MIDTERM EXAMINATION
Spring 2009
ENG201- Business and Technical English Writing (Session-1) .,

SOLVED BY : GULSHAN ALI (HAFIZABAD) _

Question No: 1  ( Marks: 1) - Please choose one

Which one of these words is not a synonym for ''business''?

> capital

> enterprise

> project

venture
>

Question No: 2 ( Marks: 1) - Please choqs'é"aq_e_:

Which format should be used if the document.:ﬁv;'il‘!"be_.ééiit'-tg outside individuals?

> Letter
> Presentation
> Memorandum

> Manuscript

b.."AdjllStl’f;CI_l.t .l.é't'te";s

Inquiry lettets

Deposit letters
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Question No: 4  ( Marks: 1) - Please choose one

Which question is used to ask about residential status?

» What's your address?
P Where are you from?
P Where do you belong to?

P Please sign here.

p I'm fine.
P I'm alright.
» How do you do?

» I’'m doing fine.

» Ken spe’fgkmg"-

B This is Ken

™.Can you hold 0{1‘?":‘

Question N07 ( Marks: 1) - Please choose one

Complete the question tag: They worked for Kaufman's,
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P Did they?
» Haven't they?
P Didn't they?

P Had they?

Question No: 8  ( Marks: 1) - Please choose one

Which of the following is achieved through a balance between preéisg.laﬁ'gu;gévdhd

familiar language?

P Clarity
» Correctness
» Concreteness

p Conciseness

Question No: 9 (Marks: 1 );"i Pléase c"l'i'()(;“s:é;one

Which of the following is tﬂe first thingyou must consider while writing a resume?

> Plaﬁﬁingjﬁi‘l; objectives
p Evaluating your objectives

» Revising your objectives

Join: http:// .ning.com For Exclusive Projects, Reports & Latest Papers

L JOIN NOW




WWW. .COM

Question No: 10

( Marks: 1) - Please choose one

How many steps are essential for successful oral statement?

P Five
» Six
» Seven

» Eight

P Make your name and professional achievements prominent

> Put the: -

» Place the

Question- N, 0:12°}

Whatkmd ot:.-pgper

p White paper

i postan nfor_yiiation first

mé"and_.ﬁfofegsional objectives at the top

(Marks 1) - Please choose one

can be used for a Conventional Résumé?
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P Buff paper

P Gray paper

P All of the above

Question No: 13  ( Marks: 1) - Please choose one

What strategies should be opted for writing to Technicians?

P Keep introductions and background information brief

P Make information accessible

» All of the above R

Question No: 14  ( Marks: 1) - Please choosel‘ﬂnez'

How many aspects does Accuracy have?

» 6
» 5
» 4

>3

- Please choose one

Question No: 15

Which_..typé“i')"t? lettéi“nat‘onlji conveys information, but also establishes a contractual
relatiim_smhin['i"i)etwéén.y.(')l;i?“and the organization or person offering you the position?

p Job application letter
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» Acceptance letter
P Inquiry letter

P Transmittal letter

Question No: 16  ( Marks: 1) - Please choose one

Communication can be defined as-----------

P A sense of unshared understanding:ﬁf

P The process of attempting to drop 1nf®rmat10n~-._'

P The activity of conveying information ’

P Replacement of sometpjpg

Question No: 17 ( Marks: 2~

What is the difference be;w%en qovi;if}le;t’ér and resume?

Questlon No: 21 (Marks: 10)




You are student of business administration, at the end of session you are required to
do one year internship experience in a well reputed software company (Adam Soft).
Write a letter of inquiry to Director of Software Company (Adam Soft) about
internship opportunities and present yourself fully enthusiastic, motivated and

active participant.




