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Part I. Write TRUE if the statement is correct and FALSE if the statement is incorrect (12 points) 

1. A misunderstood message is worse than no message at all.  

2. State your message explicitly rather than implicitly.  

3. Without correct figures and statements, accurate communication is impossible.  

4. Consideration means that preparing a message with the recipient in mind.  

5. A good communicator must understand the receiving and understanding capabilities of the recipient 

not only to the transmitting message but also to their effect 

6. Consideration means that preparing a message with the recipient in mind.  

7. A good communicator must understand the receiving and understanding capabilities of the recipient 

not only to the transmitting message but also to their effect.  

8. The message or subject matter of any communication is always an abstract and intangible.  

9. A misunderstood message is worse than no message at all.  

10. State your message explicitly rather than implicitly.  

Part II: Choose the correct answer from the given alternatives in each question and write your 

answers in the answer sheet (21 points) 

1. Take out the wrong statement about effective business letters: 

A. Letters represent your company or/and yourself, 

B. Check to see that the tone of your business letter is personal, positive, polite, and 

professional. 

C. Review your business letter for inaccuracy, non-concreteness as well as for incorrect 

grammar, punctuation and mechanics. 

D. The entire above E. None of the above 

2. Which one of the following is not part of the standard letter parts?  

A. Headings and inside address. 

B. Salutation and letter text (body). 

C. Attention line  

D. Complimentary closing and signature. 

3.  The message that put in simple terms and the words must mean the same thing to receivers as  

  They do sender is_______.   

A. Clarity 

B. Credibility 

C. Context 

D. Channels

4. One of the following is not the merits of formal communication  

A. Correct information 

B. Official Backing 

C. Inefficient communication  

D. Uniformity in transmission 



 

 

5. The transmission of information through non-official channels within the organization is 

 known as ____________. 

A. Grapevine 

B. Formal communication 

C. Up-ward communication  

D. Down-ward communication 

6. It is a conflict resolution techniques that an individual neglects his/her own concern to satisfy 

 the concern of the another party is known as;  

A. Withdrawal 

B. Compromise 

C. Collaboration 

D. Smoothing

7.  Among the following elements one is not classified under Verbal communication  

A. Facial expressions 

B. Face -to-face communication 

C. Printed pictures, posters, 

D. Gesture

8.  A conflict resolution strategy where a neutral third party acts as judge and issues binding 

decision affecting both parties in the negotiation process is called_________. 

A. Negotiation      C. Confrontation 

B. Mediation                                                  D. Arbitration 

9.  In the principle of completeness, all are elements that help to ensure completeness 

except_____. 

A. Answer all questions that are asked by the reader/receiver. 

B. Answer anticipated questions that the reader may have but forgot to ask. 

C. Make the feeling unsuitable to accomplish the human objective. 

D. Make the subject content sufficiently clear to accomplish the objective  

E. Explicitly ask the reader/receiver to perform an action required, as may be necessary. 

10.  Take out the wrong statement about effective business letters: 

A. Letters represent your company or/and yourself, 

B. Check to see that the tone of your business letter is personal, positive, polite, and 

professional. 

C. Review your business letter for inaccuracy, non-concreteness as well as for incorrect 

grammar, punctuation and mechanics. 

D. All of the above 

 

11. The message that put in simple terms and the words must mean the same thing to receivers as they do 

sender is_______.   

A. Clarity 

B. Credibility 

C. Context 

D. Channel

12.  One of the following is disadvantage of formal communication;  

E. Correct information 

F. Official Backing 

G. Inefficient communication  

H. Uniformity in transmission 

13.  The transmission of information through non-official channels within the organization is known as 

____________. 

A. Grapevine 

B. Formal communication 

C. Up-ward communication  

D. Down-ward communication 

 



 

14. To achieve consideration, it is necessary to apply all of the following point’s except______.  

A. Focus on “We” and “I” instead of “you” 

B. Show interest in the reader. 

            C. Emphasize on pleasant and positive facts  

D. Be honest 

15. Among the elements of business letters, a letter that writes full address of the person or 

organization you are addressing is: 

A. Letter head 

B. Inside address 

C. Body 

D. Complementary close

16. Formal communication must be in writing; the following alternatives are examples of 

formal communication, except_____________. 

A. Rules 

B. Orders 

C. Suggestions  

D. Policy matters

 

17.  Take the wrong statement from the following suggestions that could help to achieve conciseness. 

A. Avoid unnecessary repetition and wordy statements 

B. Use a short name after  you have mentioned the longer one once 

      C. Use pronouns rather than repeating long names. 

      D. Omit necessary and short expressions. 

18.  ____means it is being specific, definite and vivid rather than vague and general. 

A. Writing completely  

B. Writing concisely 

C. Writing consideration 

D. Writing concretely

19.  One of the following alternatives is not part of the ways that help to make business writing clear. 

A. Choose short and simple words rather than long and complicated words.  

B. Avoid ambiguous and equivocal words. 

            C. Exclude visual aids 

            D. Use short and simple sentences. 



 

 

III. FILL IN THE BLANKS (4 points) 

1. ____________conflict resolution strategy calls for a party to withdraw or ignore a conflict. 

2. ______________________conflict resolution strategy where a neutral third party acts as a 

judge and gives binding decisions affecting conflicting parties. 

3. _______________________negotiation assumes a solution that satisfies the interest of both 

negotiating parties. 

4. ______________________conflict resolution strategy promotes mutual problem solving of 

both conflicting parties.  

 

IV. Discussion Questions (7 points) 

 

1. List three commandments of good business communication. 

2. Discuss at least three advantages of informal or gravine communication. 

3. What do you understand by facial expression? Discuss the merits of face-to-face 

communication.

 


