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[VWhich of the following is not suggested to improve the effectiveness of the apening paragraph of business writing?

‘Select the correct option
[Use & U-viewpaint in the apening,

(¢] P

[Use & fast-start beginning rather than a slow beginning

(¢] P

[Use & U-viewpoint and I-viewpoint together in the opening.

[Keep the beginning paragraph fairly short|

o B
[l ciick to 5ave Answer & Move to Next Question
. ,
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[Vihich ofthe following is the informal report used to communicate vith indiiduals outside of an organization?
7
Select the correct option
Leter
o p
Memo
L P
[Periodical
o p
Magazne
o p
.
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[Due to which one of the following reasan the ciaim letter differs from other positive and neutral messages using the direct plan?

‘Select the correct option
[Contains a sales appeal

. “

[Have its explanation omitied.
(o] p
|Places blame on the receiver.
(o] p
[Contains negative information.
(o] p
. :
< :
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[Which of the following is not a part of writing plan of a reservation letter?

‘Select the correct option
[ fast-start opening which identifies the type of room desired and the days needed

(¢] P

[A section which mentions arrival and departure times

(¢] P

[A section describing the quality of the room you booked in the ather hotel

[A courteous. action-oriented closing, which mentions your desire for a confirmation

[l click to save Answer & Move to Next Question
AT A Showall | X
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[All o the following are the qualities of effective claim letters EXCEPT:

‘Select the correct option
[An effective cisimletter contains you atttude material

(¢] P

[An effective ciaimletter presents all the facts pertinent to the situation

(¢] P

[An effective claim letter contains threat.

[An effective claim letter makes a definite request.

(@) 4
Click to Save Answer & Move to Next Que: n
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[Writing a letter to inquire about people involve two considerations First s the need to respect the rights - legal and moral: second is:

P Select the correct option
[The need to siructure the questions around the job involved

(¢] P

[The need to structure the questions according to your own personality and frame of mind

(¢] P

[The need to structure the questions keeping in mind the organization you are writing to

[The need to structure the questions with heavy vocabulary

(@) 4
Click to Save Answer & Move to Next Que: n
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[His black assistant speaks more clearly than he does". Which kind of biasness this sentence shows?

Select the correct option
|Gender biasness
(o] p
[Ebiesness
L] p
[Age biasness
(o] p
[Disabilty biasness
(o] p
.
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[VWhich one of the following group often meets face to face with a common purpose in mind?

‘Select the correct option
Informal group

(¢] P

[Formal group

. “

[Universal group

(@) ﬁ
[Standard group
(@) ﬁ
[l ciick to save Answer & Move to Next Question
‘ »
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[To begin a disappointed newsletter with a negative information. ‘a negaive situation
7
Select the correct option
[Eases
(@) ﬁ
[Reduces
(@) ﬁ
[Complicates

[Relieves,
(@) ﬁ
[l click to save Answer & Move to Next Question
‘ 3
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[To begin a disappointed newsletter with a negative information. a negative situation
4
‘Select the correct option
[Eases
(@) ﬁ
[Reduces.
(@) ﬁ
[Complicates

[Relieves,
(@) ﬁ
Click to Save Answer & Move to Next Question
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Question #2 of 10 ( Start time: 05:22:31 PM. 12 February 2018 )

Quiz Start Time: 05:21 PM. 12 February 2018

Total Marks: 1

[Checking for the accuracy of dates. figures. amounts and numbers. misspelled words. topographic errors etc is done in which stage of writing?

‘Select the correct option

[Organizing
o

[Drafting

(@) ﬁ

(@) ﬁ
[Proofreading
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