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Organizational Skills 
 مهارات تنظيمية

 Module One: Review Questions 
 
 

 مراجعة الوحدة الأولى 

1.) What is one reason we do not remove our 

clutter? 

a) We make excuses 

b) We like how it looks 

c) We find it convenient for our stuff 

d) We wait for someone else to do it 

 

               ب ع م إز        ضى    ن ؟.( 1

 نصن    ع    ( 

 ن   ن ب   ف      (ب

 نج    ن   ً      ءن  (ج

 ن   نن      ص آ        م      ( 

2.) What is one way we can “Just Do It” with our 

clutter? 

a) Move it all to another room 

b) Put it off for a better time 

c) Work on one area at a time 

d) Make someone else clean it up 

 

    ي إ  ى          ي    نن      لا ه  "     م     "    .( 2

     ضى    ن ؟

  ن  ه    ه  إ ى غ ف     ى ( 

  أج  ه   ق   فضل (ب

   ع ل في  ن        ة في  ل   ة (ج

  جعل   صً  آ    ن  ه ( 

 

3.) Why do we commonly feel as though we need 

to keep something? 

a) We like the color 

b) We need it to keep it for a friend 

c) We want to donate it to someone 

d) We might need it later 

 

       ن ع  ع  ة   أنن     ج   لا        يء   ؟.( 3

 ن   ن ب       ( 

 ن   جه  ن      ه  ص  ق (ب

 ن         ع  ه     ص    (ج

 ق  ن   جه    ً  ( 

4.) In general, we only need about _______ of the 

items we keep. 

a) All 

b) Half 

c) One quarter 

   ل ع م ، ن   ج ف   إ ى     ي _______      عن ص  .( 4

    ي ن      ه .

   ج    ( 

 نصف (ب

     (ج
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d) None  )    حد 

 

5.) What is an advantage of the Three Box 

approach? 

a) It is the fastest method of cleaning 

b) It can be done with a friend 

c) It forces a quick decision 

d) It increases our charity donations 

 

     ي   زة نهج   صن   ق    لا  ؟.( 5

 إنه     ع          ن  ف ( 

           م        ص  ق (ب

    ض ق        ع  (ج

  ز         ع  ن          ( 

 

 

6.) What is a disadvantage of the Three Box 

approach? 

a) It can be time consuming 

b) It forces us to get rid of our stuff 

c) It can be boring 

d) It can be overwhelming 

 

     ي ع  ب نهج   صن   ق    لا  ؟.( 6

               ض ع     ق  ( 

  ج  ن  ع ى      ص     غ  ضن إنه  (ب

                لا (ج

 )                    

 

7.) If items are not in a proper place, they can 

make the area seem _______________. 

a) Friendly 

b) Cluttered 

c) Inviting 

d) Eccentric 

.( إ    م       عن ص  في       ن  ب ، ف   نه  جعل    ن         7

._______________ 

 )      

 غ      ب (ب

  ع ة (ج

 غ  ب ( 

 

8.) What is one suggestion when discovering a 

proper place for things? 

a) Throw older items away 

b) Stack items on top of each other to make 

room 

c) Try to store everything in one room 

d) Evaluate available storage spaces 

         ق   ح عن       ف       ن  ب  لأ   ء؟.( 8

    ص         ء          ع ً   ( 

 ض    عن ص  ف    عضه     عض لإف  ح    ج ل (ب

    ل   ز    ل  يء في غ ف      ة (ج

     م            ز           ( 
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9.) When you find yourself among the stacks and 

piles of stuff and items, it can seem _______.  

a) Fun 

b) Exciting 

c) Overwhelming 

d) All of the above 

 

     ي غ ف  في    نزل   ن       ي  ز ل     ضى؟.( 9

 غ ف  ن م      ل ( 

     آب (ب

 ع        ة (ج

 غ ف  ن  ه  ( 

10.) Which of the following is a helpful tip when 

trying to organize? 

a) Decide where everything goes 

b) Make a calendar 

c) Make a list 

d) All of the above 

 

 

 

 

.(         نهج            ي        ه      ي            جب 10

 فع ه   ل  يء؟

  ع   ع    ن     ع   ع        ( 

 نهج      ع      لا   (ب

      م    ح ن  ف (ج

     ئ ( 
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Module Two: Review Questions 

 

 الثانية مراجعة الوحدة

1.) What is an advantage of writing things down 

to prioritize? 

a) It can be done on pretty paper 

b) It makes us focus on one thing at a time 

c) It can be done in groups 

d) It makes it easier to prioritize tasks 

 

 

      ء               ه ؟    ي   زة       .( 1

           م     ع ى     ج  ل ( 

  جع ن  ن  ز ع ى  يء      في  ل   ة (ب

           م  ه في  ج  ع   (ج

  جعل       هل                  ه م ( 

2.) Writing things down serves as a what? 

a) Chore list 

b) Quick reference 

c) Visual aide 

d) Reminder system 

            ء            ؟.( 2

 ق ئ     ع  ل       ن   ( 

   ج       (ب

    ع   ص ي (ج

 ن  م         ( 

 

3.) How many boxes are used in the 

Urgent/Important Matrix? 

a) Eight 

b) Three 

c) Four 

d) Two 

 

  م ع     صن   ق           في  ص  ف  ع ج   /  ه  ؟.( 3

    ن   ( 

  لا   (ب

    ع  (ج

   ن   ( 

4.) How does the Urgent/Important Matrix help 

us organize our time? 

   ف    ع ن     ص  ف    ع ج   /    ه   في  ن  م  ق ن ؟.( 4

    ح  ن   ع ف      جب      م  ه ،    ى     ع  ( 
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a) It allows us to see what needs to be done, 

and how quickly 

b) It takes time out of our day from doing 

other things to create it 

c) It creates a chore list for us to follow 

d) It helps us decide what is important and 

what is not 

 

   غ         ق ً     ج    ن          م  أ   ء    ى  (ب

 لإن  ئه

    ق ق ئ     ع  ل       ن    ن       ع  (ج

  هم        غ    هم   ع ن  ع ى              ( 

 

5.) Why is it important to divide a large list of 

tasks into smaller groups? 

a) It allows us to micromanage our life 

b) It makes our to-do list less overwhelming 

c) So we don’t miss something we need to do 

d) To easily assign them to someone else 

 

 

            هم     م ق ئ       ة       ه م إ ى  ج  ع   .( 5

  صغ ؟

    ح  ن              ق ق      ن  ( 

  جعل ق ئ      ه م     ص   ن   قل إ   قً  (ب

        ن     ي  يء ن   ج إ ى      م  ه (ج

   ع  نهم   ه    إ ى   ص آ   ( 

6.) Which of the following is one example of how 

tasks can be divided? 

a) Things to do at work 

b) Things to do this week 

c) Things to do later 

d) Things to do for the “Accounting” project 

  ي       ي               ع ى           م    ه م؟.( 6

     ء  جب      م  ه  في   ع ل ( 

     ء  جب      م  ه           ع (ب

  جب      م  ه     ً     ء  (ج

     ء  جب      م  ه       ع "        " ( 

 

7.) What is the purpose of the 80/20 Rule? 

a) It makes us organize our time by focusing 

on the important 20% of things 

b) It tells us the way to clean each room 

c) It makes us organize our time by focusing 

on the important 80% of thing 

d) It helps us decide how we want to 

categorize our to-do list 

 ؟80/20        غ ض    ق ع ة .( 7

٪         ء 20 جع ن  نن م  ق ن      لال       ز ع ى  ( 

    ه  

     ن  ع         ن  ف  ل غ ف  (ب

٪         ء 80 ى  جع ن  نن م  ق ن      لال       ز ع (ج

    ه  
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   ع ن  في         ف ن     صن ف ق ئ      ه م     ص   ( 

  ن 

 

8.) Which if the following is something that can 

be divided by the 80/20 Rule? 

a) The number of folders to be filed away 

b) Organizing the new storage closet 

c) The number of emails in your inbox 

d) The list of daily tasks/projects 

 

 ؟80/20  ه   إ            ي           ه ع ى ق ع ة .( 8

 ع      ج           ب    ه   ع ً   ( 

  ن  م  ز ن      ز     ج   ة (ب

 ع      ئل         لإ     ني في              (ج

 ق ئ      ه م /                  ( 

9.) Sometimes we confuse our urgent priorities 

with ________. 

a) Trivial things 

b) Time thieves 

c) Our important priorities 

d) None of the above 

 

 .(         ل  يء فع ه ج ز ف                     عه؟9

    م  ه  ه   ب         ( 

 ق    ي  نه   ؤجل إ ى  ق    ق (ب

  هق م ق ئ     ل              م  (ج

    م  ه  ه   ب  ن  ق      ب ( 

10.) The _________ is about being organized while 

doing what you want in your everyday life. 

a) Time schedule 

b) Calendar 

c) 80/20 Rule 

d) Size of job 

 

 .(   ف ق      ف     م  ه  ه؟10

     لال                      ي      ع ل ع  ه  ( 

    ق      غ    م     (ب

  م    م  ه  ه (ج

   ب  جم   ع ل ( 
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Module Three: Review Questions 

 

 الثالثة مراجعة الوحدة

1.) What is the main advantage of having only 

one calendar to schedule your time? 

a) We can get it in different colors 

b) It can easily be replaced if lost 

c) It can go anywhere in the house 

d) It helps prevent double booking or missed 

dates 

 

     ي     زة    ئ       ج       م      ف    ج      ق  ؟.( 1

    نن     ص ل ع  ه  أ            ( 

             ه   ه    في      ف   ب( 

    نزل           ب إ ى  ي      في ج( 

    ع  في  ن     جز    ز  ج           خ   ض ئع  ( 

2.) Using a master calendar helps us get better 

organized by helping us do what? 

a) Improve our handwriting skills 

b) Reduce paper reminders and notes 

c) Increases our portability 

d) Reduces our need for different color ink 

pens 

   ع ن        م       م    ئ  ي في    ن  م    ل  فضل    .( 2

  لال    ع  ن  ع ى      م      ؟

        ه                ن  ( 

     ل               ق       لا     (ب

  ز      ق     ن    ن ل (ج

    ل      ج ن   قلام        ن         ( 
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3.) Setting deadlines for ourselves gives us what? 

a) A sense of accountability 

b) A problem to solve 

c) A sense of power 

d) A headache 

       ع  ن             ع     نه ئ    ن  ن ؟.( 3

    ع         ء   ( 

        جب   ه  (ب

 إ   س      ة (ج

 ص  ع ( 

 

4.) What is one useful tip when setting a 

deadline? 

a) Use ink, not pencil 

b) Post sticky notes around the office to 

remind you 

c) Pad your deadline with extra time 

d) Write it down and forget it 

 

     ي   نص          ة عن          ع  نه ئي؟.( 4

      م          س ق م    ص ص ( 

 ض   لا      ص     ل      ب         (ب

 ض   ق ً  إض ف ً  في     ع    نه ئي     ص    (ج

     ه    ن     ( 

5.) What is a benefit of removing or limiting time 

wasters? 

a) It helps improve concentration 

b) It clears up your schedule 

c) It makes everyone else leave you alone 

d) It makes room to take a nap 

 ف ئ ة إز               ض  ع    ق ؟   .( 5

    ع  ع ى             ز ( 

 إنه   ضح   ج  ل   ز ني     ص    (ب

  جعل   ج                 (ج

    ح    ج ل     ق      ( 

 

6.) Which of the following is considered a time 

waster? 

a) Writing on your weekly calendar 

b) Checking email messages 

c) Checking references for an assignment 

d) Verifying client information 

 

  ي       ي  ع     ض ع     ق ؟.( 6

         في       م      عي     ص    ( 

      ق       ئل         لإ     ني (ب

      ق         ج      جب (ج

      ق     ع        ع  ل ( 

7.) Which of the following is a circumstance we 

cannot control? 

  ي       ي      ف      نن        ة ع  ه؟.( 7

  غ            ه   ع ل ( 
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a) Changing what you wear to work 

b) Taking a different route to the store 

c) Checking text messages while in a meeting 

d) Weather 

 

          ق     ف إ ى     ج  (ب

         ئل   نص     ن ء   ج   ع     ق  (ج

  ؤ   ع ص     ج    هب في      ل ( 

 

8.) What is one way we can cope with 

something we cannot control? 

a) Eat a pint of ice cream 

b) Try to find a way to control it 

c) Control how we react to it 

d) Give up and do something else 

 

 

 

 

 ي إ  ى          ي    نن   ه     ع  ل     يء      نن     .( 8

      م ف ه؟

  ن  ل نصف         لآ س    م ( 

    ل     ج              ة ع  ه (ب

    م في          ع ن   عه  (ج

      م   فعل   ئً  آ   ( 

 

9.) Your schedule can get busy and sometimes it 

can seem like there is/are not enough ________.  

a) People to help 

b) Hours in the day 

c) Space in your email Inbox 

d) None of the above 

 

             ع    ي   ن   ع ل ع  ه       ؟.( 9

        ه  ( 

  ن  م     ه  (ب

  ن  ف صن            لإ     ني     ص  ه  (ج

 ع ض      ي         ( 

10.) The best place to put your master calendar is: 

a) On your phone 

b) On the fridge 

c) By the front door 

d) All of the above 

 

       ي      ه         نه  نعه     إنه ء     عه ؟.( 10

            عل     ء    ى ( 

  م   هم    ه   (ب

 ن     لإ       (ج

        ه                     ( 
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Module Four: Review Questions الرابعة مراجعة الوحدة 

1.) What is an advantage of using a day planner? 

a) They come in different colors 

b) It’s portable to keep on hand 

c) They are too big to lose somewhere 

d) It can stay in one place at all times 

  ي   زة       م          م؟ .(   1

  نه   أ ي في              ( 

 إنه     ل  لا       ه في   ن  ل      (ب

  م                   في         (ج

            ى في           في ج       ق   ( 

 

2.) The key to keeping an efficient day planner is 

to what? 

a) Use black or blue ink 

b) Keep it in one place 

 .(     ح        ع ى         ي فع ل        ؟2

      م                  ز   ( 

        ه  في           (ب
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c) Use it only for work 

d) Update it regularly 

 

 

       ه   ع ل ف   (ج

 قم       ه   ن   م ( 

3.) When we finish what we start we have a sense 

of what? 

a) Accomplishment 

b) Disbelief 

c) Sorrow 

d) Humor 

 

 

 .( عن    نن هي       ن    ،         ن  إ   س      ؟3

 إنج ز ( 

       (ب

  ز  (ج

  ز ح ( 

4.) If we do not finish something that we have 

started, it can leave us feeling what? 

a) Happy 

b) Relieved 

c) Depressed 

d) Bored 

 

      ؟.( إ    م نن هي     يء    ن   ،             ن  ن ع  4

  ع  ة ( 

     ح (ب

      (ج

 ضج  ( 

5.) Why is it important to focus on the important 

tasks first? 

a) We could waste time on useless tasks 

b) We can lose sight of the big picture 

c) We can get bored with other things 

d) We can feel overwhelmed with everything 

 

    هم       ز ع ى    ه م    ه      ؟ً.(          5

         نض      ق  في  ه م غ    ج    ( 

    نن     نغ ل   ص  ة       ة (ب

    نن     ن ع       ل        ء    ى (ج

    نن     ن ع               ل  يء ( 

6.) How can you help yourself focus on what is 

important? 

a) Try to do everything at once 

 .(   ف    ن        ع  ن    في       ز ع ى        هم؟6

    ل      عل  ل  يء   ة     ة ( 

  ض   ع       ق   ل ص  ح (ب
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b) Set a timer every morning 

c) Write multiple to do lists 

d) Divide tasks to focus on first 

 

 

    ب ق  ئم  ه م   ع  ة (ج

    ً قّ م    ه م       ز ع  ه   ( 

7.) What is the benefit of doing quick tasks right 

away? 

a) It allows more time and concentration for 

other tasks 

b) It gives us an excuse to take a break 

afterward 

c) It clears up more of our schedule 

d) It gives up more room to add more chores 

 

 

 

      م     ه م      ع  ع ى      ؟    ف ئ ة.( 7

    ح  ز ً         ق         ز    ه م     ى ( 

  ع  ن  ع ً                ع      (ب

 إنه   ضح    ز      ج   ن    ز ني (ج

 إنه  ع ي            لإض ف     ز        ع  ل    نز    ( 

8.) When tasks are done right away, they can 

what? 

a) Make us want to do other things 

b) Be added to another list later 

c) Make us more tired 

d) Be crossed off of your list sooner 

 

 

 عن      م    ه م ع ى       ،    نهم     ؟.( 8

  جع ن  ن         م  أ   ء    ى ( 

  ض ف إ ى ق ئ      ى في  ق    ق (ب

  جع ن        ع   (ج

 ق ئ    ع جلاً   م    ه      ( 

9.) Which of the following is a tip for using a day 

planner? 

a) Put your contact information in it 

b) Update it 

c) Use the Notes section 

 .( أي مما يلي يعُد نصيحة لاستخدام مخطط اليوم؟9

 ضع معلومات الاتصال الخاصة بك فيه (أ

 تحديثه (ب

 ق م    لا         م  (ج

  ل        علا  ( 
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d) All of the above 

 

 

10.) How can a person become better organized? 

a) Clean out your home office 

b) Update your schedule at work 

c) Buy a day planner 

d) All of the above 

 

 

 

 

 

 

 

 

 

 

 

 

 

 .( كيف يمكن للإنسان أن يصبح منظمًا بشكل أفضل؟10

 نظف مكتبك في المنزل (أ

 الجدول الزمني الخاص بك في العملتحديث  (ب

 شراء مخطط يومي (ج

  ل        علا  ( 

Module Five: Review Questions 

 

 الخامسة مراجعة الوحدة

1.) What is one advantage of keeping a physical 

paper storage system? 

     ي إ  ى   ز            ن  م   ز       فع ي؟.( 1

    ن           ه  في  ج        ن  ج     ( 
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a) You can keep them in pretty colored 

folders 

b) You have a hard copy reference at all times 

c) You can put them in any room in the 

house 

d) You have everything you would ever need 

        ج  ن      ق   في ج       ق   (ب

 غ ف  في    نزل   ن   ضعه  في  ي  (ج

       ل        جه ( 

 

 

2.) What is an advantage of a paperless storage 

system? 

a) Anyone can have access to it 

b) It can be moved again and again 

c) It takes up less physical space 

d) You can change it back if you don’t like it 

 

     ز   غ       قي؟.(     ي   زة ن  م 2

       ي   ص    ص ل إ  ه  ( 

      ن  ه               (ب

  أ                قل (ج

    ن   غ       ة    ى إ    م  عج   ( 

 

3.) Why is it important to keep a filing system 

consistent? 

a) Files/folders can be misplaced or lost 

b) It can confuse other people 

c) You might use the same name twice 

d) You have to make sure you have enough 

color tabs 

 

             هم        ع ى       ن  م        ؟.( 3

                      /    ج     في غ      نه            ( 

               لآ     (ب

    ن        م ن س    م       (ج

  ج   علا        ب    ن    ف  ع       أ       ( 

4.) Keeping your storage and filing methods 

consistent should ________ your organization. 

a) Complicate 

b) Change 

c) Lengthen 

d) Improve 

.(  جب                ع ى            ب     ز            4

     ص     ________  ؤ    .

  ع   ( 

   غ     (ب

 إ     (ج

 )      
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5.) What is one way to keep files time sensitive? 

a) Keep numerous piles and stacks 

b) Throw anything away that is not current 

c) Label bins and folders with dates and times 

d) Check everything periodically to double 

check the dates 

 

 

       ة        ع ى                  ق ؟.(     ي         5

   ف  ع ى   ع            م          ( 

    ص     ي  يء غ      ي (ب

 قم                     ج             خ     ق   (ج

   ق     ل  يء    ل    ي   ض ع        ق     ( 

        خ

6.) In order to file time sensitive information, what 

piece of information is most important? 

a) Date or time on the document 

b) Who the document is addressed to 

c) Where the document came from 

d) Where the document needs to be filed 

 

 

.(     جل     م  ع               ق  ،     ي    ع      6

            ؟

 ع ى      ن       خ       ق   ( 

       م   ج ه         (ب

                    (ج

   ث  جب     م      ن  ( 

7.) What is one benefit of archiving files and 

folders? 

a) It clears up space in the filing cabinet 

b) It allows you to keep files for long periods 

of time 

c) It can decrease available space on your 

computer 

d) It allows you to micromanage your files 

 

    ف ئ ة                   ج    ؟.( 7

    ح    ج ل في  ز ن          ( 

    ح                                        ز   (ب

           ل              ف ة ع ى جه ز            (ج

     ص   

           ل  ق ق   ح     إ   ة  ( 

 

8.) When archiving files and folders, it is 

important to do what with them? 

a) Keep them in alphabetical order 

b) Make them color coded 

                   ج     ،       هم      عل       عهم؟عن  .( 8

        ه       ب   ج ي ( 

  جع ه      ة         (ب

        ه  في       ن صل ع                 (ج
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c) Keep them in a separate location than your 

everyday files 

d) Designate who should take care of them 

 

         جب     ع ني  هم ( 

 

9.) What documents could you keep in paper 

storage? 

a) Policies and Procedures 

b) Training Manuals 

c) A and B 

d) Neither A nor B 

 

 .(     ي      ن       ي    ن           ه  في   ز        ؟9

            لإج  ء   (أ

              ب (ب

     ب (ج

        ب ( 

 

 

10.) Where could you keep any archived paper 

storage items? 

a) In the bottom of a filing cabinet 

b) In the top desk drawer 

c) On your desk 

d) None of the above 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     ق      ن                     ز       ق      ؤ    ؟.( 10

 في   جزء      ي     ز ن              ص   ه  ( 

 في   ج     ه    ع  ي (ب

 في    ة   ز      ج   (ج

 في      آ   في   ع ل ( 
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Module Six: Review Questions 

 

 السادسة مراجعة الوحدة

 

1.) What is the benefit of keeping your items 

within arm’s reach? 

a) Waste less time getting up to get 

something 

b) Makes it feel really convenient 

c) Allows us to stay in one place at all times 

d) Ensures we don’t lose anything 

    ف ئ ة إ   ء  غ  ض  في   ن  ل     ؟.( 1

  ض    ق ً   قل في             ص ل ع ى  يء    ( 

  جع ه    ع            ً  (ب

    ح  ن        ء في           في ج       ق   (ج

  ض    نن    ن     ي  يء ( 

 

2.) What is a consequence of having to leave our 

desk to look for supplies? 

a) We can get bored with our current project 

b) It makes us more tired 

c) We can lose focus of the assignment 

d) It allows us to take extra breaks 

.(     ي ن  ج    ض     إ ى  غ   ة     ن      ث ع  2

  لإ      ؟

    نن     ن ع       ل        عن       ي ( 

       ع   جع ن   (ب

    نن     ن        ز    ه   (ج

    ح  ن   أ   ف          إض ف   ( 

 

3.) Why should we only have current projects on 

our desks? 

a) It helps keep the desk clean 

b) Having future projects can make us feel 

overwhelmed 

c) It makes us stay on schedule 

d) Having other projects can cause confusion 

 

        جب            ن  ف                    ع ى      ن ؟.( 3

    ع  في        ع ى      ب ن   ً  ( 

  ج                            جع ن  ن ع    لإ     (ب

  جع ن  ن  ى في     ع         (ج

 ق   ؤ ي  ج             ى إ ى    ث        ( 
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4.) Projects you have finished should ________ 

instead of remaining on the desk. 

a) Be filed away 

b) Be thrown out 

c) Be framed on the wall 

d) Be redone by someone else 

 جب                     ي  ن ه    نه  _______    ً    .( 4

      ل ع ى      ب.

    ع  ع    ( 

   م      (ب

  ؤ ً   ع ى     ئ     (ج

   م إع  ة  ن ئه    ق ل   ص آ   ( 

 

5.) Desk drawers should house what kind of 

items? 

a) Items we never use 

b) Items we use frequently, but not every day 

c) Items we use every day 

d) Items we may never use, but keep just in 

case 

      ب ع ى ن ع   عن ص ؟.(  جب        ي     ج 5

   عن ص     ي   ن     ه    ً   ( 

   عن ص     ي ن     ه     ل       ،        س  ل   م (ب

   عن ص     ي ن     ه   ل   م (ج

  عن ص     ي ق    ن     ه    ً   ،      ن      ه  ف   في  ( 

     

 

6.) What is a benefit of rearranging our drawers in 

our office? 

a) Allows us to move things around 

b) Increases the amount of time looking for 

things 

c) Makes everything look pretty 

d) Reduces the amount of time wasted 

throughout the day 

 .(    ف ئ ة إع  ة     ب      ج في     ن ؟6

    ح  ن              ء ( 

 في     ث ع       ء ز            ق   (ب

  جعل  ل  يء      ج  لاً  (ج

    ل             ق    ض ئ     ل     م ( 

 

 

7.) What is one step of organizing your work 

space to your workflow? 

a) Emptying your trash can at the end of the 

day 

b) Decide what you want to work on for the 

day 

c) Determine what tools you will need for the 

day/time period 

     ي      ة     ى   ن  م       ع     ف ً       ع   ؟.( 7

 إف  غ        ه لا  في نه        م ( 

               ع ل ع  ه  ه       م (ب

     م /      ة   ز ن                 ي      جه  (ج

ف ز    ئل         لإ     ني     ص     عن   ص    إ ى  ( 

      ب
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d) Sorting through your emails when you get 

to the office 

8.) When we organize to match our workflow, we 

increase what? 

a) Productivity 

b) Accountability 

c) Fatigue 

d) Boredom 

 

 .( عن    نن م    ن  ب          ع ل    ن  ، فإنن  نز       ؟8

 إن  ج   ( 

   ئ     (ب

  عب (ج

   ل ( 

9.) When in your work space, design your work 

layout so that everything is _________.  

a) Nicely displayed 

b) Within arm’s reach 

c) A and B 

d) Neither A nor B 

 

 .(    ن ع       ع    ي   ف          ع ل ف ه؟9

 )              

  ص  م ن  ة  ع  ل ج   ة (ب

  غ      م        (ج

 ع ض    ئح        ( 

10.) How should your day begin? 

a) Reorganize your workspace to suit your 

daily needs 

b) Remove all other projects from your desk 

c) Turn off your computer 

d) All of the above 

 

 

 

 

 

 

 

 

 

 

   ن  م       ع  ه؟.(         ل  يء فع ه آ    10

  ع       ب ج        ج     ه   ز ئنه ( 

  ز ل ج                 ى        ه (ب

 ق م  إ   ف   غ ل جه ز               ص  ه (ج

 ق م  ن ل   عن ص      ى في   ن  ل     ( 
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Module Seven: Review Questions 

 

 السابعة مراجعة الوحدة

1.) What is the purpose of the “Eat That Frog” 

concept? 

a) Eat more exotic cuisines 

b) Grin and bear it when doing our to-do list 

c) Complete your least favorite task first 

d) Act like a frog while organizing 

         غ ض      ه م "  ل       ض  ع"؟.( 1

  ن  ل    ز         أ       غ     ( 

      عن       م    ئ    ه  ن     م     ل  (ب

    ل    ه     قل   ض لاً    ً  (ج

  ص ف   ل   ض  ع   ن ء    ن  م ( 

 

2.) How does completing our least favorite task 

first benefit us? 

a) It gives us an excuse to take a break 

b) Makes us feel empowered by finishing a 

task we dread 

c) It entitles us to a reward 

d) Makes us feel more fatigued 

 

 .(   ف     ن  إ   ل    ه     قل   ض لاً    ؟2ً

  ع  ن     ع      ق             ( 

  جع ن  ن ع       ة     لال إنه ء  ه   ن  ىه  (ب

   ن ن     فأة (ج

  جع ن  ن ع    ز         عب ( 

 

3.) When is the best time to remove distractions? 3 ).فضل  ق  لإز            ؟        
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a) Before we begin a task or project 

b) After you’ve collected your supplies 

c) When you begin your task or project 

d) After you’ve completed the task or project 

 

 ق ل    ن     ه          ع ( 

     ص      ع     ج ع        ز    (ب

 عن          ه           ع  (ج

  ع    ن ه ء       ه            ع ( 

 

4.) Which of the following is considered a 

distraction? 

a) Verifying your sources for your article 

b) Spell checking your document when you’re 

finished 

c) Taking a break to get a snack 

d) Checking your Facebook status 

 

  ي       ي  ع     ص   إ ه ء؟.( 4

      ق     ص            ( 

     ق ق  لإ لائي      ن  عن    ن ه ء (ب

     ق               ن  ل  ج         (ج

     ص     Facebook     ق          ( 

5.) Rewards should be given only for work that 

has been _____. 

a) Planned 

b) Started 

c) Completed 

d) Promised for another day 

 جب  نح      فآ  ف     ع ل    ي  م .( 5

.________________ 

 )      

      (ب

     ل (ج

  ع     م آ   ( 

 

6.) Giving ourselves rewards is meant to make us 

feel more ________________. 

a) Bored 

b) Motivated 

c) Laughable 

d) Agitated 

 

.(  ه ف  ن ن       فآ  إ ى جع ن  ن ع    ز      6

.________________ 

 ضج  ( 

     ز،  ن ف  (ب

        ض   (ج

  ض  ب ( 

 

7.) By breaking large tasks into smaller ones, it 

makes us feel less _____________. 

      ة إ ى  ه م  صغ  ،  جع ن  ن ع      ل      م    ه م .( 7

._____________ 
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a) Overwhelmed 

b) Happy 

c) Excited 

d) Inspired 

 

 

    ل ( 

  ع  ة (ب

     س (ج

 )      

 

8.) What is an advantage of breaking large tasks 

into smaller ones? 

a) It gives us more breaks 

b) It makes these tasks seem bigger than they 

are 

c) It gives us more rewards 

d) It makes these tasks more manageable 

 

     ي   زة     م    ه م       ة إ ى  ه م  صغ ؟.( 8

   ن ن     ز      ف            ( 

  جعل        ه م                ي ع  ه (ب

 إنه  ع  ن     ز           فآ  (ج

  جعل        ه م      ق       لإ   ة ( 

 

 

9.) ___________ is one of the leading causes of 

disorganization.  

a) Making poor choices 

b) Procrastination 

c) Lack of self-esteem 

d) None of the above 

 

 .( ___________ هو أحد الأسباب الرئيسية لعدم التنظيم.9

 اتخاذ خيارات سيئة (أ

 تسويف (ب

 قلة الثقة بالنفس (ج

 لا شيء مما بالأعلى (د

 

10.) ______ is/are a great way to keep ourselves 

motivated.  

a) Cleaning  

b) Moving boxes 

c) Rewards 

d) Cleaning the windows 

 

 .( _____________ هي طريقة رائعة لتحفيز أنفسنا.10

 تنظيف (أ

 تحريك الصناديق (ب

 المكافآت (ج

  ن  ف   ن  ف  ( 
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Module Eight: Review Questions 

 

 

 الثامنة مراجعة الوحدة

 

1.) What is one example of an email delivery rule? 

a) Having emails from a coworker placed in a 

separate folder 

b) Emptying the email trashcan 

c) Setting up an automatic signature 

d) Manually moving folders to a different 

location 

 

  لإ     ني؟                 ع ى ق ع ة     م        .( 1

 ض     ئل         لإ     ني    ز  ل في   ع ل في  ج    ( 

  ن صل

 إف  غ      ه لا          لإ     ني (ب

 إن  ء   ق   آ ي (ج

 ن ل    ج         ً  إ ى   ق      ف ( 

 

 

2.) What is one benefit of setting up delivery rules 

in our email? 

a) It makes our inbox look pretty 

     ي إ  ى ف  ئ  إع    ق  ع        م في     ن   لإ     ني؟.( 2

  جعل صن               ص  ن       ج  لاً  ( 

     ن     ئ    ه  ن  (ب
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b) It reminds us of our to-do list 

c) It allows us to move emails manually 

d) It automatically sorts our email by our 

criteria 

    ن ل    ئل         لإ     ني     ً    ح  ن (ج

    م     ئ ً     ز     ن   لإ     ني  ف ً    ع    ن  ( 

 

3.) If we did not establish a message hierarchy, 

our emails could be what? 

a) Sorted better 

b) Moved manually 

c) Lost or overlooked 

d) Color coded 

 

 

    ل    ي         ، ف                ئل .( إ    م ن م  إن  ء 3

         لإ     ني     ص   ن      ؟

          ل  فضل ( 

  ن  ل       (ب

 ض ئ      م    غ ضي عنه (ج

 )            

 

 

 

 

 

4.) What is one benefit of having folder and email 

hierarchy? 

a) It moves emails for us 

b) It allows us to sort urgent and non-urgent 

emails 

c) It deletes emails for us 

d) It helps us use better grammar in our 

emails 

 

 

 

 .(    ف ئ ة  ج       ل    ي    ج              لإ     ني؟4

 إنها تنقل رسائل البريد الإلكتروني بالنسبة لنا (أ

يسمح لنا بفرز رسائل البريد الإلكتروني العاجلة وغير  (ب

 العاجلة

 إنه يحذف رسائل البريد الإلكتروني الخاصة بنا (ج

إنها تساعدنا على استخدام قواعد نحوية أفضل في رسائل  (د

 البريد الإلكتروني الخاصة بنا

 

5.) What is the appropriate action to take after 

reading an email in your inbox? 

a) Leave it to read later 

       لإج  ء    ن  ب    ي  جب         ع  ق  ءة            .( 5

 إ     ني في             ؟
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b) Wait for the system to automatically delete 

it 

c) File into the appropriate folder 

d) Nothing 

 

 

 

 

     ه           

  ن      ى    م   ن  م    فه      ئ ً 

   ف في    ج      ن  ب

     ئ

 

6.) Your email inbox should not be used for 

___________ 

a) Meeting reminders 

b) Correspondence 

c) To-do lists 

d) Storage 

 

.(    ن غي       م صن           لإ     ني  ـ 6

___________ 

         ج   ع ( 

        (ب

 ق  ئم    ه م (ج

   ز   ( 

 

 

7.) What is one way flags can be used on our 

emails? 

a) Flag meeting reminder messages 

b) Change the urgency of an email 

c) Flag emails that have been deleted 

d) Change where the email is filed to 

 

 

.(     ي إ  ى          ي       ه        م   علام ع ى    ئل 7

         لإ     ني     ص   ن ؟

         ج   ع  ض  علا   ع ى    ئل ( 

  غ    إ   ح         لإ     ني (ب

 ع م    ئل         لإ     ني    ي  م   فه  (ج

  غ         إ   ع         لإ     ني ( 

 

8.) What is one way highlights can be used on 

our emails? 

a) Highlight which emails have been 

responded to 

.(     ي إ  ى          ي             ه  في    ئل        8

  لإ     ني     ص   ن ؟

 قم      ز    ئل         لإ     ني    ي  م      ع  ه  ( 
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b) Highlight which emails have been moved 

c) Highlight emails that have been deleted 

d) Highlight emails from particular senders 

 

 

  لإ     ني    ي  م ن  ه          ض ء ع ى    ئل        (ب

 قم      ز    ئل         لإ     ني    ي  م   فه  (ج

        ض ء ع ى    ئل         لإ     ني            ( 

  ع ن  

 

 

9.) What should you consider when establishing 

Inbox hierarchy? 

a) Who sent the message 

b) Any urgent topics 

c) Deadlines 

d) All of the above 

 

 

 

         ل  يء فع  ه ج ن       ع ة في  ن  م              ؟.( 9

 إن  ء    ج         ج         ع   ( 

        ض ء ع ى ج         ئل     ئ  ه  (ب

    ئل         لإ     ني       ف     ي  م      ه   (ج

 م  ض  علا   ع ى ج       ئل         لإ     ني     ع     ( 

   ه  ه 

 

10.) How can you best learn what your email 

system has to offer? 

a) Ask your coworker 

b) Take the time to practice 

c) Google it 

d) None of the above 

 

 

 

 

 

 

.(   ف ق    ج ن   ن  م  ه  ه      ئل         لإ     ني 10

     ص         ع؟

   ج ههم إ ى  ج      ه م م إع  ة  ( 

 قم       ه   علا       ء (ب

     هم في صن               ص  ه  (ج

  م         ض ء ع  ه   علا   ص   ء ( 
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Module Nine: Review Questions 

 

 

 التاسعة مراجعة الوحدة

1.) How does trying to keep everything make us 

more disorganized? 

a) We have to keep track of it all 

b) It confuses us about what we actually have 

c) It contributes to clutter 

d) We have to organize it all 

 

   ف  جع ن                ع ى  ل  يء         ً  ؟.( 1

 ع  ن     ن      ل  يء ( 

 إنه     ن    أ        ن      عل (ب

     م في     ضى (ج

 ع  ن   ن  م  ل  يء ( 

2.) What is a common reason people try to keep 

everything? 

a) They are collectors 

.(           ب     ئ     ي  جعل   ن س                   ل 2

  يء؟
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b) They think they will need it later 

c) They donate to others 

d) They say it was a gift 

 

 

 

  م ج  عي ( 

      ج   إ  ه     ً  ع       نهم  (ب

     ع    لآ     (ج

         نه    ن       ( 

3.) Being consistent helps us do what? 

a) Contribute to clutter 

b) Find our missing keys 

c) Feel more energized 

d) Build good organization habits 

 

 

 .(   ن      ً     ع ن  ع ى فعل     ؟3

          في     ضى ( 

    ث ع        ن         ة (ب

   ع    ز        ن    (ج

  ن ء ع      ن      ج  ة ( 

4.) It is easier to do what when we are not 

consistent? 

a) Procrastinate 

b) Get things done 

c) Feel bored 

d) Relax 

 

 

       هل      عل      عن      ن          ؟.( 4

     ل ( 

  نج ز       (ب

   ع       ل (ج

        ء ( 

5.) Following a schedule provides a sense of 

what? 

a) Urgency 

b) Humor 

c) Structure 

d) Balance 

 

 .(     ع   ج  ل   ز ني  ع ي ف  ة ع  ؟5

     عج ل ( 

  ز ح (ب

  ن   (ج

    ص   ( 
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6.) A schedule is easier to follow if it is ___________. 

a) Fun 

b) Flexible 

c) In big print 

d) Colorful 

 

 

       هل     ع    ج  ل   ز ني إ       ___________..( 6

   ح ( 

     (ب

     ف     ة (ج

 ز  ى        ( 

 

7.) Which of the following is an example of a bad 

habit? 

a) Sorting through the mail when it arrives 

b) Throwing out extra clutter 

c) Not putting away hard copy when you 

have finished reading them 

d) Donating your surplus of supplies 

 

  ي       ي    ل ع ى ع  ة   ئ ؟.( 7

     ز ع          عن   ص  ه ( 

      ص        ضى   ز ئ ة (ب

 ع م          ن      ق   عن    ن ه ء    ق  ء ه  (ج

      ع      ئض     لإ           ص     ( 

8.) Bad habits can be changed with the help of 

what? 

a) Small, incremental changes 

b) Talking to someone about it 

c) Quitting cold turkey 

d) A 12 step program 

 

 

 .(       غ      ع         ئ      ع ة     ؟8

  غ      صغ  ة     ج   ( 

      ث      ص    ع      (ب

  لإقلاع ع             ي        (ج

    ة 12  ن  ج     ( 

9.) Often times, becoming organized is about 

avoiding the things that ___________. 

a) Take too much time 

b) Caused us to become disorganized 

c) A and B 

d) Neither A nor B 

 .(       ي  ع  ف  ه      ز     م في ع م  ن   ه؟9

   ي  ل       ( 

         ن   يع م     ز م  (ب

   ز        ء في  ز ن           ج   (ج

       غ  في ج      ق ه ( 
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10.) Which of the following is a characteristic of a 

bad habit? 

a) Does not offer an immediate benefit 

b) Creates more work later 

c) A and B 

d) Neither A nor B 

 

 

 

 

 

 

 

 

.(          يء           ي             في         ز     10

   ع ه  جع ه غ    ن م؟

 ف ل في     ز م  ج  ل ز ني ( 

  م     ق  ن م صن           لإ     ني (ب

                 ل  يء (ج

  م    ز       ( 

 

Module Ten: Review Questions 

 

 العاشرة مراجعة الوحدة

1.) What is the purpose of staying within your 

organizational system? 

a) It keeps your actions and routines 

consistent 

b) It helps keep the mail in order 

c) It makes us bored with our routines 

d) It holds all of our personal contacts 

 

 

         غ ض         ء    ل ن        ن   ي؟.( 1

 إنه     ف  ع ى        فع         ن  ( 

    ع  في        ع ى               ب (ب

  جع ن  ن ع       ل        نن  (ج

  نه     ل ج      ص   ن      ص   ( 
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2.) What is an important thing to remember 

about organizational systems? 

a) They can be hard to follow 

b) They should be re-evaluated over time 

c) They have to be strict 

d) They should be done in group 

 .(          يء    هم    ي  جب         ل   ن       ن     ؟2

                   صعب     ع ه  ( 

  جب إع  ة      ه           ق  (ب

  جب       ن   ص      (ج

  جب      م     في  ج  ع   ( 

 

3.) How does not saying “No” make us more 

disorganized? 

a) It requires us to have more space to work 

b) It makes us bored with our current to-do 

lists 

c) We get to try out different things 

d) We can take on more than we can handle 

 

 .(   ف    جع ن  ع م ق ل " "         ً  ؟3

     ب  ن               ع ل ( 

  جع ن  ن ع       ل    ق  ئم    ه م            ن  (ب

 ع  ن   ج        ء        (ج

    نن     ن   ل             نن     ع  ل  عه ( 

 

4.) Which of the following is an acceptable, polite 

decline? 

a) No I’m too busy to help 

b) I’ll think about it 

c) Thank you, but I’m working on the Dale 

account right now 

d) I’m not interested 

 

  ي       ي   ع   فضً       ً   ه  ً ؟.( 4

    ن    غ ل ج        ع ة ( 

  أف     أنه (ب

  لآ  Dale  ً      ،   ني  ع ل ع ى    ب  (ج

  ن       ه م ( 

 

5.) How often should good organization be 

practiced? 

a) Every day 

b) Once a week 

c) On the weekends 

d) On our days off 

 .(  م   ة  جب           ن  م   ج  ؟5

  ل   م ( 

   ة في      ع (ب

 في ع    نه         ع (ج

 في    م إج ز ن  ( 
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6.) When is the best time to get organized? 

a) Tomorrow 

b) When you have friends over 

c) On my day off 

d) Today 

 .(        فضل  ق     ن  م؟6

 غ   ( 

 عن               ص ق ء      (ب

 في   م إج ز ي (ج

     م ( 

7.) If we wait to plan tomorrow at a later time, we 

are only what? 

a) Relaxing 

b) Procrastinating 

c) Making better plans 

d) Making more lists 

   ق ، فن   ف       ؟ .( إ    ن   ن          غً   في  ق 7

        ء ( 

          (ب

 صن       فضل (ج

 ع ل    ز           ئم ( 

 

 

8.) What is the benefit of planning tomorrow’s 

goals and to-do lists today? 

a) It gives us something to do 

b) It makes a rigid schedule to follow 

c) It makes tomorrow easier to handle 

d) It lets us know if we forgot something 

 

 

    ف ئ ة             ف   غ   ق  ئم    ه م     م؟.( 8

 إنه  ع  ن    ئً   ن ع ه ( 

  جعل ج  ل ز ني ص  م      ع  (ب

 إنه  جعل   غ    هل في    ع  ل  عه (ج

    ح  ن   ع ف     إ    ن  ق  ن  ن    ئً     ( 

 

9.) What skills does it take to become organized? 

a) Hard work 

b) Discipline 

c) Good habits 

d) All of the above 

 .( ما هي المهارات اللازمة لتصبح منظمًا؟9

 عمل شاق (أ

 تأديب (ب

 عادات جيدة (ج

  ل        علا  ( 
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10.) Organization is something that is continued 

and carried out each day.  

a) True 

b) False 

 

 هو شيء يستمر وينفذ كل يوم.التنظيم .( 10

 حقيقي (أ

   أ  ن   (ب

 

 


