Chapter 5

Writing Business Messages

Multiple Choice

1.  Which of the following is not one of the common faults responsible for most 

     of the organizational problems in business messages? 


a.  The writer includes irrelevant material.


b.  The writer gets to the point too soon.


c.  The writer presents ideas in illogical order.


d.  The writer leaves out necessary information.

ANSWER: b; DIFFICULTY: moderate; PAGE: 126-27; TYPE: concept

2.  Which of the following is not one of the benefits of a well-organized message?


a.  It makes the message more acceptable to the audience.


b.  It saves the audience's time.


c.  It ensures that the audience will agree with the message.


d.  It helps the audience understand the message.

ANSWER: c; DIFFICULTY: moderate; PAGE: 127; TYPE: concept

3.  Which of the following is an example of a message topic? 


a.  "To get the board of directors to increase the research and development 

     budget"


b.  "Competitors spend more than our company does on research and 

     development"


c.  "Funding for research and development"


d.  "The research and development budget is inadequate in our competitive 
     marketplace"

ANSWER: c; DIFFICULTY: moderate; PAGE: 128-29; TYPE: application

4.  The number of major points in your message 


a.  should be three or four, regardless of how long the message is.

b.  should be three for short messages, four or five  for medium-length     

     messages, and six or seven for longer messages.


c.  depends on whether the message is oral or written.


d.  can be unlimited if your audience is knowledgeable about the topic.

ANSWER: a; DIFFICULTY: moderate; PAGE: 130; TYPE: concept

5.  A good outline 


a.  uses only roman numerals.


b.  need not have parallel items.


c.  divides each topic into at least two parts.


d.  does all of the above

ANSWER: c; DIFFICULTY: moderate; PAGE: 131; TYPE: concept

6.  The main idea of a message is


a.  the "hook" that sums up why a particular audience should do or think as 
     you suggest.


b.  the broad subject of a message.


c.  identical with the topic.


d.  all of the above

ANSWER: a; DIFFICULTY: moderate; PAGE: 132; TYPE: concept

7.  When preparing an "organization chart" to help organize a message, you begin

     with 


a.  the main idea.


b.  the major points.


c.  supporting evidence.


d.  whatever you want to begin with.

ANSWER: a; DIFFICULTY: moderate; PAGE: 132; TYPE: concept

8.  Once you have determined your main idea, the next step is to 


a.  do library research.


b.  identify three to five major points that support and clarify the main 

     idea.


c.  fill in your outline with all the supporting evidence for your main idea.


d.  decide on the specific purpose of your message.

ANSWER: b; DIFFICULTY: moderate; PAGE: 132; TYPE: concept

9.  The specific evidence included in a business message should be 


a.  as abstract as possible.


b.  minimal if your subject is complex or unfamiliar.


c.  enough to be convincing but not so much that it's boring.


d.  all of the same type, such as examples or statistics.

ANSWER: c; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

10.  It is preferable to use the indirect approach if your audience will 


a.  have a positive reaction.


b.  be neutral about what you have to say.


c.  be displeased by what you have to say.


d.  be above you in the hierarchy.

ANSWER: c; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

11.  It is preferable to use the direct approach with 


a.  routine, good-news, and goodwill messages.


b.  bad-news messages.


c.  persuasive messages.


d.  all of the above

ANSWER: a; DIFFICULTY: moderate; PAGE: 134; TYPE: concept

12.  When you have bad news to convey, it is a good idea to 


a.  put the bad news at the beginning of your message, thus getting it out 

     of the way immediately.


b.  begin with a neutral statement that leads to the bad news gradually.


c.  put the bad news at the very end of your message.


d.  put off communicating the bad news in hopes the person will get the 

     bad news from someone else.

ANSWER: b; DIFFICULTY: moderate; PAGE: 135; TYPE: concept

13.  For persuasive messages, the best approach is to 


a.  avoid the “you” attitude.


b.  get straight to the point.


c.  begin by making an interesting point that will capture the audience's 

     attention.


d.  open with the main idea and then provide supporting points.

ANSWER: c; DIFFICULTY: moderate; PAGE: 135; TYPE: concept

14.  If you experience writer’s block 


a.  it’s a good idea to read a newspaper or magazine.


b.  you probably need to see a counselor or psychologist.


c.  you’ve probably chosen the wrong main idea for your message.


d.  you should concentrate on the particular paragraph or idea that is 

     giving you the most trouble.

ANSWER: a; DIFFICULTY: moderate; PAGE: 137; TYPE: concept

15.  Which of the following is not an example of obsolete language? 


a.  "We are in receipt of"


b.  "Please be advised that"


c.  "Please let us know"


d.  "We wish to inform you"

ANSWER: c; DIFFICULTY: moderate; PAGE: 138; TYPE: application

16.  Which of the following sentences contains the strongest and most effective 

       wording? 


a.  "Given the parameters of the situation, the most propitious choice 

     would be to make adjustments in certain budget areas."


b.  "We need to cut the operating budget by 12 percent or profits will 

     plummet."


c.  "Someone's going to need to do some budget cutting around here or 

     heads will roll."


d.  "Perusal of budgetary figures reveals that a 12 percent reduction in 

     operations is called for if we are to stave off a negative impact on 

     profits."

ANSWER: b; DIFFICULTY: difficult; PAGE: 138; TYPE: application

17.  Plain English is a style of writing 


a.  used only for casual correspondence.


b.  designed to make technical materials more understandable to the 
  
     audience.


c.  aimed primarily at readers for whom English is a second language.


d.  inappropriate for business communication.

ANSWER: b; DIFFICULTY: moderate; PAGE: 139; TYPE: concept

18.  Identify the voice in the following sentence:  “The report was changed by the 

       marketing manager.”


a.  active


b.  passive


c.  vocative


d.  state of being  

ANSWER: b; DIFFICULTY: difficult; PAGE: 139-40; TYPE: application

19.  Using the passive voice makes sense when 


a.  you want to be diplomatic in pointing out a problem or error.


b.  you want your sentence to be easier to understand.


c.  you need to make your sentences shorter.


d.  you want to emphasize the subject.

ANSWER: a; DIFFICULTY: difficult; PAGE: 139-40; TYPE: concept

20.  Which of the following is a content word? 


a.  around


b.  she


c.  jump


d.  the

ANSWER: c; DIFFICULTY: moderate; PAGE: 140; TYPE: application

21.  The connotative meaning of a word is 


a.  its dictionary meaning.


b.  its literal meaning.


c.  all the associations and feelings the word evokes.


d.  its objective meaning.

ANSWER: c; DIFFICULTY: moderate; PAGE: 140; TYPE: concept

22.  Which of the following words are the most abstract? 


a.  kiss, rose, house


b.  red, sharp, piercing


c.  kick, sniff, tickle


d.  love, beauty, innocence

ANSWER: d; DIFFICULTY: difficult; PAGE: 141; TYPE: application

23.  Which of the following sentences uses the most effective wording?


a.  Once we ascertain the cause of the difficulty, we can effect a solution.


b.  When we’ve gotten to the bottom of this can of worms, we can tackle 

      the sucker.


c.  When we figure out what caused the problem, we can fix it.


d.  After perusing the situation, we should be able to brainstorm some 

     possible salutary scenarios.

ANSWER: c; DIFFICULTY: moderate; PAGE: 141-42; TYPE: application

24.  “While you may agree with Joan’s recommendations, you must admit that her 

        suggestions would save the company money” is a


a.  simple sentence


b.  compound sentence


c.  complex sentence


d.  compound-complex sentence

ANSWER: c; DIFFICULTY: difficult; PAGE: 143; TYPE: application

25.  “Stock prices have fallen, and foreign investments are far below normal 

        levels” is a


a.  simple sentence


b.  compound sentence


c.  complex sentence


d.  compound-complex sentence

ANSWER: b; DIFFICULTY: difficult; PAGE: 143; TYPE: application

26.  Which of the following is a compound sentence? 


a.  "David is a good worker, and he deserves a raise."


b.  "Because David is a good worker, he deserves a raise."


c.  "David, a good worker, deserves a raise."


d.  "Having been a good worker, David will no doubt receive a raise."

ANSWER: a; DIFFICULTY: moderate; PAGE: 143; TYPE: application

27.  A complex sentence is one characterized by 


a.  two independent clauses joined by a coordinating conjunction.


b.  a single subject and a single predicate plus any modifying phrases.


c.  two or more independent clauses along with all modifying phrases.


d.  an independent clause and one or more dependent clauses related to it.

ANSWER: d; DIFFICULTY: moderate; PAGE: 143; TYPE: concept

28.  You can emphasize key points by


a.  giving more space to important ideas.


b.  making important ideas the subject of the sentence.


c.  using effective phrasing and sentence style.


d.  doing all of the above

ANSWER: d; DIFFICULTY: moderate; PAGE: 144-45; TYPE: concept

29.  To downplay a dependent clause in a complex sentence, you 


a.  place it at the beginning of the sentence.


b.  place it at the end of the sentence.


c.  bury it in the middle of the sentence.


d.  set it off with a semicolon.

ANSWER: c; DIFFICULTY: moderate; PAGE: 145; TYPE: concept

30.  A typical paragraph contains the three basic elements of 


a.  a topic sentence, related sentences, and transitional elements.


b.  simple, compound, and complex sentences.


c.  the main idea, supporting ideas, and evidence.


d.  a problem, discussion, and a solution.

ANSWER: a; DIFFICULTY: moderate; PAGE: 145-46; TYPE: concept

31.  Words such as "nevertheless," "however," "but," and "therefore" 


a.  are called pointer words.


b.  introduce modifiers.


c.  occur only in complex sentences.


d.  are useful for making transitions.

ANSWER: d; DIFFICULTY: moderate; PAGE: 146; TYPE: concept

32.  A paragraph that focuses on the reasons for something is developed according 

       to which method?


a.  Illustration


b.  Comparison and contrast


c.  Cause and effect


d.  Problem and solution

ANSWER: c; DIFFICULTY: difficult; PAGE: 147; TYPE: concept 

33.  When you want to develop a paragraph by showing how a general idea is 

        broken into specific categories, which of these methods would you use?


a.  illustration


b.  comparison and contrast


c.  cause and effect


d.  classification

ANSWER: d; DIFFICULTY: difficult; PAGE: 147; TYPE: concept

34.  A boilerplate is 


a.  a piece of computer hardware used to increase modem speed.


b.  a standard block of text used in various documents without being 

     changed.


c.  a list of most-used e-mail addresses.


d.  a hotplate for boiling water.

ANSWER: b; DIFFICULTY: moderate; PAGE: 147; TYPE: concept

35.  Which of the following would be the most effective e-mail subject line? 


a.  2003 budget


b.  Talking ‘bout the big bucks


c.  Input needed for 2003 budget planning


d.  Projected expenses

ANSWER: c; DIFFICULTY: moderate; PAGE: 149; TYPE: concept
True or False

36.  It doesn’t matter how well your message is organized as long as your point 

       gets made. 

ANSWER: F; DIFFICULTY: easy; PAGE: 127; TYPE: concept

37.  A well-organized message tends to be longer than a disorganized one. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 127; TYPE: concept

38.  Every business message can be boiled down to one main idea or central point. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 128; TYPE: concept

39.  A message's topic, purpose, and main idea are virtually identical. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 128-29; TYPE: concept

40.  The longer your message, the more major points you should include. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 130; TYPE: concept

41.  You can keep your message brief if you are presenting routine information to 

       a knowledgeable audience that already finds you credible.

ANSWER: T; DIFFICULTY: moderate; PAGE: 130; TYPE: concept

42.  With today’s word processing programs, outlines are no longer necessary 

        when preparing complex messages.

ANSWER: F; DIFFICULTY: moderate; PAGE: 130-31; TYPE: concept 

43.  Transitions should not be inserted into an outline—only main points. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 131; TYPE: concept  

44.  Everything in a message should either support the main idea or explain its 

       implications. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 132; TYPE: concept 

45.  Whereas your main idea and major points tend to be general and abstract, 

        your supporting evidence should be specific and concrete. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

46.  Even if your subject is routine and the audience is positively inclined toward 

       your message, you need to include a lot of facts and figures to demonstrate 

       your points. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

47.  A good way to keep your audience interested is to vary the types of details 

       you offer to support your major points. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

48.  In the direct approach, the evidence comes first, and the main idea comes 

       later. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

49.  Your choice of using a direct or indirect approach depends on three factors: 

       expected audience reaction, message length, and message type. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 134; TYPE: concept

50.  Routine messages call for the direct approach. 

ANSWER: T; DIFFICULTY: easy; PAGE: 134-35; TYPE: concept

51.  When preparing bad-news messages, you are better off opening with a neutral 

        point and delaying the negative information until after you’ve given an 

        explanation for the bad news. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 135; TYPE: concept

52.  The most persuasive messages are those that take the direct approach. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 135; TYPE: concept

53.  Once you prepare your outline, you should not ever deviate from it when 

       writing the draft. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 136; TYPE: concept

54.  Good business letters use language that is as formal as possible and use 

       proven terminology such as "please be advised that" and "we are in receipt 

       of."

ANSWER: F; DIFFICULTY: moderate; PAGE: 137-38; TYPE: concept

55.  Enlivening business messages with humor will always please your readers, 

       especially if they don't know you very well. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 138; TYPE: concept

56.  Bragging about your company's accomplishments can be offensive to readers. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 138; TYPE: concept

57.  Plain English is a style of writing used primarily for communicating to those 

       for whom English is a second language. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 139; TYPE: concept

58.  You should strive to completely avoid use of the passive voice in business 

       writing. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 139-40; TYPE: concept

59.  Conjunctions, prepositions, articles, and pronouns are all functional words. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 140; TYPE: concept

60.  Connotative meanings are the literal or dictionary meanings of words. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 140; TYPE: concept

61.  In business communication it is best to use words that are low in connotative 

       meaning. 

ANSWER: T; DIFFICULTY: moderate; PAGE: 141; TYPE: concept

62.  Abstract words are direct, vivid, clear, and exact. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 141; TYPE: concept

63.  Abstract words should be completely avoided in business writing. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 141; TYPE: concept

64.  Clichés are a valuable tool in business writing, as readers find such words and 

        phrases to be comfortable and familiar.

ANSWER: F; DIFFICULTY: moderate; PAGE: 142; TYPE: concept

65.  A compound sentence is one that contains one main thought (independent 

       clause) and one or more subordinate thoughts (dependent clauses). 

ANSWER: F; DIFFICULTY: moderate; PAGE: 143; TYPE: concept

66.  To emphasize a dependent clause, it is better to put it is at the end of a 

       sentence rather than in the middle. 

ANSWER: T; DIFFICULTY: difficult; PAGE: 144; TYPE: concept

67.  Coherence within and between paragraphs is achieved through the use of 

       transitional words and phrases.

ANSWER: T; DIFFICULTY: moderate; PAGE: 146; TYPE: concept

68.  When developing paragraphs, you should stick to one method within each 

        paragraph and throughout a document. 

ANSWER: F; DIFFICULTY: moderate; PAGE: 147; TYPE: concept

69.  When replying to an e-mail message, you should always quote the sender’s 

        original message in its entirety.

ANSWER: F; DIFFICULTY: moderate; PAGE: 148; TYPE: concept

70.  If you want to capture the audience’s attention for your e-mail message, it is 

       best to use a subject line that teases, such as “Please read B4 noon.” 

ANSWER: F; DIFFICULTY: moderate; PAGE: 149; TYPE: concept

Fill-in-the-Blank

71.  The central point or theme of a message is its ____________________ 

        _____________________. 

ANSWER: main idea; DIFFICULTY: easy; PAGE: 128; TYPE: concept

72.  In the ____________________ approach to organizing a message, the main 

       idea comes first, followed by the evidence. 

ANSWER: direct or deductive; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

73.  In the ____________________ approach to organizing a message, the 

       evidence comes first, and the main idea comes later.

ANSWER: indirect or inductive; DIFFICULTY: moderate; PAGE: 133; TYPE: concept

74.  The most straightforward business messages are routine, good-news, and 

        ____________________ messages. 

ANSWER: goodwill; DIFFICULTY: moderate; PAGE: 134; TYPE: concept

75.  Style is the way you use words to achieve a certain ____________________, 

       or overall impression. 

ANSWER: tone; DIFFICULTY: difficult; PAGE: 136; TYPE: concept

76.  A sentence is in the ____________________ voice when the subject follows 

       the verb and the object precedes it. 

ANSWER: passive; DIFFICULTY: difficult; PAGE: 139; TYPE: concept

77.  ____________________ words express relationships and have only one 

       unchanging meaning in any given context; ____________________ words, 

       such as nouns, verbs, adjectives, and adverbs, carry the meaning of the 

       sentence.

ANSWER: Functional, content; DIFFICULTY: moderate; PAGE: 140; TYPE: concept

78.  The ____________________ meaning of a word is its literal, dictionary 

       meaning, whereas the ____________________ meaning includes all the 

       associations and feelings it evokes. 

ANSWER: denotative, connotative; DIFFICULTY: moderate; PAGE: 140; TYPE: concept

79.  ____________________ words express a concept or quality, not a tangible 

       object. 

ANSWER: abstract; DIFFICULTY: moderate; PAGE: 141; TYPE: concept

80.  ____________________ sentences express two or more independent but 

       related thoughts of equal importance. 

ANSWER: compound; DIFFICULTY: moderate; PAGE: 143; TYPE: concept

81.  ____________________ sentences express one main thought and one or 

       more subordinate thoughts related to it. 

ANSWER: complex; DIFFICULTY: moderate; PAGE: 143; TYPE: concept

82.  A (An) ____________________ is a cluster of sentences related to the same 

       general topic. 

ANSWER: paragraph; DIFFICULTY: moderate; PAGE: 145; TYPE: concept

83.  Most paragraphs consist of a ____________________ sentence, related 

       sentences, and transitional elements. 

ANSWER: topic; DIFFICULTY: moderate; PAGE: 145; TYPE: concept

84.  Coherence is achieved through the use of ____________________ that show 

       the relationship between paragraphs and among sentences within paragraphs. 

ANSWER: transitions; DIFFICULTY: moderate; PAGE: 146; TYPE: concept

85.  A standard block of text used in various documents without being changed is 

       called a (an) ____________________. 

ANSWER: boilerplate; DIFFICULTY: moderate; PAGE: 147; TYPE: concept

Short Answer

86. Briefly explain why good organization is important to both you and your

      audience.

ANSWER: Good organization will help save you time; it will let you get advance input from your audience, or divide the writing job among co-workers. It helps the audience understand and accept your message, and it saves them time.

DIFFICULTY: difficult; PAGE: 127; TYPE: concept

87. Briefly explain the difference between the topic of a business message and the 

      main idea.

ANSWER: Whereas the topic of a business message is its broad subject, the main idea makes a statement about that topic.

DIFFICULTY: moderate; PAGE: 128-29; TYPE: concept

88. List four activities required to organize business messages effectively.

ANSWER: To organize a message effectively, you should define the main idea, limit the scope, group supporting points, and establish their sequence by selecting either a direct or an indirect approach.

DIFFICULTY: difficult; PAGE: 128-33; TYPE: concept

89. Should the number of points you cover increase in longer business messages? 

      Explain why or why not.

ANSWER: Regardless of how long a business message will be, it is best to stick with three or four major points—five is the most your audience will remember. Instead of introducing additional points, develop complex issues more fully by supporting your points with a variety of evidence.

DIFFICULTY: difficult; PAGE: 130; TYPE: concept

90. List five features of an effective outline.

ANSWER: (1) Outlines use numbers to identify each point. (2) Outlines indent points to show which ideas are of equal status. (3) Outlines divide a topic into at least two parts. (4) Outlines restrict each subdivision to one category. (5) Outlines ensure that each group of ideas is separate and distinct.

DIFFICULTY: difficult; PAGE: 131; TYPE: concept

91. Briefly explain the difference between the direct (deductive) and indirect 

     (inductive) approaches to organizing business messages.

ANSWER: In the direct approach, the main idea comes first, followed by supporting evidence. In the indirect approach, the evidence comes first, and the main idea comes later.

DIFFICULTY: moderate; PAGE: 133; TYPE: concept

92. Identify three factors you must consider before choosing a direct or an indirect    

      approach.

ANSWER: The three factors are audience reaction, message length, and message type

DIFFICULTY: moderate; PAGE: 134; TYPE: concept

93. List four things you should avoid if you want to achieve a conversational tone 

      in business messages.

ANSWER: Avoid (1) obsolete language such as “in due course” or “we are in receipt of,” (2) intimacy—don’t be overly friendly or chatty, 3) humor, (4) preaching and bragging.

DIFFICULTY: difficult; PAGE: 136-38; TYPE: concept

94. What two measures you can take to help create more effective sentences?

ANSWER: (1) Use all four types of sentences. (2) Emphasize key thoughts with 

sentence style—try to be straightforward and simple. 

DIFFICULTY: moderate; PAGE: 144; TYPE: concept

95. Explain how to create effective subject lines for business e-mails. Then give at 

      least two contrasting examples to illustrate.

ANSWER: Effective subject lines are informative. They are specific rather than general, and they do more than simply describe or classify message content. For example, a vague subject line such as “Status report” is far less informative than one that reads “Warehouse remodeling is on schedule.” 

DIFFICULTY: difficult; PAGE: 149; TYPE: concept/application

Essay

96. Describe four of the most common organization mistakes made by 

      communicators, then list solutions for each.

ANSWER: (1) Taking too long to get to the point (2) Including irrelevant material (3) Getting ideas mixed up (4) Leaving out necessary information. Solutions to these problems are (1) Make the subject and purpose clear. (2) Include only information that is related to the subject and purpose. (3) Group ideas and present them in a logical way. (4) Include all necessary information.

DIFFICULTY: difficult; PAGE: 126-27; TYPE: concept

97. List three situations in which the passive voice can help you demonstrate the 

      “you” attitude.

ANSWER: The passive voice can be helpful when you need to shift emphasis away from the person who is the subject of your message. These situations include (1) when you need to be diplomatic in pointing out a problem or error,(2) when you want to avoid attributing either praise or blame, and focus instead on what’s being done, and (3) when you seek to create an objective tone. 

DIFFICULTY: difficult; PAGE: 140; TYPE: concept

98. Explain what it means to “think like a wordsmith,” then list four techniques 

      for selecting the best words when writing business messages.

ANSWER: Wordsmiths are concerned with using language to be clear, concise, and accurate. Business writers should keep the same goals in mind. Selecting the best words in business messages involves (1) choosing strong words—verbs and nouns are better than adjectives and adverbs; (2) choosing familiar words—avoid pompous language with big words and complicated phrases; (3) avoiding clichés; (4) avoiding jargon.

DIFFICULTY: difficult; PAGE: 141-42; TYPE: concept

99. What are the five most common techniques for developing paragraphs?

ANSWER: There are several common techniques for developing paragraphs. Illustration involves giving examples to demonstrate the main idea. Comparison or contrast involve using similarities or differences. Cause and effect requires focusing on the reasons for something. Classification involves showing how a general idea is broken into specific categories. Finally, problem and solution requires presenting a problem and then discussing the solution.

DIFFICULTY: difficult; PAGE: 147; TYPE: concept

100. You need to send an e-mail to the employees you supervise informing them 

        of an important meeting coming up on Friday. You want to make sure they 

        bring a copy of a recent consultant’s report with them. Explain what subject 

         line you would use and how you arrived at your decision.

ANSWER: An effective subject line for this e-mail would be something like “Bring consultant’s report to Friday’s meeting.” It would be important to avoid putting something as ambiguous as “Meeting,” as the recipients would probably not place much importance on the e-mail. By using the subject line to state a task you want the audience to perform, you get their attention and let them know right away what they need to do.

DIFFICULTY: difficult; PAGE: 149; TYPE: application  
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