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Module One: Review Questions

1) Which of the following statements is true?

a)

b)

Using the spelling resources takes too
much time

Every word in English can be spelled
only one way

There are acceptable spelling variations
in different kinds of English

It is not important if you make a
mistake with a commonly misused word

Which of the following IS NOT a good
advice for improving your spelling?

a)

Using the spell-check function in your
software

Taking note of words often mistaken for
each other

Noting friendly rules in spelling
Learning harder words by heart

Which of the following is one of the two

grammar issues most business writers have
trouble with?

a)
b)
C)
d)

Verb tenses

Articles

Conditionals

Direct and indirect speech

Business Writing
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4) Which of the following is an example of

past perfect?

a)

b)

Mr. Myers was sitting on a meeting
when the client called.

Mr. Myers sat on a meeting when the
client called.

Mr. Myers had been sitting on a
meeting when the client called.

Mr. Myers has sat on a meeting when
the client called.

Which of the following is not a common

part of the cheat sheet?

a)
b)
C)
d)

Example
Issue
Rule
Hints

Which of the following statements IS NOT
true?

Cheat sheet is used for easier learning
by heart

Cheat sheet is written simple

Bullet points can make a cheat sheet
more effective

Some cheat sheets are poems,
alliterations, and songs

Sl aslall e e 58 L Lea s (4

el Josi) Lo plaial o Lalla e 2l S (]

axll Josil Ladie glaial 3 ke sl (s (2

el o) Losie gl o Ualla e 20l S (2

el o) Ladie glaial 8 ke 2l (ida (2

ol 48y 4 Gila 12 e Gl bl T (5

Jae (i
dpzadll (@
saclall (z
GAlagali (2

?G\M P aalul) Q\_)h.sd\ %) Lﬁ\ (6

QB jeb e alail) (agul (i) 48 5 5 aladcial o3y (1

Doy JS 4 80 () 48 5 (0

Adlad T el 48 5 dpkadal) Bl Jeas o) oSy (g

el s mlen y lald e 3 jbe Gl Bl gan (2

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

2



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Two: Review Questions AU Ban gl) Axnl pa
1) Which of the following is a necessary part LS Aea (0 (5500 e 2 58 b e 51 (1

of a complete sentence? il (1

a) Apposition daddl (@

b) Attribute 2l (z

c) Predicate skl s (3

d) Adverbial clause

2) Which of the following statements IS NOT Pamia e 00 & lad) e 61 (2
true? a5 Aty diasall 5 e s sall (585 (o (S (1
a) Subjects and predicate can be simple a5 & samsall 2 La Jshall 2asy (o
and complex Jlee Y AU Lnaine 4L Jead) (7
b) Length determines what a subject and a e )l sl g el (o
predicate is

c) Complete sentences are advisable in
business writing
d) The subject is usually a noun or

pronoun
3) Which of the following refers to comma? () (¢) alalall Y sy Jbles 6l (3
a) lItis used to mean "note what follows” 1L e Baay" el paaies (;
b) Itis used to link independent clauses sl g3 Lgana oy ol Al Al Jaad) oy 5l dsladiinl &5y (oo
not joined by a coordinating Aguats Jay 3l
conjunction LA jelialde puall 2 &l e day asladiul o4 (7

) Itis used after statements expressed o ool Juail sl e (2
with strong emotion

d) Itis used to separate items in a series

4) Which of the following is typically Calinsy Lal sy (apdlly Jpuadl dngy Le Bale L Laa (51 (4
succeeded by an elaboration, summation, (¢) Aol (i
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interpretation of what it precedes?
a) Comma ()

b) Semicolon (;)

c) Colon (3)

d) Apostrophe ()

Which of the following statements refers to

exclamatory sentences?

a) These sentences don't necessarily follow
the format of subject + predicate

b) These are sentences that express strong
feeling

c) These are sentences that give a
command or make a request

d) These are the most commonly used
sentence type in business writing

Recognize the type of the following
sentence: Please inform Joseph that we
would be expecting his payment on
Monday.

a) Declarative

b) Exclamatory

C) Imperative

d) Interrogative
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Module Three: Review Questions (ALY Bas gl Aan) 4
1) Which of the following IS NOT one of the €5l Alu) o) a3 e 12 5 Gl (ol Lee 51 (1
basic parts of a paragraph? ¢ piasall dlan (I
a) Topic sentence Alaiadl 3 yia il slas (o
b) Interesting information aleaall e (z
C) Supporting sentence aliall deadl (2

d) Closing sentence

2) Which of the following statements IS NOT Plama e 400N &l G ol (2
true? A1 o132l o3 e il mas 53 of cm ¥ (]
a) Not all paragraphs have to contain sl
these three basic parts Aaal 5 SIS (65 o 380 Aanlu) o) JaY) agd ey (@
b) Understanding the basic parts of a 88 3

ASulate <l i L) 8 QoS ulu¥) o) Y e (z

paragraph ensures that your writing is ; Rl
sl bl o al day i (o

clear and focused

C) Basic parts serve as a good guideline in
creating cohesive paragraphs

d) There are four basic parts of a

paragraph
3) Which of the following IS NOT a tip stated AL Bas gl 33 580 daal S) Jiay Y b Lee 6 (3
in the previous module? 35S o st S8 e Lila (i
a) Keep your main idea central LalS ¢ AU (ol (8 el 38 Y 5l Ay ) L shadll s (o
b) Whenever possible, outline first before Gy &l
starting on any writing A8 Cle slaall (mny GBS ¢ i) Wil s (2

c) Always try to enrich your writing with T N GBS ARk Jdl ) (2

some interesting information
d) Decide how to best explain your main
idea
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4) Which of the following statements IS NOT
true?

a) Itis recommendable to weed out
information that does not support your
main idea

b) When you begin writing a business
document, it is recommendable to have
a central idea, but it is not necessary

c) The facts that support your idea should
be presented in a logical order

d) An outline will give you an idea of how
the topic will play out
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Module Four: Review Questions rdag) 1) Baa gl) daa) ya
1) The basic structure of an agenda DOES rdady ¥ Jee Y1 Jsaad o) JSsell (1
NOT include: FLia¥l e Ll (1
a) Purpose of the meeting Aadiiall sac ) @il ) (o
b) Advanced preparation guidelines g laia¥) (e dadsidll il (z
) The expected outcome of the meeting g a2 A il Baall 5 lSiall 5 gl 5 ) (2

d) Date, time, location, and estimated
duration of the meeting

2) Which of the following statements IS NOT Pamia e 200 & lall 00 61 (2
true? S aladiuly Lsdliall jaliall 233 o Guatusd) o (]
a) Itis recommended that you state items il s dga sall Janll
for discussion using results-oriented S emal ) osaling Ly ¢ pealall eali o sy (@
action words glaial

raic "Sunrise Gl 4l midiu il Kl sa" (#
"Sunrise wlea" (e Juadl Jel Jsaa

' ' @\.\3_)5.\4_\.*45.\““ gl&\;‘é)ﬂjﬁagm(w Tal) (e (a
c) "Decide on which vendor to award Dt Jgaa 25 e s S

b) You should advise attendees what they
need to bring to the meeting

Sunrise account to.” is a better agenda
item than “Sunrise Account”

d) Itisimpossible to determine how much
time will you approximately spend on
each agenda item

3) Which of the following IS NOT something eI Jsan G adle iy ¥ (L lae 61 (3
the agenda format depends on? Jue Y1 Jsim el (s palall oy Lavie (i
a) When the attendees are going to view glaiadl Haiall cd gl (o
the agenda el Jsaan (e A (2
b) The estimated time of the meeting glaia¥l G (2

c) The purpose of the agenda
d) The context of the meeting
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4) Which of the following statements IS NOT

true?

a) Agendas for meetings that happen
regularly are usually as detailed as other
agendas

b) Word processing software offers
agenda templates and agenda wizards

c) Itis recommended to distribute the
agendas days before meeting

d) Some agendas are meant as
orientations

When considering the timing of a meeting
you should plan for :

a) 30 minutes to 1 hour and 30 minutes

b) 1hour to 2 hours

¢) 30 minutes to 3 hours

d) There is no recommended limit

Which of the following IS NOT a factor you
need to consider when you write an
agenda?

a) Logical flow

b) Priority of items

c) Timing

d) The number of attendees
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Module Five: Review Questions

D)

When do we use the “Cc” field?

a) When we are sending a direct message
to someone

b) When we want to send a copy of the
email to people who are not meant to
be the direct recipients of the message

c) When we want the recipients to be
'blind’ to other recipients’ email address

d) The "Cc” field is usually out of usage

If a manager has ordered his secretary to
send a memo to everyone in the
department, the secretary should:

a) Place all the department employees’
email address on the 'To’ section, and
the manager’'s email address on the ‘Cc’
field

b) Place all the email addresses on the ‘To’
section

c) Place all the email addresses on the 'Cc’
field

d) Place all the email addresses on the
‘Bec’ field
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3) Which of the following statements is true? T L @l bl e 61 (3
a) Online mediums of communication Fualal Ll i iyl e Juad¥l g <o ysha (I
have developed its own vocabulary dalall o SV ol ey A oY) Ll o 2ty
which is now accepted in business Ul Jaally

emails as well oA 2l Sl ) (B A i 3 jpuaitall Dl ) (2

¢ gl @i o A8y e cailS 1Y) Jadd (ST ¢ 4y ladl)
BTW «LOL :J&dl Juws JAe
o (g daadly Al 5 S 2l Jile ) (2

b) The abbreviated expressions are
acceptable in business emails, but only

if they are wide known, for example: Jee it (sl e AN el Y
LOL, BTW ) Jlsy e T Y 12 3 Wl gl 2a3 (2
C) Business emails the same formality as alall c gl d ) s i)

any business letter
d) Emoticons are also an integral part of
business emails nowadays

4) Which of the following statements is true? T LW @l jal) e 51 (4
a) Itis perfectly important to follow the sl 2 sail) e il sl gl Ll gl (e (|
rules of good grammar s L L) e ¥ 5 ppaal) 4y sail) oladY) (o
b) Tiny grammar mistakes do not give a Laga ol 1368 ¢ ALl 4 ail) oUad¥) aaf cai ) 13) (2
bad impression ‘ ‘ “3-“
c) If you make one of the common s A 2, O e g 5 L IS3 ) 8 U"L'\y (2
&=l

grammar mistakes, that's not so
important

d) Itis okay to make a grammar mistake as
long as the email is clear
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Module Six: Review Questions hesdlid) Bas gl) dna) ja
1) In which case can we use informal style in a (o ) i sl pladid Wiy da ¢ Al oda A (1
business letter? fdaadt Hlad
a) Ifitis a shorter letter el a1y (]
b) If we already have an established plival) ae 4405 483e Jadlly Wl il 1Y) (@
relationship with the recipient Jadlly 485 e Q‘{JS’“ e st ALl sy (2
c) If the letter contains already known e Gadlas ol dise A padd Jl s ) (
information
d) If we are writing to a person who is on a
lower position than we are
2) Which of the following IS NOT a necessary danll ot e s 12 0 ol (b Lee 6l (2
part of a business letter? Qe gigis (I
a) Name and Signature of the Sender dgans 1l Al (o
b) Formal Salutation Al Q) &b (z
c) Date the letter is sent dpgy b aala (2
d) Warm and friendly closing
3) Which of the following IS NOT something Sl Bati adde aainy ¥ L Lee 6f (3
your letter's format depends on? il Al (I
a) The seniority of the recipient il ) A pad (o
b) Your letter's privacy Al )l alives ae Jeall d83e dls yo (7
c) The stage of your working relationship Al ) (s sina (2

with the letter recipient
d) The content of the letter
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4) Which of the following statements is true? T L @l jal) e 51 (4
a) If a person replies in an informal i) GliSad ¢ Aany it il b Le padd 1Y) (]
manner, then you may take it as o i) (puiiy ALl (53] Aty i3

permission to do the same Ding 138 ¢ dan ) e ARyl )L e sl LB 1Y) (o
b) If a person replies in an informal e e

ot ild ¢ Ay e A8k i Le (et S B Y (7
Aalall i g pue o Jisad) 128 e

. . hle 152 28 ¢ daan ) pe 48 ks 3 bl padd B 1) (2
c) If a person replies in an informal SIS 55 Bl ) ¢ sm

manner, you answer the same at your

manner, that's considered to be
unprofessional

own risk

d) If a person replies in an informal
manner, you still must refer to your
company culture

5) Which of the following statements IS NOT Srna pe 4l @l jlell e sl (5
true? sl il 6 Glle ¢ Auay e Al il i (]
a) Even if the letter is informal, you have 35 gl

to follow the grammar rules dlee i Gapadi aall e (G
b) It is good to personalize your business Aaan i Lo dale Bda) 3500 A (2

c) Writing in positive tone usually seems
to intimate

d) Each type of formal letters has own
specific format

6) Which of the following IS NOT a common e ¥ e e BALE & 55 ad (L Laa 61 (6
type of business letters? ll (]
a) Letter of requirement Jbadia) Glad (o
b) Letter of inquiry gl QS (z
C) Letter of congratulations Gabill clba (2

d) Letter of application
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Module Seven: Review Questions sAaludl 3aa gl) daal e

1) Which of the following IS NOT one of the ¥ ISl (8 ol AL pealiall (g ad (S Lo 6l (1

deliverables in the basic structure of a fdanl) ¢ yiidl
business proposal? I (i
a) Why I3l (@
b) What e (2
c¢) When &S (0

d) How much

Which of the following statements IS NOT

true?

a) A proposal is usually written to another
company or institution

b) Companies can require their local
departments to write proposals

C) Atits very basic level, a business
proposal answers three things

d) A business proposal is an unsolicited or
solicited bid for business

Which of the following statements IS NOT

true?

a) There is no one universal format for
business proposals

b) There are no rules when choosing the
format — it is all individual

c) As a guide, you can take your cue from
the way the Request for Proposal is
written

d) Proposals submitted through online
marketplaces do not require much

oA dasuge A58 ) A1 BV LS oy Lesdle (1
Cila e US Dlaall Ll 1) e allal G il il (Kay (@
e dlee Y #1581 Cung ¢ Al ulaY ol siss A (7

e Ladil 43305
daall Cigllas o Cisllas 2 e g Jeall 211 (3

Jlee Yl Cils yiial 2aly alle JSS2a Y (I

S e od JS - Gaaiil) A e 2ol a8 Y (@

o el il LUK 48y Hha e 3aliY) Wiy ¢« A (2

e G s QA (e dadiall s el Gl Y (o
Tl e S s gy
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structure

4) Which of the following statements IS NOT

true?

a) There is no one universal format for
business proposals

b) There are no rules when choosing the
format — it is all individual

c) As a guide, you can take your cue from
the way the Request for Proposal is
written

d) Proposals submitted through online
marketplaces do not require much
structure

5) A good business proposal DOES NOT have
to be:
a) Targeted
b) Persuasive
¢) Organized
d) Detailed

6) Which of the following statements IS NOT

true?

a) Unsolicited proposal requires a harder
‘sell” than solicited ones

b) It is recommended to give generic
content

c) Itis recommended to keep your tone
proactive and optimistic

d) A winning proposal is easy to evaluate

Sl Gl 5 Jead) dlad Jie ddlia) e sl calls Koy
o2l ae

) il e SN Gl Y ) il Al anad Sy (2

3 s Lo 35l e 5 il ke (7

ST ot aladinly el algall s e LS Sy (o
2—\“‘)

-

ral) Jesll #1580 0 o e Y (5

e maal e 4 st el e ) EY) Qllaly (1
Ao sthaall (a5 2l

ple G sine sllaely a sy (@

Abldie 5 A8lan) ¢l a8 0 Ao Bléally pa s (z

S ) 8 e el e (2
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Module Eight: Review Questions Adalil) Bas o) daa) e
1) Which of the following IS NOT one of the e o il Al o) ) aal Jiay ¥ b Las 6l (1
basic parts of a business report? Ao 5 (I
a) Overview clalisay) (@

b) Conclusions alaiad 5 e Jralii (7

c) Interesting details @il pall (2

d) Main body

2) Business reports are used for: rdal e Jlae Y1 & aaais (2

a) Providing a written record of a topic, Lo £ 5500 ol £ sl osi€e Jams i (I
project or process Risa lulee 5l 5 e 5l £ pumge JilaS (0

b) Analyzing a certain topic, project, or Lo dlec 5l & g i 5l & unga 8 COSI da (g
process G laa e B Y (2

c) Solving the problems in certain topic,
project, or process
d) None of the above

3) The format of the business report DOES sle Jlae ) i ot aainy ¥ (3
NOT depend on: A e g gl (
a) The purpose of the report <) 8 dpedf (o
b) The seniority of your readers g s iall aaa (z
c) The scale of the project o2 AN U] U gl (2

d) The time available for writing the report

4) The format of the business report DOES rde Wl Jae W) 58 (Gani adiay (4
NOT depend on: LSy A padall 3 al) 48 el (]
a) The purpose of the report Al o) 3l 48 e (oo
b) The seniority of your readers Al ssina (z
) The scale of the project Gos lae o8 Y (2

d) The time available for writing the report
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5)

Which of the following statements is true?

a) Asking the person who has requested
the report about the expectations can
be useful

b) Asking the person who has requested
the report about the expectations is
forbidden

c) Asking the person who has requested
the report about the expectations is
unprofessional

d) Asking the person who has requested
the report about the expectations is not
recommended

Which of the following statements IS NOT

true?

a) Reports are meant to be fact-based and
impartial

b) Reports are written so that you can
present the company’s performance in
the best possible light

¢) Reports should be at least double-
checked

d) Reports can be truly useful only when
they are accurate

QC_\M &,;M\ Q\JL}:J\ % Lﬁ\ (5

O (S B il ey ) il (3 i) JIge (I
e (55

Clad il gyl e Jl e by (@

o el oa el el Gl (Al Gaddll Jse (2

cilad gill el Gl (53 et sl Jlge eaky ¥ (3

QC_\M e Al &) el e Lﬁ\ (6

A i laall e Al 0S5 of )l sady (]
‘EASJMJ\&J\UA_);&SA&Q:;&ﬁJhﬂ\%US?L(u
Y ey E e giadll sale) any (g

488 055 Loxie Jadh B 3aghe )88 0585 o oSy (o
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Module Nine: Review Questions

1) Which of the following statements IS NOT
true?

a) RFPs inform the public that you are in
the look-out for potential partners in an
endeavor

b) A well-written RFP can help you source
out vendors and service providers who
fit well with your needs and objectives

c) RFP is never longer than 1-2 pages

d) There is no one right format for the RFP

2) Which of the following IS NOT among the
minimum required explanations of the
RFP?

a) Your deliverables

b) How proposals would be reviewed
¢) Your contact information

d) Specific legal stipulations

3) The most common type of projection
document is:
a) Financial projection
b) Project projection
C) Business cooperation projection
d) Meeting outcome projection

sdalil) Sas gl daal e
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4) Which of the following statements IS NOT
true?

a)

Projections are documents that show
estimates of future performance,
alongside data that can substantiate
your predictions

You can place your numerical data with
the text

You cannot place your numerical data
in the activity folder

Some projection documents present
case scenarios, showing predictions
based on changes in particular variables

5) Which of the following statements is true?

a)

b)

An executive summary is a 1-2 page
abstract of a business plan

An executive summary is a 10-12 page
abstract of a business plan

An executive summary is a 10-20 page
abstract of a business plan

An executive summary is a 12-20 page
abstract of a business plan

¢ hiaall a1l a8 iy Clatie oo lllEny) (§
Ailad 5 pe i o) Ry (A bl g ia ) i

oaill e el dalall Gl ) aua Sl (0

B dlaa B dadd ) by gy A8 Y (¢

s ¢ Al Sl gyl LELY) Gl G g a5 (2
e Dl jide (b Sl il () ot Gl 5

QC_\M aalul) Q\J\.}:d\ (e Lﬁ\ (5

bl iatin ) datia (0 gadle s gl (adldl (T
Jas)
adldasa 12 A 10 o0 padle s il padldl (@
Jas)
ihiliaia 20 A 10 e padle s sl (aild) (7
Jas)
adldnsa 20 A 12 (e padle o gdasill (adldll (o
Jas)
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6) Which of the following statements is true? T L @l bl e 51 (6
a) Itis recommended that you write an Lelesls Janl) s 58 i (53045 mdle Sy pmgy (1
executive summary before you've JalSlly Jasdl ddad 34US 2ry (2085 (adle AU m sy (2
written the entire business plan i padle LS Jadl) e (35S Jhal) Gan S8 (2
b) It is recommended that you write an LedeSly Jaal) 2dad IS 2y Bl 5 ¢ i (00

. ; . Al % a
executive summary after you've written A et IS

the entire business plan

c) Sometimes it is better to write an
executive summary before, and
sometimes after writing the entire
business plan

d) Itis all the same

7) A business case is very similar to: foh Ll 2 Al (5 gaal) Al 2 (7
a) Business report el pa (I
b) Executive summary ST padle (@
c) Business plan Jaadl 2l (£
d) Request for proposal sl pati clh (2
8) A business case usually DOES NOT contain: jte Bl (s saall Al )0 (s 5ia3 Y (8
a) Expected costs of the project & 5 ptall dad sl i<l ({
b) Request for proposal sl mas s (@
c) Problems encountered gl se cadi Al JSL) (7
d) Executive summary $T padle (2
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Module Ten: Review Questions 15 pdlal) 333 gl) A2 o
1) Proofreading DOES NOT check: el Laa Giny ¥ g salll Gl (1
a) Punctuation ad il e (i
b) Accuracy 48l (e
c) Spelling sl (¢
d) Grammar el @l (2
2) Which of the following statements is true? T L @l Jal) e 51 (2
a) You shouldnt do the proofreading right §pale A sy g all AL o g8 VI ny

after the writing 4 G35 se ClalSll dallaa gal o 8 il gl (e GEa (0
b) Checking functions in word processing Ll
programs are absolutely reliable J-’P-‘” i g gl Gixl (2
¢) Proofreading is the same as editing A 2l 5 (el e paadl e Gl )J“\ (:
i

d) You can check several errors
simultaneously to save time

3) What is the goal of a peer review? O AY) Aanl e e inel) o Le (3
a) Saving time cagl ydg (I
b) Simplifying the work el Japuasi (o
¢) Avoiding the unnecessary Loypall e Al gsad) cind (7
responsibilities seliy Cillaadla (o Jsanll (2

d) Getting a constructive feedback
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4) Which of the following statements IS NOT Plamia e 20N @l e 61 (4

true?

a) The peer reviewer gets to develop their
proofreading and editing skills

b) Any team member can be a good peer

reviewer

Peer review can be done 'blindly’, with

the identity of the writers kept from the

reviewer

The peer review helps writers to get an

insight in how their work comes across

to one reader

Which of the following statements IS NOT
true?

a) If a manuscript looks perfect on the
screen, it will look perfect as printed
version

Opening a document using different
software, or an outdated software
version, from the original can result in
formatting errors

Images of a low pixel count may not
translate well on print

Typesetting can introduce errors in a
text that weren't there before

Gl 8 i e ki e il galpall Juasy (1
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6) Which of the following IS NOT a necessary ¢ il 5 de Lkl Ji 4y bsbd Gl b e 6T (6

step before printing and publishing? "Ll Aled” i ot (I

a) Checking the 'print preview’ option s3sa dsa Dl ) Lo Jgaall S80I e sl (@
b) Checking your publisher for guidelines chle g Al 4l Slaladll ) sall 5 Gl g )l
on what quality of graphics, pictures Lealadiul

dapsall Al e Jiaad s &l jlaa) sae debil (7
e 2l Jae Ji Aaal jall de gidae 33 pun o Jpaall (2
ol

and clip arts you should use

C) Printing several versions until you get
the right one

d) Having a print draft for review before
making many copies
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