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Business Etiquette
Janll Cus)

Module One: Review Questions r A oY) Bas gl Aaal ye

1.) Which of the following is the definition of idand) Gl iy e e ol (1

business etiquette:

A olll e e 20T il G e gana o Janll il (]

a) Business etiquette is group of informal aladl
rules of general behavior Lol Lo dail) ac) g8l (e de gana & Jandl Il (o
b) Business etiquette is a group of L—ms-d‘
conventional rules of polite behavior slall Baas N e 2215l e A sana (o Jasdl ::: (@
-

C) Business etiquette is a group of
informal rules of polite behavior

d) Business etiquette is a group of non-
conventional rules of behavior

2.) Which of the following IS NOT something
that business etiquette covers?

Aoael) e elull ael @ (e de gana & Jaall Qla (2

fandl il ey ¥ b Lea sl (2

dadl (]
a) Courtesy daluall (o
b) Hospitality G Gaoall (2
c) Self — presentation ol 48 (a

d) Self — confidence

3.) Which of the following IS NOT an area $anll lal alady ¥ b Laa 61 (3

covered by the business etiquette?

ks gall 4S i (]
a) Employee engagement GaoAll ot (@
b) Team synergy Croaliiall 3 &) sliach o 3 sl (2
c) Reconciling the feuded team members sl dedd (2

d) Customer care

$andl Ol Ladary ) ¥l aaf 2 L e 6 (4

G_ﬁd\ B (i
il L)l (2

4.) Which of the following is one of the areas
covered by the business etiquette?
a) Product placement
b) Product design
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¢) Branding oAy (2
d) Advertising

5.) Etiquette is the guideline to the behavior £L saiasd) BIATL GO S slall By s Sy (5
befitting good manners while : : —
a) At work e ‘; (!
. glaial) 4 (
b) At a meeting Jae el Aple b (g
c) At a business luncheon et 25l S (o
d) All of the above
6.) The rules of etiquette show sensitivity to the el labial dapuluall jelat Culiiy) el & (6

needs and feelings of

b ALy ()
a) Your co-workers Jeall A BIN

b) Your customers el 3 i) (2
c) Your boss Slel 25l S (3
d) All of the above
7.) Business etiquette is quite straight forward. ) B pilae Jasdl Gilal (7
a) True C‘:; (!
b) False (<
8.) As far as branding is concerned, it's up to AS ) (st @ 5l ) Ol ¢ Ay el AaDlally (3lahy ek (8
the head of the company to set the el Q‘hﬁj
\
standards. & (
a) True
b) False
9.) Good manners will help establish smooth Jals duli dee Clidle 4l 8 Basendl (AAY) 2L Ca g (9
working relationships within a team, which : B o palug Las ¢ G Al
. aaaliyl ()
contributes to greater ____ 4_\; I
clilaall (o
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a) Productivity t.{ﬂ (z
b) Friendships S TY (3
c) AandB

d) Neither A nor B

10.) Good manners will help improve Lule oo e 4al) 8 seal) 3AY) el Casu (10
between employees and team members. 330 o palea 1‘“ ‘ @Jﬂ‘ 355"
a) Morale :’;ﬁ: (S
b) Confidence ol ('G
C) Aand B L_i\ﬁ}i\)] (,;

d) Neither A nor B
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Module Two: Review Questions P Baa gl) A2l s

1.) Which of the following IS NOT allad dadia (o ¢ JaS 4 a s Y b Lea 6 (1

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.q.
making a certain gesture

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) Itis usually random

3.) For making a great first impression, you
should avoid:
a) Asking questions
b) Making eye contact
¢) Using technical jargon
d) Having a relaxed posture

4.) The three C's for making a good
impression stand for:
a) Confidence, Contrasting, Care
b) Confidence, Competence, Credibility
¢) Confidence, Contrasting, Credibility

A&y saall ekl (|

A, b cluaie S5 (o

fadiall 2y LAY il aud ) S5 (2

A 3elas Lal) JER G o ¢ o ¥ ooy L) (3

rodl e Bale cladiall s & ¢ Juee Y Jlae 3 (2

saddll el (]

AN & Gad ) desl (0o
Bl (o

Ll gle g leddle (2

rein Gl ang ¢ @) Jsf g Ldail 0 831 (3

Sradl dual 51l (2
il clallad) alasiul (g

:\A:\JA ml y 9 R\ (J

B PNIRIT &L.\L:\\ G oSl 3D jaliall (4

el g Loablill g 48 (
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d) Confidence, Competence, Care

5.) Which of the following IS NOT a method of sl Q61 4850 Gl L e 61 (5
minimizing the nervousness? Ssadl
a) Visualizing A Euaall (@
b) Self-talk gl e oSl (7
¢) Being informed syl (2

d) Being domineering

6.) When it comes to the nervousness triggers, e Gy ¢ Lnaall Gl jinay 5aY) 3ley Loic (6
we should: sl (I
a) Ignore them rerd (o
b) Suppress them agde Cadl (2
¢) Identify them G laa g Y (2

d) None of the above

7.) When should you have your business cards 0l Aalall Joall iy dlae ¢ S5 O e e (7
with you? Jasll 3 (S Larie (1
a) When you are at work Glrie Le S (8 (5585 Ladie 5 Jandl & () 5S5 Ladie (@@
b) When you are at work and when you Jaally
are somewhere business related T N(a
¢) All the time Baelfan ¥ -la las) Suleve (3

d) When you remember to bring them —
there’s no rule

8.) Which of the following statements is true? fmmaa Al &l ) e 61 (8
a) You should give your card to the senior Lo oy (ol () sl o) il e o qamy (1
executives as often as you can, so you 38l G b e Jpemall (o (AT i ¢ puliind

could get opportunities for a promotion Al e ¢ il gal gyl JUS ey aas of iy ¥ (2
b) You shouldnt give your card to the 3as) 5 | sallay

senior executives, unless they ask for ¥ tethe] (s 5 Gl (el LS A8 ellae) (2
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one Al padd
il eUacly 51 glathy Ladic 258 of acl g aa g Y (2

¢) Giving a card to the senior executives is
Ol G el sl

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
9.) Which of the following IS NOT among the Sam) X1 ARSLEN G5 okl (G e ) S Lae 1 (9
common ways of remembering a name? aall Bl oozl (I
a) Using mental imagery Gaay alaia¥) (o
b) Being genuinely interested Loty e 8 A ol (z
¢) Using name in a creative sentence ped) S3lBam ok G e S (2

d) All of the above are good ways of
remembering a name

10.) Which of the following statements 1S Plama e 4000 &) e 61 (10
NOT true? S sb slentll S35 (I
a) Remembering names is a skill slandl) SN Cpunt (Sas (0
b) Remembering names can be improved Juiniiadll (ad ¢ an) SN 8 COKEs aal 6 K 1Y) (7
c) If you have troubles remembering a ol Llee
name, it's practically impossible to Grolas e ¥ (3
change it

d) None of the above
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Module Three: Review Questions PAILD B o) Axa) e

1) Which of the following IS NOT a part of the S e A3 Sl dndliadll Alee (g0 12 Ja Gl Gl Las 6 (1

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

2.) A good handshake should be:
a) Lax

b) Tight

c) In between

d) It doesn't matter

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

4.) Which stage is the hardest to get to?
a) Small talk

b) Fact disclosure

c) Viewpoints and opinions

d) Personal feelings

) ghad

axsll Gl s (0
paddll 4l (@
Ay ) e coatll (7
Aeall G s 3 G e S (2

sl dadladll ¢S5 ol g (2

Al (]
Gaa (<
Lein (¢
(sg_;‘ﬂ (J

toh Lo M punal) Clalaall" Als e el (3

Slilalatial ji Slinls g Jie ¢ dlic Glaal) (any LA (\
G lalaall Jals (@

Y s (2

Dbl clea s Jals (2

flaal] J g sll oy Al 5 6l ) (4
lial) e i) («._1

ad il e il (J
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e s il T ¢ A 53m gl skl Al Al 3 b (5
Tae Lagiidlae

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

6.) Decide the stage of Mindy's line: “In fact
when | heard that we were going again, |
was a bit annoyed.”

a) Fact disclosure
b) Viewpoints and opinions
c) Personal feelings

8 e Clidaa (I

Glaall e aisl) (@
Ciila el (il e e (2
3l e Als jall (2

il Canans Letie @l gl 8" A (sxisa 3 e Ala e 20a (6
" S rle YL Gk ¢ 5 AL S e 3 smin

Gliall e ais) (i
S R Clen s (o
dpaddll jelidl (#

d) Small talk
7.) For most occasions, _ pump(s) of Arulie Alllaing) daias il phad (7
the hand are appropriate. 21 (
a) 1-2 3-2 (=
b) 2-3 >4 (2
1
¢ 4-5
d) 1
8.) ___handshakes can make some Oy ) (any Jrad () (S Aniliadll (8
people feel uncomfortable. ”-C‘:‘?Jy‘f“-.‘
a) Firm 45_).\.» (\
b) Lax A=
= (2
c) Longer Dead (2
d) Short
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9) ___handshakes can make some Osomin lall Gamy Jaad of (Say dailiadll 9
people feel uncomfortable. .c\:ﬁﬂ“ew
' a<ya ()
a) Firm . J*‘ (
b) Lax A (=
= (2
C) Longer s (s
d) Short
10.) The “Fact Disclosure” stage is also Copaall" Ala e "ElEA) e ZLadY)" Al ye Wal Ca 28 (10
known as the "Getting to Know You" ."‘delc
) (\
stage. e o
a) True
b) False

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

9



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Four: Review Questions “day) 1) 3aa gl Azl se

1) What kind of atmosphere do business fiSally 40l daall Clas 5 drinal 53 sall ¢ 55 8 La (1

meals offer, compared to the office? Apmpnd Sl

a) More private dpa e K (@
b) More casual daavy S (2
c) More official | is 8l (a

d) More tense

2.) Which of the following statements IS NOT Pamaa e 200 & lall e 61 (2

true?

Gl e gy ) e 2dall 351 (1

Gehll b (e Gl SISl 5 Gpad) e 0l (o

Gaa IS 5 Alal) e 1l ) Glall cilalae ) (alids (o~
alakall J 5k

Ol e Wil jlaall 4S g8 a8 (2

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

3.) When do you unfold your napkin and fjaa o dnaiy ellinie i i (3

place it on your lap?

ol Laxie
a) When you sit el Gl Ladie (oo
b) When everyone is seated il @l s o Sy A g Jsl b o Levie (7

¢) When you start eating a meal which can
cause you a mess
d) Whenever you want, there is no special

rule

slid L g dald el aa gy (2
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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

When you are finished dining, you
should place your napkin neatly on the
table to the left side of the plate

If you drop your napkin on the floor,
you should discreetly ask the waiter or
host for another one

Your napkin should remain on your lap
throughout the entire meal

5.) When it comes to business, you:

a)

b)

Shouldn't talk about it during the meal
under any circumstances

Shouldn’t talk about it, unless the senior
members want to do so

Should talk about it, because that is the
purpose of a business meal

Can talk about it if you want, there are
no rules or restrictions

6.) Which of the following IS NOT considered
rude during the meal?

a)

Picking your teeth

b) Applying make-up

C)

Combing your hair

s A dalay cld ¢ pliall U saildl jole 13 (
Al e el

JSy ellivie i o ang ¢ pladall J 5l (g ol e (@
sl e e Guilal) e Al e s e

Jalill (e aldai G @lidad ¢ V) e ellnia cadaind 13 (7
DAl 13a) 5 Caycad)

Lelash a5l s e jan e ellvie i o any (2

reald ¢ JleeWh ) Gl Laie (5

e kb ol candidn ) L8 e sl s Y
Ca gkl

Gl slac ¥ LS o)) 130 V) Lde Caaall sy Y (<

Jee dan s e paall o 10 Y ¢ Lgie Enaall oay (2

Se8 el @ oa g Y ¢y S 1) e Goall pkieg (2

S oL R85 piiay ¥ b Lae s (6
eliliul Calad (i

G\:\S.d\c..'aj («_1
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d) Keeping your elbows off the table Al e my ol e o) (2

7.) Which of the following IS NOT considered Lhla 2 aadciey dae ) o U 2 50 a5l s ozl 58 e (7
rude during the meal?

ey maas (1
a) Picking your teeth da e DA e el ) i o Jglad (@
b) Applying make-up i) aladiuly Glld 48 ey el 3 Fland) Jslas (7
c) Combing your hair Slediy il
d) Keeping your elbows off the table blas (2
8.) What is the best solution to the following o U Conm 5 81 U 25U a1 L) ) 58 L (8
sticky situation: You have put something in e 53 Y el
your mouth that doesn't agree with you. G laga anli
a) You swallow it no matter what Gehall Adla e aaiai g ddalall & dbad (@
b) You spit it in your spoon and put it on i ade palatiy deal) (a3 (2
the edge of your plate ehiie JSy aledall Gaays ¢ Shaie Jalll e callas (o

- il (e ila i Jpaid) a
c) You go to the bathroom and get rid of e e Al 3]

it there

d) You ask the waiter for a napkin,
discretely spit the food and place the
napkin under a side of your plate

9.) Place settings differ depending on the Jsl a1 5 Al e Blaie] Gl Gilalae) alids (9
menu and the formality of the dining .eEAH\
event. . 'w‘ﬂ‘ ()

a) The menu ‘L’M\‘fi“i ((‘;
b) The formality of the event S, 1Y (o

¢) AandB
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d) Neither A nor B

10.) Plates are always on the right, while e @l il 558 Ly ¢ aall e Wil cila il 585 (10

glasses are on the left. -J‘L-“:‘M
|
a) True C—‘*; ((
-
b) False
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©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

13



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Five: Review Questions Aualdl) Baa gl) dal e
1.) What do you do if your associate seems Tardkaall (3 anla e <S50 10 1)) dadi 3 (1
indecisive at a restaurant? i Gl ma) Jolll e il (]
a) You ask the waiter to bring the most S i e Yy allas el (o
expensive dish dpa 0 S il a8 (£
b) You order instead of your associate Lad de8 Y (2

c) You offer your associate a
recommendation
d) You should not do anything

2.) When it comes to the expensive dishes, reuld ¢ opall) ddaaly BLLYL 5eY) ety Lavie (2
you: s gLl &30 i e ks of g (
a) Should order the most expensive dish Gih el Gl axe (o
to make a good impression 5oL isme dllaci 13) ¥) Gula el il gl s Y (z
b) Should not order the most expensive ‘ ;éh% el
dish Glisy o el jal Jlaaly agiiy b digh o) G Y (0

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

3.) When it comes to business meetings and Jsasll gl ¢ cla sl 5 Jasd) cilelaialy Y1 3l Laie (3
meals, alcohol is generally: tele Sy
a) Forbidden & siae (i
b) Not recommended Omaiae ye (@
¢) Recommended in smaller doses Seal dle s d a e (
d) Recommended for making a casual e o Y a3

atmosphere
4.) Dinners are traditionally accompanied by: lob b Asmas S e sdle cLiall Sln s (4

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
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Wine
Beer

a
b
C
d

—_ = =

Champagne
Cocktails

~—

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

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

g (<
ERCN
GOSN (a

[d

35l Capaall piy Lasale (]
w‘é%u\muwcwwués}mmm (<
s sl @ Y1 e (e o 2
pskis 1 50l () 5S5 O Gangd ¢ 5 ) iy Jaexd) 2,1 1Y) (2
Gl o yidall (ad ¢ Caguall leo A (addll cuS 1y (o
siil) Aadle Laily AN adidl)

relle Gy Y e sl ady (e il 55 Ladie (6

g oAl ol jla 8 il g elll) iy (I

A ) el DY A 8 (o

il s ) i) Aadle @l pemadd Jolily Joai) (£
on ) sl S i) pila)
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7.) When it comes to the tips; the standard for o 8 ) daadl) e (i ¢ milaily saY (3laty Ladie (7

excellent service is:

720 (i
a) 20% 715 (<
b) 15% 712 (z
) 12% 710 (o
d) 10%

axdas ol AglAl daaal) axdae 8 miliailly Y1 Sl Laic (8
o Al Aspaill 8 ¢4 gl) )k e

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%

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

10.) Why should you refrain from ordering
alcohol at a business meeting?
a) It's offensive
b) It lowers your inhibitions
c¢) AandB
d) Neither A nor B

710-5 (]

712-10 (<

/15-12 (¢

O Al SY) 0585 ¢l Sk e pabae 5720-15 (2
712 N 10

Sl in ¢ Al i i (e 1S (S5 2113 (9

dac je Alind sk Y 8 xe 35 Y5 V) il (]
it Jpaadl I (g
ém\.aac@iy (J

tdae plaial 3 Jeasll b e gl dlle Caay 13U (10

seaad (I

o dalal) il sall (g0 Iy (<
<5l (z

SYsITY (s
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Module Six: Review Questions hesdlid) Bas gl) dna) ja
1) The 'Cc’ field is used: M) A" Jaal) aadnid (1
a) For direct recipients of messages where JL Y G il 53 palioad] dunilly (1
email address privacy is not an issue Uia 55 3SIY1 2 o sie dua puad
b) For non-direct recipients of messages Jiad Y G Jilu )l G pdlaall g (palivaall 4y (2
where email address privacy is not an ALha (1 A 2 ) ) e dpem gt
issue O sie oo @ISl (50 cpalivee sae ) Jle, JlY (g

ol aguand ol Galadl i Sy 3l

c¢) To send messages to multiple recipients o
) J P P oA 0l Bl e g 58 oY Balle (2

without disclosing recipient’s email
address to one another
d) Universally, for any type of emails

2)) What does the ‘Bcc’ stand for? Mgl Ada daa” el e I (2
a) Blind carbon copy RIS RN FORI
b) Balanced carbon copy L) sie 450 ,S Ad (@
c) Back carbon copy ¢ s i S (7
d) Basic carbon copy Al B KA (2
3.) Which of the following statements is true? T LW @l bl 0 61 (3
a) Business emails don't have to be too Jandly Ll 3 ) ) il 585 of o Y (1
formal a3 e ST e
b) Business emails are as formal as any s sl Jie A ) Jae U 55 IV 2y 5l il (@
business letter ; e
¢) Business emails can contain acronyms Jardly fualad) (35 S 20l Bl i3 o e (2
d) Business emails can contain acronyms e ) ubmm e
, el dalall 5 IV ) Bl (s 5ias o) (S Y (2
only if they are clear Al S 13 V) el jlaia) e
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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

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

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

________are/is a convenient and
effective medium used to conduct
business communication.

a) Letter writing

53S0 i) e (et ¢ S ) i i (4
ol el

i age s sinall (i
A el (e dlae 3 el (@
gr=idl (2

2 1 aliie dSien (AT 2l il b)) 2y 3L (5
Siaaal <Y

G NPT,

s ASIY) 2 ) A A i) jlee iy 48 (o
S el ) Y (g

@L\.d\ :\A'J [SEEINTE] (J

Gleba g Sy a ) il Jua b e Gl Laie (6
relile a3 Al

et 2SI (o
s (55 e (ot ASIY) 50 138 U i JLd (g
olall 1 SEeelaagay¥ (2

paaiud Allad p AaiDle Alps g A [ (A (7
A el L) o aY

s ASTY) 2l (o

faall Bl (2
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b) Email Glelaiay! (j
c) Texting
d) Meetings
8.) The use of the 'Bcc’ field is most ranY) g Mg sl duiae da Jiall aladiul (8
appropriate: padd gl zle ) u Y lae (I
a) When you don't want to disturb anyone phn Gusbie o e O salindl) gy Lesie (o

s S
ia Uy pem A1 200 13 0 Latie (g
G e ;L”;fi Y (.J

b) When recipients prefer not to have their
email addresses released

¢) When that email is really necessary

d) None of the above

9.) Always follow the rules of . s e sl Auda A" Jaall aladial (9
a) Your office uadd gl zle 5l v \J Laxie (|
b) Letter writing Ay Cplie padate () galival) Jiady Ladie (@

s STy
L Gy (o5 SV 2, 138 (8 Leie (g
™ Laa ;‘5&5 Y (J

c) Good grammar
d) None of the above

10.) Do not assume _____ when 00 e deal gl xie o= Y (10
communicating online. Ao padll (I
. B ac) 6 (u
a) Privacy ' i
354l (z

b) Good grammar =D (2
c) Necessity

d) Rules
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Module Seven: Review Questions sAaludl 3aa gl) daal e

1.) Business telephone calls should always be il Jaally dalal) Al lallsall e ol Ll g (1

answered with: "a " 5 "a e Jledpas s e (]

"):\';j‘ CL.""A" )i u% ?ﬁ" d:“ EJL}G (k_l
"axd" Jie 33 )b dasn sl (g
otk S5 iyl 6 s e ol (o

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

:@W@Aﬁ‘dw‘&djs\d:‘g(z
G e dae catled) o Sa (2
d.\u\.a.q;@ly (J

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

| hacae ol ¢ gm0 Al @y 5 sl Ladie (3
recommended to: ()

3.) Before you answer the phone, it is

a) Smile

b) Take a deep breath

c) Wait for the phone to ring several times
d) None of the above

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

il &8 ) 5 il claul 8

eVl sl S (2

iy g sllae ) ga) o Jee Al o S (2

Balaall ol Juaal gill ) Cargs ) Jualiill S (o
4l

il 3 a3 e s a2 Gl b Lea sl (4
fiuad il

ol (I
Hlasd (o
el el (a
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d)

Your supervisor

5.) Which of the following is not considered

rude?

a)

Taking private phone calls during
meetings

Taking urgent phone calls during
meetings

Talking on the phone in a public place
Talking on the phone where silence is
imperative

6.) Which of the following statements is true?

Business calls should be kept within
business hours

Business calls can be taken anytime
Business calls can be taken after the
business hours, but not in the late hours
There is no rule when it comes to the
business conversations by cell phones

7.) Which of the following statements is true?

a)
b)

Check your messages once a day
Check messages as soon as they come
in

Check messages on Monday morning
There is no rule when it comes to
answering messages

8.) Which of the following statements is true?

fAdy i ¥ bl ol (5

Glelaia¥l oA dalall 4siled) clallSall Jhginl (
ol UlSa & cailedh Gl (£
Craall (e 0 Y dua Caled)l e sl (2

Somaaa Ul @l L) (e S (6

daall el st 8 Jandl iy Ll cany (I

iy gl A Jandl S ¢l ja) oSy (@

ol 0815 ¢ Jandl Gl ey Jandl Gl 8 (S (7
3 alidl cilelud) b

O Ay el clialaally el Gl Lvie sacliaa Y (o
U gandl il 4ol 51 5k

(‘G\M:\:\n_\” u\_)l_ud\wg\ (7
poall (8 Baal 58 ye @il ) (pa (383 (T
el a5 3 ey il )l (e (3825 (o
O i il ) e B3 (2
Jila )l e 3l ) Gl Ladie sxelBaa 5 Y (2

Samaa Al @l jll) e 51 (8
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a) Business calls should be kept within Janll Gilels (gt (& Joall GlallSay BlaiaY) iny - (]

iy ol g Jaall iladlSa o) ja) (Say (2

Gl (K15 ¢ Jaall el aay Jeal) cilllSa 355 Ky (2
_ 3 Akl cile Ll 3

c) Business calls can be taken after the e et sl e 3lats Laic sacls a,;):’”‘z! (s
business hours, but not in the late hours U ganall Ll sl 5 5k

business hours
b) Business calls can be taken anytime

d) There is no rule when it comes to the
business conversations by cell phones

9.) Which of the following is considered an Pl Al ulie e Ula iy L Lea 4l (9
inappropriate place to take a call? prbae (1
3 ypaall
a) Restaurant sl (=
) Cemet o (2
) Cemetery el 2yl IS (o
c) Theater
d) All of the above
10.) It is considered more professional to hire DS paiall dlitad Jawd e (add Cada g3 ey (10
someone to record your personal greeting. -‘*'»‘3‘93“‘
T (\
a) True s «
b) False
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Module Eight: Review Questions PAalil) Baa olf Aaa ya

1) What does the formality of your thank you Oy Aalall SN Allu ) SLISS 4ile aaiat (o3 Le (1

note depend on? Ayl el @ (0
Gl siaall 02a UK ¢lid jra (5 gl (@
el ) Ju i 53 padlly BN (2
Lnlidl (2

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

Ay gsind o g ¢ agle o S Loy S5 s ) (2
rle Sl

At oS (i

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

ALY e a8 2w il e 5 (@
d-w\-u;@ly (J

to you or the company
d) None of the above

Hladie e ) Gsluly LS ) Slaae cud (3
Laga sl Gle Al sinay (I
) S5 G (i) e A8Me oL Jadlly sl a8 (o

55 e Al g (7
Jlee V) Jilas 1 pans 5 o shal alasiind Wiy elle (o

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
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4.) What is usually above the name and Sl el g9 ansl (35833 5o L (4

signature of the sender?
a) Letter body

b) Post Scriptum

c) Formal closing

d) None of the above

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

Al i (I

Al AT G L (o
N BV (2
G laa e B Y (2

Clladll a5 pdle ST g anll e Jeall Gl (<
s

ALY 5 ) Aaally a2l DV 3 Y (2
g el Gy qe (815 ¢ Al e Al B4

Aall 5 ALY e dpan e Jila il g sini ol o (2

c) Standard rules on grammar and spelling K
‘;AM

correctness still apply in informal letters,
but with certain flexibilities

d) Informal letters still must contain a
formal opening and closing

6.) The tone of an informal letter is: 1ot Apanll e Al A1 (6

a) More technical than the tone of the ) il gl i€ A (|
formal letter el aldadll B 5 e Ayl sa ST (0

b) More conversational than the tone of ol aldadll dagd e ald) ST (2
the formal letter el Gadlldagd s dandy (2

¢) More informative than the tone of the
formal letter

d) Pretty much the same as the tone of the
formal letter

7) Evenin ____, appropriate tone, s siaall s daadll Ble) jo cang ¢ &= (7
content and format must be observed. Cpliall JS20 5
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a) Conversation Bolaa (i
b) Written communication S Jeai) (@
el Jeal ) (2

¢) Casual communication o s s 2 Y (
G Las g X (2
d) None of the above )

8.) Expressing ___is always a good idea. a3 S8 Ll e ).\.\:_J\ (8
a) Frustration Ja\.;:“i!j\ (
.. ail) (u
b) Appreciation J=‘. -
o seladl (z

c) Feelings

Slel 3yl S (2
d) All of the above

9.) A thank you note to a senior who gave you Ay B 0 5S4 51 e Gl Gudl LS S5 Al (9
a promotion would be less formal. G (!
a) True
b) False

10.) When drafting an informal letter, respectis  .Bosr= ol ol Jia¥) g ¢ can) 2 Qlad d2lua 2 (10

not necessary. &= (!
a) True
b) False
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Module Nine: Review Questions rdaulil) Saa gl) daal e

1.) Which of the following statements IS NOT
true?

Srna pe AUl &l jlall o ! (1

Aaulia s W) jia) ST Ll e alailadl) of ) ) Slay (

a) Conservative colors are perceived as Janlls Adlatial) a8l gall

more professional and appropriate for
business-related situations
b) Accessories need to be in conservative

Uxina o gl Claalall ¢ 685 o s (@
o Y Lalall o) sall 8 Aailaall o 51 el oy (2
t 9.\.1::.4 Lo LA&\ASJ\

¢ Agans ) el Adlaall o) Y1 aladinly aas (o

colors . . ] = .
dpan I e ALY IR A e S (688 ) SliSay (S

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

2.) What does the color orange represent? FAE L sl i g e (2

oilaally siall (i
Wl s sliall (¢
Ay s Aguall (3

a) Warmth and enthusiasm
b) Optimism and confidence
c) Serenity and peace

d) Vitality and harmony

3.) What is the most formal dress code? Shaan ) JSY) 53l L (3

a) Tuxedo . ;

e (
b) Bow-tie Gie Ay (o
c) Black tie g e Aoy (7

d) Floor length dress oY) dsbky Jaud (3

4.) Which of the following can be accepted as fmmsy 4 4l o alsd (S b s 6T (4

semi-formal?

BEESIN(
a) Jeans 2l cibaa (o
b) Sport coat s pad (¢
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c) Polo shirt oS (2
d) Slacks
5.) Which of the following statements is true? T L @l bl e 61 (5
a) Dressing casually means that you can 3155 e 15l iy 40 Al Gadlal 511 iy (1
wear whatever you want £33 )) Glle Cang 4l dpan )l e Gkl £ ) iny (2
b) Casual dressing implies that you should daly SV Gedll)
wear the most comfortable clothes sl e Bl Gl (8 Bpan)l) 2 deall G (g
c) Casual business clothing is the same as ‘ Al
| | clothi G Al e Ld V) o 2l el dpan Jl e deadl Bl (0
general casual clothing Alab iy Lo Lo e
d) Casual business clothing has many do's
and don'ts
6.) Which of the following IS NO so important fdanll adle (8 13a g ol b Laa 61 (B
in business clothing? il L (
a) Your personal style il (Bl (o
b) The context of the occasion A8 ,a el (z
¢) The seniority of the company Gsall (2
d) The venue
7.) A significant part of practicing etiquette is Aaniall A g shad) il A e (g0 S 6 3 (7
properself-____ -
. Laal) (i
a) Preservation i (
el i) (<
b) Respect
C) Presentation s (o
d) Awareness
8.) e way you look doesn't matter in the Al DI g o glall ol Al 0o S s 5 (8
professional world. .
Laal) (i

a) True
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b) False &l ¥ (@
vl (2
= (3

9.) Why are conservative colors promoted as Jae (SLeY duulia Ll e Aailaall o) 00 5 5 5 13 (9
RRE
Juadl JS e () 5S5 Cgas Ll )l DA e Y ({
a8l yia) ST s o ) 028 (Y (@
better AS 0 5 sem 3 o] ALl ) da gl 38 (2
b) Because these colors are perceived as olel 3yl S (2

appropriate for certain work places?
a) Because by wearing them you will fit in

more professional

c) A similar color palette looks better in a
company photo

d) All of the above

10.) Casual generally means that you can wear : £ ) ey 4l L e in A e (10
ol (i
o S
a) Dresses u‘s ) (("_'
b~)-\.ul G
b) Slacks Sl 155l S (o
c) A jacket

d) All of the above
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Module Ten: Review Questions

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

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) Turnitinto a joke

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

25 dilal) 3as gl daa e

IV A Gl dpaal YT OV (g e gl (Gl e s (1
¢4 all

calll ael @ (d
Y ae debadll (@
Cagll s (7
Jlall el (2

relle a8 Uad < ) elif @l s Laie (2

Gasy ol Gl o <) (i
g s sall s (o
sl e Xl (g
ae s (o

it sl Blie ) ALy aelii g Gulilly CAE (amy & (]
dadlad) (e Yo

A s L] QBE (yoamy (2

S e aclig s 5 gl Adsilad) (e Yy o pall gl (7
AN el sall

W e e gl Ge g J8) COlalEl) jany (2
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a3 ¢ liales b r M) ol gall b adai o5 Jundl 4 L (4
IS elia ol 3BV Y Jaend) Jslag ¢ @l pay 12a Uy i L

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

Preparation for exploring international
etiquette starts with:

a) Reading

b) Talking to experts

c) Taking courses

d) Being open-minded

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

clise e il Juaall 7 i (]
BRENIRP Aty (W

A& il (g

adalas (2

ol Lop Apallall a1 GLESLLY jpaail g (5

B;\‘)ﬂ\ (i

el ) il (o
&L}\J}J\ J;i (C

A e 55S3 ) (a

Osbal) J8 A gall oY) GLESELY 52l <Y1 a8 L s 6T (B
faila¥) e el

w2 e padly ) sl (]

53 (b i e paaly ) el (<

sl S 58 e ad G e ) Glias ge il (2
Llar
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7.)
a) Reading
b) Etiquette
c) Taking courses
d) Travel

8.) Each country and nation has their own set
of rulesfor
a) Dressing
b) Speaking
c) Polite behavior
d) Being open-minded

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

10.) Americans tend to be more relaxed when it

comes to dress codes.
a) True
b) False

____is heavily influenced by culture.

Ada sady il (7
sl i (]
Gl (o
sl Al (2

Saddl (2

Jal e Lew alall sel gl de sana el 5 A g JSI (8

haadl) (<
EERYIN|IE PATA | (z
ol zidia B Qi (a

3aal) (a8 ¢ Agalle ling Jans o sl S 5 alixa 08 13055 (9
sle e Lail

clll (i

sl Y (<

GOl ) R8s (&

G laa e B Y (2

Gl Loxie 218 il ST 535S o ) 0520 Y Jies (10
(ol 2o 8 5eY)

g (]
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