Written Communication Chapter 7
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
1.
The impression or pattern that is seen when the paper is held up to he light is called 

	a.
	photo-sensitive.

	b.
	watermark.

	c.
	second quality.

	d.
	thin grained.


____
2.
Types of paper include cotton fiber bond, sulfite bond, and ____ paper.

	a.
	rag bond

	b.
	wool woven

	c.
	linen laid

	d.
	nylon spun


____
3.
Envelopes that have a transparent window are used for 

	a.
	correspondence.

	b.
	invoices and statements.

	c.
	large and bulky documents.

	d.
	materials easily damaged.


____
4.
Envelopes used to send documents that may be damaged in the mail are 

	a.
	tan Kraft.

	b.
	padded.

	c.
	clasp.

	d.
	No. 6.


____
5.
Which of the following is a correct dateline for a business letter?

	a.
	August, 20, 1998

	b.
	Aug. 20, 1998

	c.
	August 20, 1998

	d.
	Aug. 20 1998


____
6.
The letter writer's initials followed by a colon or slash and the typist's initials are called the 

	a.
	identification line.

	b.
	signature block.

	c.
	notations.

	d.
	closing.


____
7.
Notations include information such as the number of enclosures that are included with the letter and 

	a.
	the typist's initials.

	b.
	the names of other people who will be receiving copies of the letter.

	c.
	an acceptable closing.

	d.
	the writer's signatures followed by the address of the business.


____
8.
General guidelines for all letters include 

	a.
	one-inch margins on the left and right of 81/2-inch wide paper.

	b.
	double spacing the body of the letter.

	c.
	long sentences of more than 20 words.

	d.
	single spacing between paragraphs.


____
9.
All lines are typed flush to the left in the 

	a.
	modified-block letter style.

	b.
	full-block letter style.

	c.
	modified-block letter style with indented paragraphs.

	d.
	simplified letter style.


____
10.
The most modern letter style is 

	a.
	modified-block.

	b.
	full-block.

	c.
	simplified.

	d.
	block.


____
11.
The process that ensures that a document is accurate, clear, complete, free of grammatical errors, organized logically, and written in an appropriate style is 

	a.
	proofreading.

	b.
	editing.

	c.
	formatting.

	d.
	style.


____
12.
The USPS service that offers the fastest delivery for a letter going to another state is 

	a.
	Priority Mail.

	b.
	First-class mail.

	c.
	Express Mail.

	d.
	airmail.


____
13.
First–class mail must weigh ____ or less.

	a.
	11 oz.

	b.
	1 lb.

	c.
	10 lbs.

	d.
	70 lbs.


____
14.
Priority class is used for 

	a.
	any item that weighs between 11 oz and 70 lbs.

	b.
	next-day delivery.

	c.
	most medical office correspondence.

	d.
	mail going to foreign countries.


____
15.
If you want an item delivered as soon as it reaches the recipient's post office, use 

	a.
	priority mail.

	b.
	Express Mail.

	c.
	special delivery.

	d.
	certified mail.


____
16.
Which is the mail delivery service that requires the postal carrier to obtain a signature when the item is delivered?

	a.
	special delivery

	b.
	certified mail

	c.
	Express Mail

	d.
	registered mail


____
17.
Which is a type of mail delivery used for sending an item that is valuable, irreplaceable, and provides security of the item?

	a.
	registered mail

	b.
	certified mail

	c.
	return receipt requested

	d.
	priority mail


____
18.
The steps in processing mail involve sorting, opening, recording, annotating, and 

	a.
	distributing.

	b.
	tracing.

	c.
	registering.

	d.
	certifying.


____
19.
Underlining key points, writing reminders, or suggested actions in the margin when reading incoming mail is called 

	a.
	recording.

	b.
	annotating.

	c.
	sorting.

	d.
	distributing.


____
20.
Which of the following abbreviations for the word express way is approved by the USPS?

	a.
	EXPY

	b.
	EXP

	c.
	expy

	d.
	exp
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Answer Section
MULTIPLE CHOICE

1.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-1

2.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-1

3.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-1

4.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-1

5.
ANS:
C


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-4

6.
ANS:
A


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-4

7.
ANS:
B


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-4

8.
ANS:
A


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-4

9.
ANS:
B


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-4

10.
ANS:
C


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-4

11.
ANS:
B


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-5

12.
ANS:
C


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-7

13.
ANS:
A


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-6

14.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-6, 7-7

15.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-6

16.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-7

17.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-7

18.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-6

19.
ANS:
B


REF:
AAMA- Perform basic administrative medical assisting functions. Recognize and respond effectively to verbal, nonverbal and written communications;

OBJ:
7-6

20.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
7-7

