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Business Writing 

            هن  

Module One: Review Questions 
 

 : الأولىمراجعة الوحدة 
 

1) Which of the following statements is true? 

a) Using the spelling resources takes too 

much time 

b) Every word in English can be spelled 

only one way 

c) There are acceptable spelling variations 

in different kinds of English 

d) It is not important if you make a 

mistake with a commonly misused word 

 

 (  ي      ع              ص  ح؟1

     غ         م           ق ق  لإ لائي              ق ( 

   ف     في    غ   لإنج  ز              ة       هجئ   ل  (ب

   ن      لاف   إ لائ          في  ن  ع              غ (ج

  لإنج  ز  

   س       هم        ب   أً         ئع         م ( 

 

  

2) Which of the following IS NOT a good 

advice for improving your spelling? 

a) Using the spell-check function in your 

software 

b) Taking note of words often mistaken for 

each other 

c) Noting friendly rules in spelling 

d) Learning harder words by heart 

 

 (  ي       ي     نصح           هجئ ؟2

       م           ق ق  لإ لائي في   ن  ج  ( 

      ئ    عضه     عض لا               ي غ            (ب

  لا         ع         في    هجئ  (ج

  ع م           صع   ع   ه  ق ب ( 

 

  

3) Which of the following is one of the two 

grammar issues most business writers have 

trouble with? 

a) Verb tenses 

b) Articles 

c) Conditionals 

d) Direct and indirect speech 

 

ب       ي    ل إ  ى         ن          جهه    ع م    (  ي 3

   ع  ل؟

          عل ( 

         (ب

         (ج

    لام          غ           ( 
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4) Which of the following is an example of 

past perfect? 

a) Mr. Myers was sitting on a meeting 

when the client called. 

b) Mr. Myers sat on a meeting when the 

client called. 

c) Mr. Myers had been sitting on a 

meeting when the client called. 

d) Mr. Myers has sat on a meeting when 

the client called. 

 

 (  ي       ي       ل ع ى     ضي     م؟4

               ز ج  ً   في  ج   ع عن      صل   ع  ل. ( 

           ز في  ج   ع عن      صل   عم ج س (ب

               ز ج  ً   في  ج   ع عن      صل   ع  ل. (ج

 ج س           ز في  ج   ع عن      صل   ع  ل. ( 

 

  

5) Which of the following is not a common 

part of the cheat sheet? 

a) Example 

b) Issue 

c) Rule 

d) Hints 

 

   ئعً  في   ق    غش؟(  ي       ي   س جزءً  5

    ل ( 

    ض   (ب

     ع ة (ج

 )         

 

  

6) Which of the following statements IS NOT 

true? 

a) Cheat sheet is used for easier learning 

by heart 

b) Cheat sheet is written simple 

c) Bullet points can make a cheat sheet 

more effective 

d) Some cheat sheets are poems, 

alliterations, and songs 

 

 (  ي      ع              غ   ص  ح؟6

   م       م   ق    غش    ه ل    ع م ع   ه  ق ب ( 

   ق    غش           ل      (ب

          جعل   ن      ن       ق    غش      فع     (ج

  عض         غش ع   ة ع  قص ئ   ج        غ ني ( 
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Module Two: Review Questions 
 

 : الثانيةمراجعة الوحدة 
 

1) Which of the following is a necessary part 

of a complete sentence? 

a) Apposition 

b) Attribute 

c) Predicate 

d) Adverbial clause 

 

 (  ي       ي    جزء ض   ي    ج         ؟1

    نصب ( 

       (ب

     ن  (ج

         ف ( 

 

  

2) Which of the following statements IS NOT 

true? 

a) Subjects and predicate can be simple 

and complex 

b) Length determines what a subject and a 

predicate is 

c) Complete sentences are advisable in 

business writing 

d) The subject is usually a noun or 

pronoun 

 

 غ   ص    ؟(  ي      ع              2

                  ض ع        ن          ع  ة ( 

          ل           ض ع      ن  (ب

   ج ل              ن  في         ع  ل (ج

     عل    ع  ة   م    ض    ( 

 

  

3) Which of the following refers to comma? (,) 

a) It is used to mean “note what follows” 

b) It is used to link independent clauses 

not joined by a coordinating 

conjunction 

c) It is used after statements expressed 

with strong emotion 

d) It is used to separate items in a series 
 

 (  ي       ي      إ ى     ص  ؟ )،(3

      م   عني "         ي" ( 

         ي  م   م ض ه           م        ه        ج ل     (ب

    ة      ن     

   م        ه  ع  ع        م    ع    عنه      ع  ق    (ج

   م        ه   صل   عن ص  في       ( 

 

  

4) Which of the following is typically 

succeeded by an elaboration, summation, 

 (  ي       ي ع  ةً       عه   ص ل      ص                ه؟4

     ص   )،( ( 
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interpretation of what it precedes? 

a) Comma (,) 

b) Semicolon (;) 

c) Colon (:) 

d) Apostrophe (‘) 
 

     ص      ن     )؛( (ب

   ن      ):( (ج

 )‘(    ص     ع     ( 

 

  

5) 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 

 

                   إ ى   ج ل    عج   ؟(  ي      ع 5

       ج ل           ض   ة  ن  ق     ض ع +     ن  ( 

     ج ل  ع   ع   ع   ق ي (ب

      ي   ج ل    ي  ع ي   ً         ب (ج

      ي       ن  ع   ج ل       ً   في         ع  ل ( 

 

  

6) 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 

 

 

(  ع ف ع ى ن ع   ج           :   جى إ لاغ ج ز ف  نن  ن  ق  6

  فعه   م    ن  .

    ص      ( 

  عجب (ب

      (ج

      ه م ( 
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Module Three: Review Questions 
 

 : الثالثةمراجعة الوحدة 
 

1) Which of the following IS NOT one of the 

basic parts of a paragraph? 

a) Topic sentence 

b) Interesting information 

c) Supporting sentence 

d) Closing sentence 

 

 (  ي       ي   س جزءً       جز ء              ة؟1

 ج        ض ع ( 

  ع          ة  لا    م (ب

  عم   ج    (ج

   ج             ( 

 

  

2) Which of the following statements IS NOT 

true? 

a) Not all paragraphs have to contain 

these three basic parts 

b) Understanding the basic parts of a 

paragraph ensures that your writing is 

clear and focused 

c) Basic parts serve as a good guideline in 

creating cohesive paragraphs 

d) There are four basic parts of a 

paragraph 
 

 (  ي      ع              غ   ص    ؟2

   جب        ي ج            ع ى       جز ء          ( 

    لا  

         ض    ض   فهم   جز ء              ة          (ب

     زة

  ع ل   جز ء             ل ج   في إن  ء ف             (ج

  ن      ع   جز ء             ة ( 

 

  

3) Which of the following IS NOT a tip stated 

in the previous module? 

a) Keep your main idea central 

b) Whenever possible, outline first before 

starting on any writing 

c) Always try to enrich your writing with 

some interesting information 

d) Decide how to best explain your main 

idea 

 

 (  ي       ي      ل إ            ة في      ة        ؟3

   ف  ع ى ف        ئ        ز   ( 

    ،                   ع  ض     ً ق ل     ء في  ي    (ب

         

    ل   ئً   إ   ء           عض    ع             (ج

 ق    فضل          ح ف        ئ     ( 
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4) Which of the following statements IS NOT 

true? 

a) It is 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 

 

      ع              غ   ص    ؟(  ي 4

                ع      ع         ي     عم ف      ( 

    ئ    

عن         في             ع ل ، ف                     (ب

      ف  ة    ز   ،   نه       ض     

  جب     م      ئق    ي   عم ف          ب  ن  ي (ج

            ض ع  ع           ص  ي ف  ة ع      ( 
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Module Four: Review Questions 
 

 : الرابعةمراجعة الوحدة 
 

1) The basic structure of an agenda DOES 

NOT include: 

a) Purpose of the meeting 

b) Advanced preparation guidelines 

c) The expected outcome of the meeting 

d) Date, time, location, and estimated 

duration of the meeting 

 

 (   ه  ل      ي  ج  ل   ع  ل      ل:1

   غ ض      ج   ع ( 

 إ        لإع             (ب

   ن  ئج      قع       ج   ع (ج

       خ     ق               ة            لاج   ع ( 

 

  

2) Which of the following statements IS NOT 

true? 

a) It is recommended that you state items 

for discussion using results-oriented 

action words 

b) You should advise attendees what they 

need to bring to the meeting 

c) “Decide on which vendor to award 

Sunrise account to.” is a better agenda 

item than “Sunrise Account” 

d) It is impossible to determine how much 

time will you approximately spend on 

each agenda item 

 

 (  ي      ع              غ   ص    ؟2

                      عن ص     ن ق          م        ( 

   ع ل     جه  ن     ن  ئج

 جب     نصح     ض            ج   إ ى إ ض    إ ى  (ب

   ج   ع

". عنص  Sunrise    ئ     ي    نح  ه    ب "     (ج

 "Sunriseج  ل  ع  ل  فضل    "   ب 

          ل                ق     ي    ض ه      ً  في  ( 

  ل  ن      ن   ج  ل   ع  ل

 

  

3) Which of the following IS NOT something 

the agenda format depends on? 

a) When the attendees are going to view 

the agenda 

b) The estimated time of the meeting 

c) The purpose of the agenda 

d) The context of the meeting 

 

 (  ي       ي    ع    ع  ه  ن  ق ج  ل   ع  ل؟3

 عن       ب     ض     ع ض ج  ل   ع  ل ( 

    ق          لاج   ع (ب

   غ ض    ج  ل   ع  ل (ج

        ج   ع ( 
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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) It is recommended to distribute the 

agendas days before meeting 

d) Some agendas are meant as 

orientations 

 

 (  ي      ع              غ   ص    ؟4

ج   ل  ع  ل   ج   ع      ي  ع     ن   م ع  ة          ( 

   ص     ل ج   ل   ع  ل     ى

   م   ن  ج  ع  ج          ق   ب ج  ل   ع  ل  (ب

   ع  ج   ج  ل   ع  ل

            ز     جن    ق ل    م      ج   ع    (ج

  عض   جن      ص   ه      جه   ( 

 

  

5) When considering  the timing of a meeting  

you should plan for : 

a) 30 minutes to 1 hour and 30 minutes 

b) 1 hour to 2 hours 

c) 30 minutes to 3 hours 

d) There is no recommended limit 

 

 عن    ن   في   ق     ج   ع ،  جب               ي:( 5

  ق    30 ق    إ ى   ع     30 ( 

      ع  إ ى   ع    (ب

   ع   3 ق    إ ى  30 (ج

     ج       صى  ه ( 

 

  

6) 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 

 

(  ي       ي   س      ع   ل    ي  جب    ع  ه  عن        ج  ل 6

   ع  ل؟

     فق    ن  ي ( 

           ن   (ب

     ق   (ج

 ع       ض    ( 
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Module Five: Review Questions 
 

 مراجعة الوحدة الخامسة: 
 

1) 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 

 

 (   ى ن    م     ل "ن   "؟1

 عن    ن  ل            ة إ ى   ص    ( 

عن    ن    إ   ل ن               لإ     ني إ ى     ص  (ب

   س          ض       ن                              

عن    ن                      " ع ى"  عن             (ج

            لآ     لإ     ني 

 ع  ة             ل "ن   "    ج        م ( 

  

2) 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 

‘Bcc’ field 

( إ                       إ   ل     ة إ ى  ل ف   في     م ، 2

 ى         : جب ع 

ض  عن            لإ     ني  ج        ي     م في ق م  ( 

"إ ى"  عن            لإ     ني        في     ل "ن    

 إ ى"

 ض  ج    عن             لإ     ني في ق م "إ ى" (ب

 ض  ج    عن             لإ     ني في     ل "ن   " (ج

"ن           عن             لإ     ني في     ل ض   ل ( 

    جه "
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3) Which of the following statements is true? 

a) Online mediums of communication 

have developed its own vocabulary 

which is now accepted in business 

emails as well 

b) The abbreviated expressions are 

acceptable in business emails, but only 

if they are wide known, for example: 

LOL, BTW 

c) Business emails the same formality as 

any business letter 

d) Emoticons are also an integral part of 

business emails nowadays 

 

 (  ي      ع              ص  ح؟3

      ه      ص          ئل    ص ل ع    لإن  ن   ( 

    ي   م ق   ه   لآ  في    ئل         لإ     ني     ص  

    ع ل   ضً 

   ع           ص ة        في    ئل         لإ     ني  (ب

   ج     ،      ف   إ     ن   ع  ف  ع ى ن         ، 

 LOL  ،BTWع ى    ل      ل: 

ي ن س    ئل         لإ     ني     ص     ع ل   (ج

  لإج  ء             ل  ي    ب ع ل

 ع       ز   ضً  جزءً      جز        ئل         ( 

  لإ     ني    ج     في    ق      ض 

 

  

4) Which of the following statements is true? 

a) It is perfectly important to follow the 

rules of good grammar 

b) Tiny grammar mistakes do not give a 

bad impression 

c) If you make one of the common 

grammar mistakes, that’s not so 

important 

d) It is okay to make a grammar mistake as 

long as the email is clear 

 

 (  ي      ع              ص  ح؟4

       هم    ً       ع ق  ع       ع    ن       ج  ة ( 

   ء   ن       صغ  ة    ع ي  ن   عً    ئً     (ب

إ                   ء   ن         ئع  ، فه     س  هً    (ج

 جً  

   أس في      ب   أ ن  ي                  لإ     ني  ( 

   ضح
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Module Six: Review Questions 
 

 مراجعة الوحدة السادسة: 
 

1) In which case can we use informal style in a 

business letter? 

a) If it is a shorter letter 

b) If we already have an established 

relationship with the recipient 

c) If the letter contains already known 

information 

d) If we are writing to a person who is on a 

lower position than we are 

 

،  ل    نن        م     ب غ      ي في  ( في           1

    ب   ع ل؟

 إ         فً   قص  ( 

 إ     ن     ن      عل علاق                 م (ب

 إ     ن              ي ع ى  ع       ع  ف      عل (ج

 إ    ن  ن  ب إ ى   ص في   ق    نى     ن   ع  ه ( 

 

  

2) Which of the following IS NOT a necessary 

part of a business letter? 

a) Name and Signature of the Sender 

b) Formal Salutation 

c) Date the letter is sent 

d) Warm and friendly closing 

 

 (  ي       ي   س جزءً  ض    ً        ب   ع ل؟2

   م    ق        ل ( 

                (ب

     خ إ   ل         (ج

         فئ        ( 

 

  

3) Which of the following IS NOT something 

your letter’s format depends on? 

a) The seniority of the recipient 

b) Your letter’s privacy 

c) The stage of your working relationship 

with the letter recipient 

d) The content of the letter 

 

  ن  ق       ؟(  ي       ي    ع    ع  ه 3

  ق           ي ( 

  ص ص          (ب

       علاق    ع ل        م         (ج

     ى         ( 
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4) Which of the following statements is true? 

a) If a person replies in an informal 

manner, then you may take it as 

permission to do the same 

b) If a person replies in an informal 

manner, that’s considered to be 

unprofessional 

c) If a person replies in an informal 

manner, you answer the same at your 

own risk 

d) If a person replies in an informal 

manner, you still must refer to your 

company culture 

 

         ص  ح؟ (  ي      ع     4

إ   ق م   ص                 غ         ، ف   ن   ع      ( 

            إ        م  ن س    يء

إ   ق م   ص                 غ         ، فه    ع     (ب

 غ    هني

إ   ق م   ص                 غ         ، فأن   ج ب  (ج

 ع ى        ؤ ل ع ى   ؤ          ص 

  ص                 غ         ، فلا  ز ل ع    إ   ق م  ( 

    ج ع إ ى    ف       

 

  

5) Which of the following statements IS NOT 

true? 

a) Even if the letter is informal, you have 

to follow the grammar rules 

b) It is good to personalize your business 

letter 

c) Writing in positive tone usually seems 

to intimate 

d) Each type of formal letters has own 

specific format 

 

 (  ي      ع              غ   ص  ح؟5

  ى      ن          غ         ، ع        ع      ع   ( 

   ن    

      ج     ص ص    ب ع    (ب

          ن  ة إ ج     ع  ة               (ج

  ن  ع                   ه  ن  ق   ص  ه ل ن ع     ( 

 

  

6) Which of the following IS NOT a common 

type of business letters? 

a) Letter of requirement 

b) Letter of inquiry 

c) Letter of congratulations 

d) Letter of application 

 (  ي       ي   س ن عً    ئعً              ع  ل؟6

    ب   ب ( 

    ب          (ب

    ب    هنئ  (ج

    ب       ق ( 
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Module Seven: Review Questions 
 

 مراجعة الوحدة السابعة: 
 

1) Which of the following IS NOT one of the 

deliverables in the basic structure of a 

business proposal? 

a) Why 

b) What 

c) When 

d) How much 

 

  عن ص                م في   ه  ل      ي (  ي       ي   س    1

      ح   ع ل؟

 )       

      (ب

   ى (ج

  م ( 

 

  

2) 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) At its very basic level, a business 

proposal answers three things 

d) A business proposal is an unsolicited or 

solicited bid for business 
 

 (  ي      ع              غ   ص    ؟2

 ع  ة      م         ق   ح إ ى          ؤ       ى ( 

                                         ب    إ     ه   (ب

في             ي   غ    ،  ج ب  ق   ح   ع  ل ع ى  (ج

  لا       ء

  ق   ح   ع ل    ع ض غ       ب        ب   ع ل ( 

 

  

3) 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 

 (  ي      ع              غ   ص    ؟3

   ل ع   ي                 ع  ل    ج   ( 

  ل  يء ف  ي -    ج  ق  ع  عن            ن  ق  (ب

     ل ،    ن         ة                  ب   ع ض (ج

      ب                       لال        ع    ( 

  لإن  ن               ن  
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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 

 

 (  ي      ع              غ   ص    ؟4

       ب  ع      إض ف     ل       ع ل              ي  ( 

      ع ض

         م      ج      ي       ب               ح    ني  (ب

 في   ل ن  ي

     ب       ع         ة ع ضً    جزً  (ج

           ه م   صغ         م  ن  ق                  ( 

      

 

  

5) A good business proposal DOES NOT have 

to be: 

a) Targeted 

b) Persuasive 

c) Organized 

d) Detailed 
 

 (    جب          ق   ح   ع ل   ج  :5

      ه ف  ( 

   ن  (ب

  ن    (ج

   ص  ي ( 

 

  

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) It is recommended to keep your tone 

proactive and optimistic 

d) A winning proposal is easy to evaluate 

 (  ي      ع              غ   ص  ح؟6

  ق   ح غ       غ ب ف ه "   "  صعب        ب  ( 

   ع  ض         

   صى  إع  ء     ى ع م (ب

   صى         ع ى ن  ة ص         ق        ئ   (ج

       هل     م   ق   ح     ئز ( 
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Module Eight: Review Questions 
 

 مراجعة الوحدة الثامنة: 
 

1) Which of the following IS NOT one of the 

basic parts of a business report? 

a) Overview 

b) Conclusions 

c) Interesting details 

d) Main body 

 

 (  ي       ي      ل       جز ء                  ع  ل؟1

 ن  ة ع    ( 

     ن  ج   (ب

    ص ل     ة  لا    م (ج

   ج م    ئ  ي ( 

 

  

2) Business reports are used for: 

a) Providing a written record of a topic, 

project or process 

b) Analyzing a certain topic, project, or 

process 

c) Solving the problems in certain topic, 

project, or process 

d) None of the above 

 

 (      م          ع  ل     جل:2

     م  جل     ب    ض ع        ع    ع     ( 

        ع    ع      ع ن      ل   ض ع (ب

  ل      لا  في   ض ع        ع    ع      ع ن  (ج

    يء       ق ( 

 

  

3) The format of the business report DOES 

NOT depend on: 

a) The purpose of the report 

b) The seniority of your readers 

c) The scale of the project 

d) The time available for writing the report 

 

 (    ع     ن  ق         ع  ل ع ى:3

   غ ض            ( 

  ق     ق  ئ  (ب

  جم       ع (ج

    ق       ح                ( 

 

  

4) The format of the business report DOES 

NOT depend on: 

a) The purpose of the report 

b) The seniority of your readers 

c) The scale of the project 

d) The time available for writing the report 

 (  ع     ن  ق         ع  ل   ضً  ع ى:4

    ع ف     ن       ص    ي     ه  ( 

  ع ف       ء     ن   (ب

     ى         (ج

    يء       ق ( 
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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  

 

 (  ي      ع              ص  ح؟5

 ؤ ل     ص    ي   ب         ع      قع            ( 

  ً         

       ؤ ل    ب         ع      قع   (ب

 ؤ ل     ص    ي   ب         ع      قع          غ    (ج

  هني

   ؤ ل     ص    ي   ب         ع      قع     نصح  ( 

 

  

6) 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 

c) Reports should be at least double-

checked 

d) Reports can be truly useful only when 

they are accurate 

 

 (  ي      ع              غ   ص  ح؟6

    ص                    ق ئ   ع ى      ئق  نز ه  ( 

  م                   ث    ن  ع ض    ء        في  (ب

  فضل ض ء     

    ع ى   قل جب إع  ة      ق           (ج

                           ة   ً  ف   عن          ق    ( 
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Module Nine: Review Questions 
 

 : التاسعةمراجعة الوحدة 
 

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 
 

 (  ي      ع              غ   ص  ح؟1

   غ           م   ع  ض   ج ه    أن     ث ع      ء  ( 

         في   عى   

           ع     ب     م   ع  ض       ب ج ً   في  (ب

    ث ع      ئع        ي                 ن      ج ً   

    ف         ج      

   ب     م   ع  ض    ز     ً   ع  ص    إ ى ص      (ج

     ج   ن  ق      ص  ح    ب     م   ع  ض ( 

 

  

2) Which of the following IS NOT among the 

minimum required explanations of the 

RFP? 

a) Your deliverables 

b) How proposals would be reviewed 

c) Your contact information 

d) Specific legal stipulations 
 

(  ي       ي   س                     ن               ب     م 2

   ع  ض؟

    ج    ( 

   ف    م    جع            (ب

  ع         ص ل     ص     (ج

 نص ص ق ن ن       ة ( 

 

  

3) The most common type of projection 

document is: 

a) Financial projection 

b) Project projection 

c) Business cooperation projection 

d) Meeting outcome projection 

 

 (   ن ع          عً          لإ       :3

     قع           ( 

 إ           ع (ب

   قع      ع       ج  ي (ج

 ن  ئج   ج   ع  لإ     ( 
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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 

b) You can place your numerical data with 

the text 

c) You cannot place your numerical data 

in the activity folder 

d) Some projection documents present 

case scenarios, showing predictions 

based on changes in particular variables 

 

 (  ي      ع              غ   ص    ؟4

 لإ        ي    ن     ع ض             ء         ي ،  ( 

 جن ً  إ ى جنب         ن      ي           عم   قع   

 ض       ن      ق        ص          نص   ن    (ب

      ن   ض     ن       ق    في  ج     ن    (ج

 ع ض  عض    ئق  لإ       ن             ،   ع ض  ( 

  ن ؤ      ن  إ ى    غ      في   غ      ع ن 

 

  

5) Which of the following statements is true? 

a) An executive summary is a 1-2 page 

abstract of a business plan 

b) An executive summary is a 10-12 page 

abstract of a business plan 

c) An executive summary is a 10-20 page 

abstract of a business plan 

d) An executive summary is a 12-20 page 

abstract of a business plan 

 

 (  ي      ع              ص  ح؟5

     ص    ن   ي       ص    ص    إ ى ص            ( 

   ع ل

ص          12إ ى  10     ص    ن   ي       ص     (ب

   ع ل

ص          20إ ى  10     ص    ن   ي       ص     (ج

   ع ل

ص          20إ ى  12     ص    ن   ي       ص     ( 

   ع ل
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6) Which of the following statements is true? 

a) It is recommended that you write an 

executive summary before you’ve 

written the entire business plan 

b) It is recommended that you write an 

executive summary after you’ve written 

the entire business plan 

c) Sometimes it is better to write an 

executive summary before, and 

sometimes after writing the entire 

business plan 

d) It is all the same 
 

 (  ي      ع              ص  ح؟6

   صى           ص  ن   ي ق ل             ع ل  أ   ه  ( 

   صى           ص  ن   ي  ع              ع ل       ل (ب

    فضل          ص  ن   ي في  عض               (ج

    ق ل ،      نً   ع              ع ل  أ   ه 

  ل  يء    ن  ه ( 

 

  

7) A business case is very similar to: 

a) Business report 

b) Executive summary 

c) Business plan 

d) Request for proposal 

 

 (         ج  ى     ه  جً         ي:7

         ع  ل ( 

  ن   ي   ص  (ب

       ع ل (ج

   ب     م   ع  ض ( 

 

  

8) A business case usually DOES NOT contain: 

a) Expected costs of the project 

b) Request for proposal 

c) Problems encountered 

d) Executive summary 

 

 (       ي         ج  ى ع  ة ع ى:8

        ف      قع        ع ( 

   ب     م   ع  ض (ب

       ل    ي        جه ه  (ج

    ص  ن   ي ( 
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Module Ten: Review Questions 
 

 مراجعة الوحدة العاشرة: 
 

1) Proofreading DOES NOT check: 

a) Punctuation 

b) Accuracy  

c) Spelling 

d) Grammar 

 

 (     ق ق    غ ي       ق       ي:1

 علا        ق م ( 

    ق  (ب

   هج ء (ج

      ع  ( 

 

  

2) Which of the following statements is true? 

a) You shouldn’t do the proofreading right 

after the writing 

b) Checking functions in word processing 

programs are absolutely reliable 

c) Proofreading is the same as editing 

d) You can check several errors 

simultaneously to save time 

 

 (  ي      ع              ص  ح؟2

  جب       م      ق ق    غ ي  ع               ة ( 

     ق         ئف في     ج  ع  ج                 ه  (ب

  ً    

     ق ق    غ ي    ن  ه         (ج

   ن       ق      ع            ء في  ق          ف    ( 

    ق 

 

  

3) What is the goal of a peer review? 

a) Saving time 

b) Simplifying the work 

c) Avoiding the unnecessary 

responsibilities 

d) Getting a constructive feedback 
 

 

 

 

 

 

 

 

 

 

 

 

 

 (         ه ف       جع    ق   ؟3

   ف      ق  ( 

         ع ل (ب

  جنب     ؤ      غ     ض      (ج

    ص ل ع ى  لا      ن ءة ( 
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4) Which of the following statements IS NOT 

true? 

a) The peer reviewer gets to develop their 

proofreading and editing skills 

b) Any team member can be a good peer 

reviewer 

c) Peer review can be done ‘blindly’, with 

the identity of the writers kept from the 

reviewer 

d) The peer review helps writers to get an 

insight in how their work comes across 

to one reader 
 

 (  ي      ع              غ   ص    ؟4

  صل      ج    ن    ع ى        ه    ه في     ق ق  ( 

         

      ي عض  في      ق            جعً  ج ً       (ب

   ق   

  ق    "   ل  ع ى" ،                 إج  ء    جع   (ج

  ه         ب         ج 

   ع     جع    ق         ب في    ص ل ع ى ن  ة   ق    ( 

   ل        ص ل ع  هم إ ى ق  ئ     

 

  

5) Which of the following statements IS NOT 

true? 

a) If a manuscript looks perfect on the 

screen, it will look perfect as printed 

version 

b) Opening a document using different 

software, or an outdated software 

version, from the original can result in 

formatting errors 

c) Images of a low pixel count may not 

translate well on print 

d) Typesetting can introduce errors in a 

text that weren’t there before 

 

 (  ي      ع              غ   ص  ح؟5

إ     ن                       ع ى        ، ف              ( 

  ن        ع 

         ؤ ي ف ح    ن         م   ن  ج     ف     (ب

 إص      ن  ج ق  م      صل إ ى     ء في    ن  ق

ع        ل    ن  ض    ل  ق      م   ج     ص       (ج

 ج   عن       ع 

         ؤ ي    نض   إ ى    ث     ء في   نص  م      ( 

   ج  ة    ق ل
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6) Which of the following IS NOT a necessary 

step before printing and publishing? 

a) Checking the ‘print preview’ option 

b) Checking your publisher for guidelines 

on what quality of graphics, pictures 

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 

 

 

 (  ي       ي   س    ة ض      ق ل      ع     ن  ؟6

            " ع  ن       ع " ( 

     ق      ن       ص ل ع ى إ         ل ج  ة  (ب

            ص       ص ص      ن      ي  جب ع    

        ه 

    ع  ع ة إص        ى   صل ع ى   ن      ص     (ج

   ص ل ع ى     ة     ع       جع  ق ل ع ل   ع        ( 

   ن خ

 

 


