Chapter 13 Practice Quiz
Multiple Choice
Identify the choice that best completes the statement or answers the question.
____
1.
Which of the following would not be an appropriate responsibility of the medical assistant regarding office copiers and printers?

	a.
	Understand basic equipment maintenance.

	b.
	Study the manuals that accompany the machines.

	c.
	Learn how to use all equipment properly.

	d.
	Memorize the service contracts.


____
2.
General and medical dictionaries and spelling guides are:

	a.
	not necessary if you have a word-processing spellchecker

	b.
	necessary only if you have trouble with spelling

	c.
	essential tools for every medical office

	d.
	books to learn from while you are in school


____
3.
The principal function of a well-organized portfolio of business letters is to help the medical assistant:

	a.
	write correctly

	b.
	save time

	c.
	use one consistent style

	d.
	spell accurately


____
4.
Which letter style combines efficiency with an attractive page layout?

	a.
	Modified-block

	b.
	Block

	c.
	Simplified

	d.
	None of the above


____
5.
Which letter style would be most appropriate to use when writing a fast business letter to someone?

	a.
	Modified-block

	b.
	Block

	c.
	Simplified

	d.
	Modified-block with indented paragraphs


____
6.
Which of the following dates is written correctly for inclusion in the heading of a letter?

	a.
	5/1/07

	b.
	May 1st, 2007

	c.
	May 1, 2007

	d.
	May 1, ‘07


____
7.
The number of characters allowed for a state code is:

	a.
	5

	b.
	2

	c.
	13

	d.
	1


____
8.
Arrange these names in alphabetic order. Select the sequence of the numbers that reflects the correct alphabetic order.

(1) Woods-Jones, Stefanie

(2) Ross, Kim

(3) Mitchell, Pat

(4) Jones, Sandra

	a.
	(1), (2), (3), (4)

	b.
	(3), (2), (4), (1)

	c.
	(2), (3), (1), (4)

	d.
	(4), (3), (2), (1)


____
9.
Which type of special postal service would you use for a heavy, expensive piece of medical equipment being returned to the manufacturer for a refund?

	a.
	Registered

	b.
	First class

	c.
	Certified 

	d.
	Special delivery


____
10.
Which statement is true regarding the procedures that the medical assistant should perform when handling incoming mail?

	a.
	Do not open any mail addressed to the physician.

	b.
	Check carefully for any enclosures mentioned in letters.

	c.
	Initial each item.

	d.
	Organize all correspondence in alphabetic order.


____
11.
Which of the following words is spelled incorrectly?

	a.
	Homeostasis

	b.
	Pallietive

	c.
	Pleura

	d.
	Sagittal


____
12.
Which of the following words is spelled incorrectly?

	a.
	Leukemia

	b.
	Flexure

	c.
	Hemorhage

	d.
	Parenteral


____
13.
Words that replace nouns so that they do not have to constantly be repeated are called:

	a.
	verbs

	b.
	prepositions

	c.
	pronouns

	d.
	interjections


____
14.
Which of the following is not a basic sentence structure pattern?

	a.
	Subject-complement

	b.
	Subject-object

	c.
	Subject-clause

	d.
	Subject-predicate


____
15.
A group of words containing a subject and predicate is called a:

	a.
	flush

	b.
	clause

	c.
	portfolio

	d.
	grammar


____
16.
Which of the following is the usual business envelope size?

	a.
	No. 5

	b.
	No. 10

	c.
	No. [image: image1.png]




	d.
	No. [image: image2.png]





____
17.
Setting even with the edge of a typed page or column, or having no indentation, is called:

	a.
	flush

	b.
	annotated

	c.
	archaic

	d.
	superfluous


____
18.
The substance number represents the:

	a.
	number of reams of paper in a case

	b.
	quantity of paper that weighs 20 pounds

	c.
	number based on the weight of a ream of paper

	d.
	measurement around a body or item


____
19.
Which of the following letters should the physician sign personally?

	a.
	Orders for office supplies

	b.
	Collection letters to delinquent accounts

	c.
	Letters of solicitation

	d.
	Referral and consultation reports


____
20.
The medical facility can save mailing costs by:

	a.
	using correct ZIP codes

	b.
	presorting

	c.
	using correct postage

	d.
	All of the above
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