropriate for 

business-related situations 

b) Accessories need to be in conservative 

colors 

c) Conservative colors should be worn in 

solids instead of as a printed pattern 

d) Conservative colors are recommended 

for formal occasions, but you can be 

more playful during casual days 

 

    ص  ح؟(  ي      ع              غ1

  ن   إ ى             ف   ع ى  نه            فً    ن      ( 

      قف     ع       ع ل

  جب                   أ      ع     (ب

 جب      ء             ف   في          ص       ً     (ج

      ء    ن       ع

  صى        م             ف      ن              ،  ( 

    ن                 ً    لال     م غ               

 

  

2.) What does the color orange represent? 

a) Warmth and enthusiasm 

b) Optimism and confidence 

c) Serenity and peace 

d) Vitality and harmony 
 

 (                           ي؟2

    فء       س ( 

      ؤل        (ب

   ص  ء     لام (ج

            ن ج م ( 

 

  

3.) What is the most formal dress code? 

a) Tuxedo 

b) Bow-tie 

c) Black tie 

d) Floor length dress 

 (         زي            ؟3

  ه ة ( 

      عنق (ب

      عنق     ء (ج

 ف        ل    ض ( 

  

4.) Which of the following can be accepted as 

semi-formal? 

a) Jeans 

b) Sport coat 

 (  ي       ي      ق   ه ع ى  نه   ه    ي؟4

   ج نز ( 

  ع ف    ضي (ب

 ق  ص      (ج
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c) Polo shirt 

d) Slacks 

 

  لا س ( 

  

5.) Which of the following statements is true? 

a) Dressing casually means that you can 

wear whatever you want 

b) Casual dressing implies that you should 

wear the most comfortable clothes 

c) Casual business clothing is the same as 

general casual clothing 

d) Casual business clothing has many do’s 

and don’ts 

 

 (  ي      ع              ص  ح؟5

  عني      ء    لا س   ع ض    نه    ن       ء         ( 

 جب ع         ء   عني      ء    لا س غ            نه (ب

    لا س           

 لا س   ع ل غ            ي ن س    لا س غ            (ج

   ع   

 لا س   ع ل غ            ه    ع            ء    ي  جب  ( 

 ع    فع ه       جب فع ه

 

  

6.) Which of the following IS NO so important 

in business clothing? 

a) Your personal style 

b) The context of the occasion  

c) The seniority of the company 

d) The venue 

 

 

 (  ي       ي   س  هً   جً   في  لا س   ع ل؟6

            صي ( 

         ن     (ب

  ق            (ج

 )        

 

  

7.) A significant part of practicing etiquette is 

proper self-__________.  

a) Preservation 

b) Respect 

c) Presentation 

d) Awareness 

 

جزء                آ  ب                    ن     7) 

.___________ 

 )       

       م (ب

   ع ض (ج

    عي ( 

 

  

8.) e way you look doesn’t matter in the 

professional world. 

a) True 

   ن     جزء                آ  ب                 8) 

.___________ 

 )       
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b) False 

 

       م (ب

   ع ض (ج

    عي ( 

 

  

9.) Why are conservative colors promoted as 

appropriate for certain work places? 

a) Because by wearing them you will fit in 

better 

b) Because these colors are perceived as 

more professional 

c) A similar color palette looks better in a 

company photo 

d) All of the above 

 

        م       ج  لأ          ف   ع ى  نه   ن           ع ل 9) 

  ع ن ؟

  نه     لال      ئه    ف       ن   ً     ل  فضل ( 

                ع              ف   (ب

                                  فضل في ص  ة  (ج

  ل         علا  ( 

 

  

10.) Casual generally means that you can wear 

____________. 

a) Dresses 

b) Slacks 

c) A jacket 

d) All of the above 

 

 ع  ض   عني ع  ً    نه    ن       ء ____________.10) 

 )          

  لا س (ب

    ة (ج

  ل         علا  ( 
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Module Ten: Review Questions 
 

 الوحدة العاشرة: مراجعة 
 

1.) Which of the following IS NOT among the 

more important concerns when researching 

international etiquette?  

a) Dress code 

b) Dealing with embarrassment 

c) Valuing time 

d) Valuing money 

 

(  ي       ي   س           ج                    ث في  لآ  ب 1

        ؟

 ق  ع       س ( 

    ع  ل     لإ   ج (ب

          ق  (ج

           ل ( 

 

  

2.) When you realize that you have committed 

a faux pas, you should: 

a) Pretend that it didn’t happen 

b) Change the topic 

c) Apologize immediately 

d) Turn it into a joke 

 

 ز ئ ً  ،  جب ع   :( عن          ن           أ 2

   عي         م    ث ( 

  غ        ض ع (ب

  ع    ع ى       (ج

    ه  إ ى  ز   ( 

 

  

3.) Which of the following statements IS NOT 

true? 

a) Some cultures meet and greet people 

with a kiss, a hug, or a bow instead of a 

handshake 

b) Some cultures dress according to rank 

c) Relaxed approach instead of uptight 

conservatism, helps break cultural 

barriers  

d) Some cultures are less time-conscious 

than others 
 

 (  ي      ع              غ   ص    ؟3

    ي  عض      ف      ن س      هم          عن      ق س  ( 

    ً       ص ف  

  ف       ه    ب        عض      (ب

  نهج      ح    ً         ف          ة    ع  ع ى      (ج

      جز      ف  

  عض      ف    قل  ع ً      ق     غ     ( 
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4.) What is the best thing to do in following 

situation: In your culture, personal space is 

very important and you are uncomfortable 

when someone is too near. However, a 

foreign client tries to get too close to you. 

a) You explain the client that you are 

uncomfortable 

b) You move away discreetly 

c) You accept it 

d) You ignore it 

 

   ف   ،  ع  (        فضل  يء   ع ه في     قف      ي: في 4

            ص    ه   جً     ن  غ       ح عن           ص 

    ق   ً  جً  .         ،     ل   ع  ل   جن ي   ق   ب  ن     ً  .

    ح   ع  ل  ن  غ       ح ( 

    ع       (ب

  ن      ه (ج

  ج   ه ( 

 

  

5.) Preparation for exploring international 

etiquette starts with: 

a) Reading  

b) Talking to experts 

c) Taking courses 

d) Being open-minded 

 

 (          ض         ف  لآ  ب   ع            ي:5

      ءة ( 

      ث إ ى       ء (ب

             (ج

          ن  ح       ( 

 

  

6.) Which of the following is the most helpful 

for exploring the international etiquette 

before business cooperation with 

foreigners? 

a) Travelling to their country alone 

b) Travelling to their country with your 

family on a vacation 

c) Travelling with at least two 

representatives selling your company’s 

products or services 

d) None of the above, such travelling is 

only wasting your time 

(  ي       ي          ف ئ ة       ف  لآ  ب         ق ل    ع    6

    ج  ي      ج نب؟

       إ ى     م       م ( 

       إ ى     م          في إج زة (ب

                  ن   ع ى   قل       ن ج             (ج

      ه 

       ق ، فه          ض    ق   ف     يء  ( 
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7.) ___________ is heavily influenced by culture. 

a) Reading  

b) Etiquette 

c) Taking courses 

d) Travel 
 

 ___________   أ      ة       ف .7) 

 ق  ءة ( 

  لآ  ب (ب

             (ج

 )       

 

  

8.) Each country and nation has their own set 

of rules for __________.  

a) Dressing 

b) Speaking 

c) Polite behavior 

d) Being open-minded 

 

  ل            ج  ع       ع      ص   ه      جل 8) 

.__________ 

        لا س ( 

      ث (ب

           ه ب (ج

          ن  ح       ( 

 

  

9.) As most businesses today are operating 

with a global mindset, it pays to always 

keep ________________ in mind.  

a) Languages 

b) International etiquette 

c) The cost of flights 

d) None of the above 

 

ن ً       ع م             م  ع ل  ع     ع      ، ف          9) 

    ع ة ________________.  ئً   

    غ   ( 

  لآ  ب         (ب

           لا  (ج

    يء       ق ( 

 

  

10.) Americans tend to be more relaxed when it 

comes to dress codes. 

a) True 

b) False 

 

   ل           إ ى       ن              ءً عن      ع ق 10) 

          ع       س.

 ص  ح ( 

   أ (ب

 

 

 


