A " E o — . | 1
XACaseeyat Collaborative Business Writing

cademy . R K
40 glartl) 4y L) AUl
Module One: Review Questions 1AV Baa gl daa) e
1.) Establishing what can help clarify the sl g 5 pdiall o e s 8 acliy O Sy Lo a3 (1
objective of a collaborative project? 4t G (]
a) A shared goal il 5l enlias (o
b) Salary ranges Laaia dac dalus (7
c) A designated work space @l huall By (SLal (2
d) Parking spaces
2.) Which of the following is a question to ask fagl) pans die da sk i Jlse 8 Ll 61 (2
when establishing an objective? flly e axisls 531 L (]
a) What am | going to be paid for this? anll Cals g S Lgaling Al cile Ll o L (@
b) What hours will each employee need to faiiad 8 g o pdall 1 doby W L (g
work? faliy) J zlisiu L..g.ﬂ\ @AJS\ Jsaal) gl (2
c) What does this project hope to
accomplish?
d) What sort of timeline will we need to
create?
3.) Which of the following is one benefit of aleall LU s plasind 21 8 sn) 0 blee 51 (3
utilizing a practical writing approach? il gall Jhass iy Q5 (I
a) Decrease employee down time =laad) (slail) dlae s (@
b) Improve the group collaboration Jazadl (S5 de ganall 30U Java 25 (7
process als gall 3 jlan 33l (2
C) Better determine the group’s rate of
efficiency
d) Increased employee merit
4) What is one example of a practical writing 040 glarl) A0S0 A leal) LUK gl e ABaY) 2] 58 Lo (4
approach of collaborative writing? Al e e pene ) Cpilh sl s (1
a) Dividing employees into unrelated il sl mny (pn Jadh JLai¥) 5 _ja (S (o
groups saal g dihaie 3 Jeally (il gall ppen ddlae (2
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b) Enabling a communication tree only
between certain employees

c) Asking all employees to work in one
area

d) Enabling employees to peer-review
their contributions

5.) What factors can affect what type of
writing strategy is used in a project?
a) The size of the project
b) The number of employees on the team
c) The deadline assigned to the project
d) All of the above

6.) Which of the following is not a type of
writing strategies?
a) Dimensional writing
b) Sequential construction
c) Parallel writing
d) Integrated construction

7.) Collaborative writing patterns determine

what in a project?

a) What employees will be compensated
for the project

b) What type of tools the team will use

¢) What employees complete each task

d) What office the project will need to be
completed in
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8.) Which of the following is a factor that can

affect a collaborative writing pattern?

a) The scheduled hours of each team
member

b) The individual talents of the team
members

c) The workspace provided

d) The topic of the project at hand

9.) Why is collaborative writing useful?

10.)

a) Provides an opportunity to work
together

b) Boosts employee morale

c) Incentives are created as rewards

d) None of the above

Once a collaborative project has
been created, it is important to
a) Clarify objectives
b) Outline tasks
c¢) AandB
d) None of the above
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Module Two: Review Questions Al Baa gl daa e
1) Cut and Paste Construction is often called ke sl oy Lo Wlle 5 (Gual g (a8 (1
what? 2 G el
a) Divide and Conquer Construction ol Ayl i) (2
b) Separation Strategy Al dadd oy (2
c) Puzzle Piece Construction sludidll paand (2

d) Mosaic Compilation

2.) Cut and Paste Construction is typically 0 Aol g Ll JLS) oy Lo Bale Bual g oad (2
completed by whom? Gl 3 (
a) The team leader bl (5o, eliacd (o
b) Peer team members Ll s ¥ (7
¢) Upper management SECNC
d) The editor
3.) In Puzzle Construction, employees are able €13l w2285 ¢y il sall alaiy ¢ IV ol Al 3 (3
to submit what? Ga Sl g sindl (]
a) Partially finished content JalSIly g (5 sine (o
b) Completely finished content o sl e DK (z
c) Both A and B G lan e i Y (2

d) None of the above

4)) Puzzle Construction is sometimes called S13le lal) Gans 8 32l ol e (4
what? Sludandll ol (
a) The Mosaic Construction CRLESH) 8 44y Hha (@
b) The Frankenstein method Ll sl dmas (2
) The Jigsaw Assembly Geallly paill elis (2

d) The Cut and Paste Construction
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5.) In Sequential Summative Construction,

who assembled the final draft?
a) The team

b) The editors

c) The team leader

d) A designated copier

6.) Sequential Summative Construction is a

8.)

good tool for what?

a) Employee evaluation
b) Grammar practice

c) Peer review

d) Employee training

In Integrated Construction, who does the
majority of the editing?

a) The group members

b) The team leaders

c) The copy crew

d) The scribes

Integrated Construction is not
recommended for what type of projects?
a) Department assignments

b) Large projects

c) Intradepartmental projects

d) Small projects
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10.)

eyat

e-Learning

Which of the following could be
considered a collaborative writing project?
a) A newsletter

b) A training manual

¢) An annual report

d) All of the above

What type of collaboration would be
the best choice for a newsletter?
a) Puzzle Construction
b) Integrated Construction
c) Sequential Summative Construction
d) Cut and paste construction
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Module Three: Review Questions PAILD B o) Axa) e

1.) What is one characteristic of a team ¢ Gl Al Glaw ) (2 L (1
? o
leader? giise s, (I
a) Have a high salary s Jlail & e 4l (o
b) Have good communication skills de il e Jpasll (z
c) Have a high title Cribsall o ISH il (a
d) Have a lot of employees
2.) A team leader is responsible for which of b Lae sl 0 sl 5o 540 G (2
the following? il sl iy, (
a) Employee paychecks AS il drans (@2
b) Company reputation G Al a8 481 5e (z
c) Monitoring team progress sy M ) cpilasall Ji (2
d) Relocating employees to new
departments
3.) What is one characteristic of a chief editor? ol Gy Glews s3a) A L (3

a) Good grammar knowledge
b) A good wardrobe

¢) High salary range

d) A corner office

4.) A chief editor is responsible for which of
the following?
a) Assigning employee tasks
b) Overseeing team progress
¢) Turning in the project in to the CEO
d) Organizing member submissions

2o ) gally Baua 48 yza (T
s pwdle & A (@
e il @i (g

el iSe (2

¢ ol Gt A g e L Las 6l (4

ala gall dlga uni (I

G Al a8 el 3Y) (<

2l Gt )l ) g 5 piall ailes (7
clacy Ul e h\kﬁ (2
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5.) Team members must be willing to do 13le Jadl Sanind e @oall sloacl 5 of oy (5
what?

a) Celebrate victories together

Lo & jlaiiVly | sliia) (]
Lo Qi) sl (2

i AY) elac¥) aa L (S (g
Slelyygle IS (2

b) Share failures together
c) Be flexible with other members
d) All of the above

6.) What is one characteristic of a team £ Al e Slew g3a) A L (6

player? iy

plaill slaxinl e (2
el WY (2
éaﬁMMq\qﬂm\& (2

a) Selfishness

b) Willing to learn

c) Over-achieving

d) Willing to work individually

faan (3 8 oy i dile] jo cang 530 Jlud) g e (7

§ila sall () 5 ) adal 4alial 3 i L (]

7.) What is one question to consider when
building a new team?

a) How much do | need to pay the
employees?

b) How little work can | do?

¢) Who else can lead this project?

d) How big is this project?

8.) What is one trait collaborative team

members should have?

a) Common characteristics
b) Hoarding

¢) Willing to work alone

d) Inability to share ideas

9.) Perhaps you can't choose your team

members, but you can ensure

Sy ALl iy 3 Janll (g S0 8 e (0
g 9 pall 138 308 aiSay & ye (0 (z

€ sl 3 il liac] LeSliay o Camy ) el o e

A yidall paibaddl (i
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S8 Jaks e s all axe (o
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a) They meet the deadline

b) They share their individual talents
c) AandB

d) Neither A nor B

10.) Selecting a proper team leader can

a) Stave off conflict

b) Ensure there is someone to take the
brunt of the responsibility for the
project

c) Take the weight off of the other team
members

d) None of the above

el e galls (e 3ily (§
43 a8l agaal s S UL (2
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Module Four: Review Questions rdag) ) 3an gl) daa pa
1) An outline consists of what? $13le (pa O 5SE Auay pall Ja gladdl (1
a) Pictures | el (;

b) Numeric equations Aaad ) bl (o

c) Written points 4 5l Ll (=

d) Icons bl (2
2.) A storyboard consists of what? ke e el da gl (5S35 (2

a) Text il (;

b) Pictures and icons @l 5 ) sall (0

c) Complete sentences s das (2

d) Bullet points BEH (s
3.) Collaborative planning is often done S0l (o statll Jagladil) 2y Lo Llle (3

where? A il oSl

a) Inindividual offices Aaliaall s Y ) Blay e (@

b) Over various emails il 7 ) (7

c) Outside the office e seaall Glelaial & (2

d) In group meetings

4.) Collaborative planning involves what part G G 6 gl sl ol el (4
of the team? Gl elimel aan (1
a) All team members L g dll 336 (oo
b) Only team leaders 28y 5 8l elmel (7
c) Team members with the most seniority 5 A agipn i adll Bl elmel (2

d) Team members that were hired last
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5.) Collaborative revision is based on what? Al Aanl all 2 e (5

a) A collaborative strategy A glad Agagl yial (]

b) Company policies ALl b (0
c) Team leader preferences Gl 38 Ol (7
d) Employee vote b gall gl (2
6.) Collaborative revision helps do what? $13l J=d e aclud 43 glaill dxal yall (6

a) Decrease the amount of work to do & o) sl Jeol pmn Qi (1
b) Increase the number of employee Ol sall S sae 33 ) (@

bonuses Ol sl iy sina ) (z
C) Increase employee morale GUS ana JlE5 (3

d) Decrease the credit of the writers

7.) Team cohesion helps a team accomplish Tl 3ias e 5 8l aeluy 3l dluls (7
what? aliy) el Jle Bl (|
a) Maintain slow productivity de ganall Gl e 58S il 8 el (o
b) Stay focused on group goals O gl J83 408800 (2
c) Increase the amount of employee LA pgflaliial o 58 A B paiul (2
transfers

d) Stay focused on their individual needs

8.) In what phase does group development fas e senall ki dal e Gedla je 6l B (8
begin? Y (@
a) Performing ala) (¢
b) Storming Jdsal (¢
c) Forming il (a
d) Norming

9.) At which stage is the group first coming V5l de sanal) aaind dla ya gl 2 (9
together? el (!
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10.)

a
b
C
d

~—

Storming

~—

Forming

~—

Norming

~—

Performing

At which stage is the team working
efficiently together?
a) Norming
b) Performing
c) Storming
d) Forming

LS :~..“ (g._1
el (2
sV (:

?uuz;usg@)m@u;fgi@(lo
iadadll (]
gl (<
o (z
Jsal (s
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Module Five: Review Questions Al al) 33 gl daa) s
1) Active voice seeks to do what? 13l Jadl panny bl D (1
a) Strictly inform day i (

b) Persuade thinking el ¢ (o
¢) Do nothing Ll 8 Y (g
d) Cause action Jeall e (2
2.) First person point of view uses what 1d5Y) padill pxdiad) el 8 L (2
pronoun? ul (i
a) | o (@
b) We il (z
c) You Lal (2
d) Our
3.) What is one category of formatting? € Gaaiil) (e 438 2y b lea 61 (3
a) Project deadlines Adall ) (i
b) Employee salaries el ael gl (2
c) Font type ol sl il s (7
d) Task assignment Lalle o (2
fegall i) (o
4.) When should format guidelines be § Gaatil) QL)) g g e (4
established? Gl aall il o any
a) After the editor receives submissions & 5 dall Ll i (w
b) At the beginning of the project Claal sl g algall G 220 (2
c) After tasks and duties are assigned pleall b i (2

d) Before the assignments are turned in
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5.) Because of ,words have & SllSll @il ¢ s (5
continued to change. ol
a) Cost of inflation admil s (|
b) Changes in government Lo sSall b @l sl (o
¢) Climate change gl Jas (¢
d) Evolved language Boskiedsd (2

6.) Which of the following is a commonly used %3] sladl Ly alaiul) Aeilis A e 3 5ke L e 6l (6

word that is also commonly misspelled? e
a) Snowman i day
b) Everyday a5 IS (&
) Signon dsaall diaiiy 8 (2
d) Report card ALy (3
7.) Which of the following is the correct €l mal) SN 2 8 L bee 61 (7
written form of a fraction? amy (i
a) One third 3/2 (<
b) 2/3 gbll 8% (g
c) Three-fourths S/2 (s
d) 2/Fifths
8.) In business writing, it is advised to use €30 oS jsall aladiuly meath ¢ eV ALK 5 (8
symbols how often? saiia (I
a) Sparingly JoSke JSy (o
b) Frequently A (LS (2
) As often as possible bl

d) Never
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9) refer to a set of standards

or formats used when creating new writing
materials

a) Collaborative business reports

b) Employee handbooks

c) Style guidelines

d) Training manuals

10.) “You need to listen to our ideas” is
an exampleof___
a) First person point of view
b) Active voice
c) Second person point of view
d) Passive voice

S el (e de gena I 9
s ALK ) ge oL die Aeadiial) JIKEY)

Ao slatl) Jlee ) & (i

Ol gall LS (o

skl @lils ) (7

ol Gl (a

Sl e MU sl L) g lain¥) ) dslay il (10

SUl padlll lhideas (7
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Module Six: Review Questions tdidlidd) Baa o) Aza) ya

1.) Which of the following is a characteristic of €3S e G i b Lee 1 (1

a hoarder?

a) An inability to work alone

b) Not willing to share information

c) Not willing to accept their given
assignment

d) A willingness to learn

innovation barrier?

ad)éqw\‘;cﬁ)ﬁ\edc (\
e slaall A Lk bt 5 Y (o
peie JJll Js8 A el 2 (g
a3l i ) (

S adiaalyy
a) Increasing incentives bl Gl 5ol slimed (o
b) Separate fighting team members Adbial Q65 (7

¢) Reducing competition
d) Increase the amount of team members

Gl sliact aae 33l ) (2
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2.) What is one way to resolve a hoarding LY AlSie o @b gaa) 2 L (2
problem? Cala gl L 5yl Cians (1
a) Speak directly to the employee deleal) ce aglad (o
b) Separate them from the group pel gy Jara mdd (z
) Cut their pay rate Gl Ge pelll S B (2
d) Remove them from the team
3.) An innovation barrier is also known as 3o auly Uad )i Jala Cand (3
what? "elie SO UM ala (]
a) A “I'm smarter than you” barrier "saclie ) Zliag ¥ UG 3" jals (@
b) A “Our-team-doesn’t need-help” barrier "L e Jala (g
c) A "Genius” barrier "Ua as) il o Wl ala (3
d) A “Not-invented-here” barrier
4.) What is one method of resolving an Y @lse o bl 3k saa] 2 L (4
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d&é asj‘; JJ\E P L_da},d\ UJS:.‘ Ladic L"x\_\‘\ PL; L:.\\\..\ (5
¢1ala

5.) A search barrier occurs when an employee
is unable to do what?

a) Get along with their team members
b) Find enough available information
c) Complete an employee survey

d) Resolve conflict

6.) What is one way to resolve a search
barrier?
a) Assign them an entirely new topic
b) Research similar topics for information
c) Give the topic to another team member
d) Remove this assignment from the
project altogether

7.) Knowledge transfer barriers can occur

agiy b sliac] aa llad (I

88 sie A4S Gila glaa (o Sanl (<
Cala sall (lasind JST (7

gl ds (o

findl gile a3k sanl o L

Lalai 130a & sum 50 agd i (]

Slaslea o Jpeanll ililes aaal go 3 Caadl (o
Gl (8 JAT pmal g g gall Ll (2

Lalai £ 5 el (pa dagall 028 411 a8 (2

(6

o (siasall (58 Lavie 4 jaall i el ga Gt o (S (7

when employees are unable to do what? f13le Jad e g 28
a) Collaborate together Ge oslaill
b) Resolve conflict g5 da (@

c) Find enough research for their
assignment
d) Finish their assignment on time

8.) Knowledge transfer barriers can be harmful
to a group because they do what?
a) Create over-achieving team members
b) Encourage hoarders
c) Reduce the amount of information
sharing during meetings

sl IS Ein e Bl (g
20l G gl A agiaga sled) (2

Jnii LY Ao sanall 5l 4 el Ji Jalea 0585 O (S (8
PR\

Lo jiall Syl s 50 3 dll elac olis) (I

O Sl s (@

Clelaia¥) ol ile sleal) Jals ot Q&5 (z
Al 3 f Gl Gl (2
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d) Create negative team relationships

9.) All teams or groups have their share of e el die JSLEA (40 Lganai Ll Cile ganall i (5,40 dS (9
problems when working together. g=
a) True
b) False
10.) Usually, problems are worked out s Jaamdll 3538 JOa JSLil) s oy ¢ 33le (10
during the ____and periods of ; M—
RS | )
adjustment. fy.} z (
a) Norming and Performing 15 AT (
b) Storming and Norming Ay, J (o

c) Storming and Performing
d) Forming and Storming
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Module Seven: Review Questions sAaludl 3aa gl) daal e

1) T-shape management is designed to e 3L 1 T JSG 8 ) mpanai a3 (1
increase what? Gl ) (]
a) Team proficiency el 48) g (o
b) Manager approval Ol sal (2
c) Employee wages Gaoill ald) (2
d) Team productivity
2.) Which of the following is a tool of T- T Coon JS5 e 5D 8l iy L Lea gl (2
shaped management? il sl o Axalye (]
a) Reviewing employee progress ela¥) Lk aua g (o
b) Creating performance plans dellall @l jidl) ¢ ja) (7
c) Conducting typing tests (o pdall Dl Ll (a
d) Random drug testing
3.) Why is it important for a group to have a fllatl) e A8 Ao panall 05 o ped) 00 13 (3

network of alliances?

a) To increase the amount of work
completed

b) To reduce the amount of department
transfers

c) To increase team relationships

d) To decrease the number of errors made

4.) What is one way that members can build
team alliances?
a) Increase communication
b) Ask for re-assignment
c) Offer team bribes
d) Increase productivity

Dl Jasdl aaa sl 3 (]

AludY) O a8 aaa e JuliE) (o
Gl ABle 3L ) (7

A pall plady) haie Julid (o

ey LIDA (e eliac M Sy A 55k o) a4 L (4

daal sill 325 (I
d_}\_'\ﬂ\ EJ\L! a__tlk\ («_1
Al LS ) s (z
daliyl ey (2
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5.) Enablers are meant to do what? 13l el o 238l ol sally 2 pacidll (5

a) Hinder performance

b) Stop employee bullying

c) Encourage bad behaviors among team
members

d) Enhance team communication

6.) Enablers are helpful when trying to
a) Stop slow productivity
b) Build professional relationships
c) Encourage team members to transfer
d) Build a platform for employee raises

Problems in the collaboration group
cannot be fixed if they are

a) Not important

b) Too complicated

c) Not identified

d) Too personal

8.) Which of the following is considered a self-
assessment tool?
a) Personality quiz
b) Employee review
¢) Management feedback
d) Team evaluation

9.) Writer's block is considered a barrier.

Y G (]
Cdha gall el ol g (o
Gl O Jeal 51l 03a5 (2

F13le (3283 A glae die 3ade LuSaill Jal g2l (6

Lyl eday iy (I
daige lBBle £y (@
Céda gall 304 daie ol (2

¢13le cilS 1) LeaSha) (S ¥ stadll de sena & JSLE (7

pee o2
:KJL’J]'SJSM (u
e e (z

Wl ad s (s

€ D A Blal yriay b e Lﬁi (8

Lpaidl) b (]
s gall daa) je (<
5oyl e (7

Gl e (2

oals ulKl) S ity (9
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a) True s (i

b) False as (o
10.) Being reluctant to seek information, . s B ¢ claglaall alla 842 Sl aae (10

could resultin___. Lpanadd daall dle g gall (!

3 paliidl Gaed (@
DAl o ) il gall s S8 (2
"'S .-S ‘):\.lei . . o (.j

a) Re-assigned topics

b) Hiring new people

c) Transferring some employees to
another department

d) Incomplete assignments
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Module Eight: Review Questions PAalil) Baa olf Aaa ya

1) What is one of the first things people look g1 b el die Gy e 5 gl 58 Le (1

for in a conflict?

sl g e (1
a) Who to blame Uad o sled La (0
b) What they did wrong AV pasill alad ) all b (z
c) What the other person did wrong lels 285 (2

d) How to resolve it

93k Jaty Al mad o g L g1 35 8 uilasall Jlaa) (2

allatl) cale

2.) Employees involved in a conflict should be
allowed to do what?

a) File a grievance

b) Be allowed to change departments
c) Say what they want to whomever
d) Speak without being interrupted

3.) Employees involved in a conflict should be

allowed to do what?

e) File a grievance

f) Be allowed to change departments
g) Say what they want to whomever
h) Speak without being interrupted

4.) When employees separate the problem

from the person in a conflict, they can do
what better?

a) Form an opinion

b) Find blame in someone else

c) Resolve the conflict

d) Be angry with the other person

L) s rany (<
Osen o8 (z
daklis g0 Gad (2

13lay ALl ) Gl g jlay < gl 3 ol (3

_)';S[\ ( i Al m'* ¥ (u
JAS{\ 2401 8 (C
J..gd.d\ ).'Ll\.u\ (J

ce ol b padil) e A () sk sall Jiady Laie (4
il gl U agiSay

soomsss (0

Al padd bl e Syl (@
g ds (2

DAY (el e qumsi (2
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5.) People are more likely to focus on what, o1 3l el ke e Gl 38 5 o s el 0o (5
during a conflict? Gl
a) Emotions Sl (o
b) Facts slasy) (z
c) Statistics ol (2
d) People
6.) Paying attention to a person’s interests Jad o Calasall sl ) 3l o (addll dalias QlaiaYl (6
during a conflict helps the employee to do 1
what? aslll g e aans (|
a) Determine who was to blame UCiall Juadl g (oo
b) Better understand the problem als gall va s se2 Al (7
c) Build a case against the employee Ll pelalad (3
d) Ignore them altogether
7.) Taking time to listen before speaking ?13ke Jliy 2SN U g leind i gl 381 (7
decreases what? Gkl (
a) Emotions aslll (@
b) Blame il gall Lzl (z
c) Employee discipline A L&) (3
d) Snap judgments
8.) To help employees listen more during B oM Le g3l ol ST e L) e cpila gall s2elisdd (8
conflict, what may need to be used? G o
a) A disciplinary action euliehal (i
b) A team punishment Gl Ay gie (o
c¢) A mediator Loy (z
d) A social worker eldal el (2
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9.) The goal of mediationisto_____
a) Not get fired
b) ldentify job assignments
c) Maintain professional relationships
d) None of the above

10.) When conflict arises, one of the first

points employees will seek is to determine

a) Who should speak first

b) Who is right/wrong

c) Whether or not they should just avoid
the issue

d) Who will be reassigned

o Alalu sl (e Caagll (9
Gl Y (i
Al gl algall yass (o
Ligall Sl e Llaall (£
G e ;L”;fi Y (.J

L wai o lgle Jsaall il sl
Yl ol o anp e (1
Yeiwt#ﬁa@;@goﬁ\;\u (z
ipali 3ale) Qs (e (2
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Module Nine: Review Questions Al Baa ) dan) s
1) Which of the following is a question that O Al a8 el of ey A ALY G gl (1
can help define the purpose of a project? BT

a) "Why are we doing this?” "Plae 128 Jadi DL (I

b) “How much will | need to pay the "ok sall (5 ) pliala oS (G

employees?” RSNEELS R (G

) “Will this project land me a bigger " asiall 138 e et O (R Aol A LT (5

bonus?”

d) "How fast can this project be over?”

2.) When is the best time to define a project’s 08 5l (sa G al) sl oy Juadl 8 L (2
purpose? bl cdg 4 (i
a) At the time of payment Al A (o
b) At the beginning e alal) (s sinall aglicty ) siba gl a8 Ladie (z
c) When employees turn in their content Slapill genty G5 aall gy Ladie (2

d) When the editors compile the
submissions

3.) What information should be included in an fioay pall b ghadl) 8 lebaal aany (Al Glasheall (2 L (3

outline? laiaall il clel a1 (
a) Possible disciplinary actions Gl 3 S 5 s (o
b) Team leader responsibilities Oleladl S sal (2
¢) Employee wages LAl ey Al alead) (3

d) Tasks to be completed

4.) Organizational format includes which of b e (gl oy ol JS)
the following? Ol sl gua (]
a) Title formats 3y sl Gawadll & 5 e (@
b) Project storyboards als gall diay jall Jashadll (#
c) Employee outlines g sodal biluy (2
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d) Project media

5.) When the team leader is introduced, what S s AY Glegladl o Le¢ 5o dll 2l s o Levie (5
other information should be shared? e e g
a) The team leader’s salary Gl 66 il (1
b) The things they will not do on the job el bl slady () ) oLt (o
¢) The team leader’s job responsibilities ; G2 Al lal Al o) i’\-,d;;wfi\ (z
d) The people responsible for answering Geotll 18 ALl (o A1 o Gl palaSY) (2

the team leader’s questions

6.) A team leader does not do which of the € dll 28 Ly a gy Y AN ) saY) e 61 (6
following? Cali sall ile) ya) Al e
a) Monitor employee actions Ll Al <l ) 3asl (o
b) Make stand-alone decisions Gl a8 e a8y (7
c) Oversee the team's progress el da Aol (2

d) Assist in conflict resolution

7.) When assigning tasks and duties, it is e puli pgall (o ¢ Sl 515 pleall Sl e (7
important to assess what? il gl il (1
a) The employee’s requests Ore £ 3ode ) dalall (@
b) The need for the particular project Gl slacl (3 &l 3B Hulaa (z
c) The team leader’s criteria for team b pall A8l 5 58l (5
members

d) The employee’s previous experience

8.) Experienced team members may be 913y alull 3 8l (5 55 (Gl eliac (aat 4 B (8
assigned to do what? aas ST alge g Jabstll (1
a) Handle more complex tasks S5 3 (@
b) Take more time off ) sl e Jsasll (2
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C) Receive a pay increase CRAY) adla gal) A8) jo (2
d) Monitor other employees

9.) Collaborative writing cannot be done . O i o) Sy Y A ladll 4,00 (9
without . A sall Slad g aleadl ()
. —— . - Lﬂ - A
a) Assigned tasks and duties S B (<

b) A collaborative team G las st Y (0

¢) Good structure
d) None of the above

10.) A team lead is responsible for which Al 88 e Y i 05S0 Gh e 61 (10
of the following? elell 3 (1
lgal) me gall M) (e
a) Defining tasks el pelpel S ;i((.
b) Enforcing deadlines g % ;}y (CJ

c) AandB
d) Neither A nor B
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Module Ten: Review Questions 18 yilal) Bas gl) dxal e
1) What is one example of a collaborative € sl o SSIY) &y ) e ABQY) sl 8 e (1
email: Lilaa) ylas ae Sy Sl (I
a) An email with statistic reports Caly gl ANELY 3 3K 3 5 (0
b) An email for employee resignation s a ol e A ja) Al (7
c) An email newsletter Al o sall e (S AS a (2

d) An email from human resources

2.) Collaborative emails are typically ) g2 A slatl) 35 I 2l il JeS oy Le Bale (2
completed by whom? S
a) A team leader Gl 3 (
b) A chief editor el Gady (@
c) Another author Al (z
d) A spam folder ) piall 3l alaa (2
3.) Which of the following is an example of a fisbad ) e Jie s Llaa ol (3
collaborative report? st A8 553 8 (I
a) A new training seminar report ads gall Jidy ) ddls) (o
b) An addition to the employee handbook L) Al S el e 8 (7
¢) A report regarding high supply costs gsidl B Al )8 (2
d) A department annual report
4.) What is one benefit of collaborative $akaall )l ¢ slat 0 8 sas) A L (4
reports? e sita jolas peed (I
a) They have a variety of sources riall A sy ab (@
b) They are quick to make se) jill dxiaa W) (z
¢) They are fun to read a5 calh e gty o) (K (2

d) They can be made by one employee
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5.) What is one example of a collaborative
training manual?
a) A manual for gardening
b) A photocopier training manual
c) A one-chapter manual
d) A training manual for company policies

6.) Which of the following is a typical section
for a training manual?
a) An epilogue
b) A letter from the author
¢) An introduction
d) A quiz section

7.) What is one example of a collaborative
company manual?
a) New employee company handbook
b) A training manual for re-hire employees
c) A handbook for fire safety
d) A report to include in the back of the
employee handbook

8.) Handbooks are written collaboratively in
order to have what?
a) One employee point of view
b) Different styles of voice
c) Faster completion time
d) Information from various departments

§ sl il iy e ALY sl s L

daiad) s (i

Dpseadl) A 538 s (@
g Jad dib (7

AS,dl alubdd n s iy (2

ids (i

algall e Al (<
Aedie (2

SR il (3

§ sl A 0 Al e ABY) T g8 L

ssaad) il pal) 32 S (

O sall ol g Bale Y (o )3 i (@

Gal e Rald) S (2

ala sall Jala e (AT ¢ el 8 Alecadl 8 (2

f3ke o Jgand) dal (e (5sklad IS i€l 4,0 25
g cabise jhideas (]
& gaal) (g Adlide Blail (o

g oml il i (2
Gl Calida (e Gl glaa (2
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9.) Writing in groups and teams has proven its

10.)

abilitytoaidin____
a) Problem solving

b) Critical thinking

c) Social skills

d) All of the above

When the representative of the
department contributes to the project, the
a) Well-presented
b) Unbiased
c) AandB
d) Neither A nor B

sl e L8 il 5y Sle sana 3 LI (Q

S Ja (|
i) el (o
Lelain¥ o e (g
G e IS (2

¢ g 5l b andll Jian aaluy Ladie (10

caall s (]
e e (@

=5l (z
PR (2
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