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Multiple Choice
1. The three sections of a formal report include all of the following except

a. prefatory parts.

b. text.
c. conclusions.
d. supplementary parts.
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ANSWER: c; DIFFICULTY: easy; PAGE: 456; TYPE: concept

2. The prefatory parts of a report should
a. help readers decide whether they need to read the report.
b. be prepared and written before the text of the report.
c. include an introduction to the report.
d. do all of the above.

ANSWER: a; DIFFICULTY: moderate; PAGE: 456; TYPE: concept

3. Which of the following is not included in the prefatory parts of a formal report?
a. Cover
b. Letter of authorization
c. Introduction
d. Table of contents

ANSWER: c; DIFFICULTY: moderate; PAGE: 456; TYPE: concept

4. What would be the best title for a formal report on your company’s proposed
acquisition of Freedman's Nuts & Bolts?
a. "To Acquire or Not to Acquire"
b. "A Study of the Feasibility of Angstrom Hardware Inc. Acquiring the
Concern Currently Operating as Freedman's Nuts & Bolts"
c. "The Pros and Cons of Acquiring Freedman's Nuts & Bolts"
d. "Why Angstrom Should Forget About Acquiring Freedman"

ANSWER: c; DIFFICULTY: moderate; PAGE: 472; TYPE: application

5. The purpose of the title fly is to
a. give the name of the company for which the report has been prepared.
b. add a touch of formality to the report.
c. protect the report from dirt and careless handling.
d. provide a page for the reader to make notes on.

ANSWER: b; DIFFICULTY: moderate; PAGE: 472; TYPE: concept
6. In addition to the title and submission date, the title page of a formal report should
include information on

a. the authorizer and the preparer.

b. the authorizer and the recipient.

c. the contents.

d. the copyright.

ANSWER: a; DIFFICULTY: moderate; PAGE: 472; TYPE: concept



7. The letter of transmittal
a. may follow the direct or indirect plan.
b. has a more formal style than the report itself.
c. is usually included as an appendix.
d. does all of the above.

ANSWER: a; DIFFICULTY: moderate; PAGE: 472; TYPE: concept

8. The letter of transmittal should

. discuss the scope and methods of the project.

b. highlight important sections of the report.

c. thank the reader for the assignment, if appropriate.
d

O}

. do all of the above
ANSWER: d; DIFFICULTY: moderate; PAGE: 472-73; TYPE: concept

9. The table of contents should
a. word headings as they appear in the text.
b. notinclude any of the headings in the text.
c. paraphrase the text headings.
d. notinclude the supplementary material.

ANSWER: a; DIFFICULTY: moderate; PAGE: 473; TYPE: concept

10. The table of contents for a complex formal report should include

a. every level of heading in the report plus all illustration and table titles.

b. two tables: a high-level table that shows only major headings, followed by a
detailed table that includes everything.

c. everything but prefatory parts.

d. everything but supplementary parts.
These are only a few examples. Once you buy it you’ll get all
the chapters.

Table of Contents

Chapter 1 Achieving Success Through Effective Business Communication

Chapter 2 Communicating in Teams and Mastering Nonverbal
Communication Skills

Chapter 3 Communicating in aWorld of Diversity

Chapter 4 Planning Business M essages



Chapter 5 Writing Business M essages

Chapter 6 Completing Business Messages

Chapter 7 Crafting Messages for Electronic Media

Chapter 8 Writing Routine and Positive Messages

Chapter 9 Writing Negative M essages

Chapter 10  Writing Persuasive Messages

Chapter 11  Finding, Evaluating, and Processing Information

Chapter 12 Designing Visual Communication

Chapter 13 Planning Reports and Proposals

Chapter 14  Writing Reports and Proposals

Chapter 15  Completing Reports and Proposals

Chapter 16  Creating and Delivering Online and Oral Presentations

Chapter 17 Enhancing Presentations with Slides and Other Visuas

Chapter 18  Building Careers and Writing Résumés

Chapter 19  Applying and Interviewing for Employment

Prepare to receive your Business Communication Today (9th Edition) Test Bank in the
next moment.

Here’s a sample list of all other solutions manuals we have, if you need any one of them please
contact us athellohayai@gmail.com. If you could not find the book you are looking

for, please let us know, we might be able to help. Thanks a lot

1. A Brief Course in Mathematical Statistics by Tanis & Hogg SM

2. Accounting Information Systems, 1E, by Robert Hurt, TB

3. Accounting, 23E, by Warren, Reeve, & Duchac, SM

4. Advanced Accounting, 9E, Joe Ben Hoyle, Thomas Schaefer, Timothy Doupnik SM+TB
5. American Government Roots and Reform, 2009 Edition, 10E, by Connor Sabato TB

6. Accounting Principles, 7E, by Wemygandt, Kieso, & Kimmel SM



7. An Introduction to Operation Management Matching Supply with demand, 2E, by Gerad Cachon SM
8. Antenna Theory and Design, 2E, Warren L. Stutzman, Gary A. Thiele, SM

9. Auditing Cases: An Interactive Learning Approach, 4E, Mark S Beasley, Frank A. Buckless,
Steven M Glover, Douglas F Prawitt, Instructor Resource Manual

[&International Business The Challenges of Globalization Wild 5th Edition Test
Bank

10. Applying International Financial Reporting Standards, 2E, Alfredson, Leo , Picker , Loftus ,
Clark and Wise SM+TB

11. A First Course In Probability, 7E, by Sheldon Ross, SM

12. Auditing Cases, 3E, Mark S. Beasley, Frank A. Buckless, Steven M Glover, Douglas F Prawitt, SM
13. Applied Statistics and Probability for Engineers 4E Montgomery, Runger SM

14. Auditing and Assurance Services: A Systematic Approach,7E, by William F. Messier,
Steven

M. Glover, Douglas F. Prawitt, SM+TB

15. Basic Finance: An Introduction to Financial Institutions, Investments, and Management, 9E, by
Mayo,

IM

16. Accounting for Governmental and Nonprofit Entities, 15th Edition, by Earl R. Wilson,
Jacqueline L. Reck, and Susan C. Kattelus

17. Auditing and Assurance Services: An Integrated Approach, 13/E, Alvin A Arens, Randal J
Elder, Mark S Beasley, SM+TB

18. A Primer for Management by Dumler & Skinner 2ed TB, SM

19. Accounting for Governmental & Nonprofit Entities by Wilson, Reck & Kattelus 15ed TB
20. Accounting Information Systems, 8E, by Gelinas TB+SM

21. Accounting Information Systems, 6E, by Hall TB+SM

22. Accounting Information Systems, 9E, by Hopwood & Bodnar TB

23. Accounting Information Systems, 10E, by Hopwood & Bodnar TB, IM+SM

24. An Introduction to Management Science A Quantitative Approach to Decision Making,
12E,

by Sweeney et al SM

25. Accounting Information Systems, 10E, by Romney & Steinbart TB+SM

26. Accounting Information Systems, 11E, Marshall B. Romney, Paul J. Steinbart, SM+TB
27. Bank Management and Financial Services, 7E, by Rose & Hudgins, TB

28. Accounting Principles, 8E, by Wemygandt, Kieso, & Kimmel TB+SM

29. Accounting, 7E, by Horngren & Harrison TB+SM

30. Accounting, 8E, by Horngren & Harrison TB+SM

31. Accounting, 8E International, by Horngren & Harrison TB+SM

32. Accounting: Text and Cases, 12E, by Anthony, Hawkins, & Merchant SM

33. Automation, Production Sys., & Computer-Integrated Manufacturing, 3E, by Groover, SM



