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Cambodian Mekong University



MN217 – Business Communication



Worksheet: Chapter 02 Planning Business Messages Choose the best answer as the following statements. 1. Internal communication has become increasingly important in many companies today. What has led to this trend? a. Downsizing of organizations. b. Increasing use of work teams. c. Empowering rank-and-file employees. d. All answer choices are correct. 2. Which of the following is appropriate to send via e-mail? a. A notice of termination of an employee. b. An announcement of the location and time of the weekly staff meeting. c. The annual review of an employee with merit pay earned. d. All of these messages would be appropriate to send via e-mail. 3. Which of the following e-mail subject lines is most effective? a. Greetings! b. Conference Call Rescheduled for May 1 at 1 p.m. EST c. Conference Call d. Urgent! Read Immediately! 4. Which of the following statements about the beginning of an e-mail message or memo is most accurate? a. In most routine messages, the main idea should be revealed immediately. b. Since the purpose of the memo or e-mail is summarized in the subject line, do not restate it in the first sentence. c. To be courteous, start with something like I am writing this e-mail to inform you that d. Begin by introducing yourself, your job title, and your department or company name. 5. Jill Roberson, office manager, is writing an e-mail to her employees about an upcoming meeting. What is the best way for Jill to begin her e-mail message? a. Our next department meeting will take place on Thursday, November 7, at 9 a.m. b. I hope this e-mail message finds you well. c. I am writing this e-mail message to let you know about our next department meeting. d. As you know, our department meets monthly to discuss important issues. 6. Generally an e-mail message will close with action information, dates or deadlines, a summary or the message, or a(n): a. Inspirational quotation. b. Copyright notice or confidentiality statement. c. Closing thought. d. Reference line, including the typist’s initials.
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7. When formatting an e-mail message, you should: a. Type your name at the bottom of the message. b. Cover just one topic in the message. c. Try to keep the total message under three screens in length. d. Do all of these things. 8. Good advice for e-mail is to use the “top-of-screen” test, which means: a. Avoiding a misleading subject line. b. Getting the e-mail address right. c. Composing offline. d. Conveying your purpose in the subject line and first paragraph. 9. Which of the following is the best advice for using e-mail? a. If your e-mail message covers several topics, it’s acceptable to leave the subject line blank. b. E-mail is perfect for sending confidential information because the reader will receive the message almost immediately. c. Because e-mail is casual communication, you don’t have to worry about the tone you use. d. You should proofread e-mail messages as carefully as you would any other type of business document. 10. You just received a great joke from a friend via e-mail. You immediately forward the joke to everyone in your department. What netiquette rule have you violated? a. You have just sent spam. b. You have just “shouted” to your colleagues. c. You have just sent blanket copies to people who may not want or need to see the message. d. You have just sent an attachment that your reader may not be able to open. 11. What is the one primary function of e-mail messages and memos that distribute information, describe procedures, or deliver instructions? a. To impress readers. b. To let readers know how to contact the sender if they have questions. c. To convey the idea so clearly that follow-up is unnecessary. d. To provide proper documentation. 12. Which of the following would be the most effective opening statement in a routine request email message? a. I am writing this message to request information about your organization’s hurricane relief efforts in Texas. b. My name is Annette Jenkins, and I am interested in your Hurricane Ike relief efforts. c. I recently read in Habitat for Humanity magazine that your organization is rebuilding homes for Texas residents following Hurricane Ike. d. Please send detailed information about how I can participate in your Hurricane Ike “house in a box” project.
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13. Which of the following would be the most effective closing in a routine request e-mail message? a. Thanking you in advance for any information you may be able to provide. b. Please send answers to my questions by August 9 so that I can prepare for our August 15 board meeting. c. I look forward to hearing from you at your earliest convenience. d. If you don’t respond by August 9, I will be very disappointed. 14. Which is the most effective opening sentence for a memo or e-mail message that responds to an information request? a. Pursuant to your request, I take great pleasure in answering your questions. b. This message is in response to your e-mail message of June 30 in which you ask a number of questions. c. Here are the answers to the questions asked in your e-mail message of June 30. d. Thank you for your interest in our services. 15. When responding to an e-mail message requesting information, you should organize the information in your response: a. From the most important to the least important. b. Alphabetically. c. In the same sequence as the information appeared in the request. d. From the least important to the most important.



Say the statements whether True or False 1. Electronic messages, such as e-mail, instant messaging, text messaging, podcasts, blogs, and wikis, have made paper-based messages obsolete in today’s workplace. a. True b. False 2. Podcasts are used for entertainment purposes, but they have no business-related applications. a. True b. False 3. Because busy readers may glance at a subject line and decide whether to read a message or delete it, an effective subject line is essential. a. True b. False 4. During the prewriting phase of the writing process, you should decide whether to send a hardcopy memo or an e-mail message. a. True b. False 5. Once an e-mail message has been deleted, it cannot be retrieved. a. True b. False 6. Employers can legally monitor employees’ e-mail. a. True b. False
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7. Benefits of instant messaging in the workplace include speed, cost savings, and presence functionality. a. True b. False 8. Information and procedure e-mail messages and memos typically flow upward from employees to management. a. True b. False 9. Would you please give us your feedback on the proposed use of job sharing is an example of polite command that can be used to begin a request e-mail message. a. True b. False 10. Please send me a brochure as soon as possible is an effective way to end an information request e-mail message. a. True b. False



Answer the following questions 1. Name four goals that business writers have when they prepare oral presentations and business messages. 2. Explain the three steps in the writing process. 3. Why is it important to profile the audience for a message? 4. What is bias-free language? Provide several examples of biased language and bias-free alternatives. 5. Revise the following sentences to emphasize the perspective of the audience and the “you” view.  To help us process your order with our new database software, we need you to go to our Web site and fill out the customer information required.  Under a new policy, reimbursement of travel expenses will be restricted to those related to work only.  To avoid suffering the kinds of monetary losses experienced in the past, our credit union now prohibits the cashing of double-endorsed checks presented by our customers.  We are pleased to announce an arrangement with HP that allows us to offer discounted computers in the student bookstore.
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