QUIZ:  Chapter 9 (FORMAL REPORTS)
1. Which of the following is not a part of the long report? 

a) letter of transmittal

b) list of acknowledgements of help

c) executive summary

d) glossary

2. The front matter of a long report includes: 

a) title page, table of contents, executive summary

b) title page, appendices, letter of transmittal

c) title page, list of acknowledgements, executive summary

d) all of the above

3. Which of the following does not apply to a long report? 

a) write different parts for different readers

b) place important information first

c) repeat key points when necessary

d) always place parenthetical definitions with technical terms

4. The executive summary should: 

a) introduce the topic of the report and thank the contractor for the opportunity to write it

b) introduce the topic of the report and give the recommendations and conclusions

c) introduce a brief overview of the report

d) be placed right after the title page

5. The front matter that precedes the first page of the body is numbered in: 

a) lowercase Roman numerals

b) Arabic numerals

c) lowercase letters

d) there is no need to number front matter

6. The appendices should be numbered in: 

a) lowercase Roman numerals

b) Arabic numerals

c) lower- or uppercase letters

d) there is no need to number appendices

7. The letter of transmittal should be written in: 

a) a formal style to fit the report

b) first person

c) a conversational style free of technical jargon

d) third person

8. Conclusions and recommendations is: 

a) a critical part of the report that is placed near the beginning

b) always separated and analyzed

c) a section that can be presented together in a coherent report

d) a section that usually deals with subjective opinion

9. Appendices are used for: 

a) information that is important, but would clutter the text of the report

b) information that is extraneous, but might be of interest to some readers

c) information that is required by law in a formal report

d) all of the above

10. The best guideline for discussion in a formal report is to: 

a) move from fact to opinion

b) move from opinion to fact

c) leave opinion out entirely

d) present the facts and let the audience decide






