Excellence in Business Communication, 9e (Thill/Bovee) 

Chapter 12  Writing Reports and Proposals

1) When writing reports for audiences in other cultures, it is generally best to adopt a

A) less formal tone than you would normally use.

B) more formal tone than you would normally use.

C) tone that demonstrates your sense of humor.

D) none of the above.

Answer:  D

Diff: 2
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

2) The writing style for a report should be more formal if

A) you know your readers reasonably well.

B) your report is internal.

C) the subject is controversial or complex.

D) the report is relatively short.

Answer:  C

Diff: 2
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

3) Which of the following statements has the most formal tone?

A) The financial analysis clearly shows that buying TramCo is the best alternative.

B) I think we should buy TramCo.

C) In my opinion, we should consider the purchase of TramCo.

D) We therefore conclude that acquiring TramCo would (based on information we have gathered) be in our company's best interest.

Answer:  A

Diff: 2
Page Ref: 356

Skill:  Application

Objective:  1

AACSB:  Analytic Skills

4) When writing business reports for outsiders (such as customers or suppliers), it is best to

A) use a more formal tone than you would for an internal audience.

B) use a less formal tone than you would for an internal audience.

C) include personal references such as "you" and "us."

D) use a great deal of idiomatic language.

Answer:  A

Diff: 2
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

5) The introduction (or opening) of a business report or proposal should always

A) outline your conclusions or recommendations.

B) list all the sources from which you draw information.

C) provide a detailed description of your qualifications to write the report.

D) explain the reason for the report's existence.

Answer:  D

Diff: 1
Page Ref: 357

Skill:  Concept

Objective:  2

AACSB:  Communication

6) The detailed proof needed to support your conclusions and recommendations should appear in the ________ of your report.

A) opening

B) body

C) close

D) appendix

Answer:  B

Diff: 2
Page Ref: 357

Skill:  Concept

Objective:  1

AACSB:  Communication

7) The close of a report should

A) emphasize the main points of the message.

B) summarize reader benefits if the document suggests a change.

C) refer back to all the pieces and remind readers how those pieces fit together.

D) achieve all of the above.

Answer:  D

Diff: 1
Page Ref: 357

Skill:  Concept

Objective:  1

AACSB:  Communication

8) To gain credibility with your audience in business reports, do all of the following except

A) research all sides of your topic.

B) make the report lengthy.

C) avoid including irrelevant information.

D) document your findings with credible sources.

Answer:  B

Diff: 2
Page Ref: 359

Skill:  Concept

Objective:  1

AACSB:  Communication

9) In the close of a report intended to prompt sales personnel to meet specific goals, you should

A) provide hints on what the audience should do so you don't sound like you're giving orders.

B) instruct your audience to contact you about what they should do next.

C) make sure your readers understand exactly what's expected of them and when it's expected.

D) any of the above.

Answer:  C

Diff: 3
Page Ref: 361

Skill:  Application

Objective:  1

AACSB:  Communication

10) If you end up with multiple conclusions, recommendations, or actions in your report, it is best to

A) go back to the drawing board and cut them down to one or two, at the most.

B) combine similar items to make it easy on your readers.

C) number and list them.

D) leave them out of the report itself and include them in an appendix.

Answer:  C

Diff: 2
Page Ref: 361

Skill:  Concept

Objective:  1

AACSB:  Communication

11) A proposal should

A) follow the AIDA plan.

B) follow the plan for good-news messages.

C) avoid the "you" attitude.

D) be as vague as possible.

Answer:  A

Diff: 2
Page Ref: 362

Skill:  Concept

Objective:  2

AACSB:  Communication

12) In the introduction to your proposal to establish a paperless office, it is important to

A) prove that your proposal is appropriate and feasible for your audience.

B) admit that it is probably not the right time to implement your ideas.

C) single out and emphasize what you see as the proposal's greatest weakness.

D) do none of the above.

Answer:  A

Diff: 2
Page Ref: 362

Skill:  Application

Objective:  2

AACSB:  Communication

13) The introduction of a solicited proposal

A) need not be as detailed as that of an unsolicited proposal.

B) should refer specifically to the RFP that initiated it.

C) should downplay the magnitude of the problem you're addressing.

D) is expected to be much longer than that of an unsolicited proposal.

Answer:  B

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

14) Which of the following is not an element normally included in the introduction of a proposal?

A) Background/statement of the problem or opportunity

B) Proposed solution to the problem

C) The scope of the report

D) Statement of qualifications

Answer:  D

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

15) In the body of a proposal, the section describing the concept, product, or service you have to offer should

A) stress the benefits that are relevant to your readers' needs.

B) point out any advantages that you have over your competitors.

C) include information on your organization's experience, personnel, and facilities.

D) all of the above

Answer:  D

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

16) In a proposal, the work plan

A) is presented in the conclusion.

B) is contractually binding.

C) outlines the costs of the proposed actions.

D) involves all of the above.

Answer:  B

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

17) When writing content to post on the web, keep in mind that readers are generally ________ of online content.

A) respectful

B) receptive

C) skeptical.

D) none of the above

Answer:  C

Diff: 2
Page Ref: 364

Skill:  Concept

Objective:  3

AACSB:  Communication

18) A public health expert is writing an online report on lead hazards for a widespread audience. To use the inverted pyramid style of organization, she would cover the most important information

A) only at the end of the report.

B) only at the beginning of the report.

C) briefly at the beginning and then gradually reveal successive layers of detail.

D) none of the above.

Answer:  C

Diff: 2
Page Ref: 365

Skill:  Application

Objective:  3

AACSB:  Communication

19) In an online report, headings

A) should rarely be used.

B) help readers skim pages more quickly.

C) are considered trendy and should usually be avoided.

D) complicate the organization of your report by enabling readers to jump from section to section.

Answer:  B

Diff: 1
Page Ref: 365

Skill:  Concept

Objective:  3

AACSB:  Technology

20) A safe, nonpublished section of the wiki where members can practice editing and writing is called the

A) free zone.

B) drafting area.

C) sandbox.

D) none of the above

Answer:  C

Diff: 2
Page Ref: 366

Skill:  Concept

Objective:  3

AACSB:  Communication

21) When preparing review sections in a report

A) always write them in narrative form, not as lists.

B) use review sections to summarize key points and help readers absorb the information they just read.

C) introduce new facts and information to support the review points.

D) do all of the above.

Answer:  B

Diff: 2
Page Ref: 366

Skill:  Concept

Objective:  1

AACSB:  Communication

22) Principles of effective graphic design include all of the following except

A) contrast.

B) consistency.

C) spectacle.

D) balance.

Answer:  C

Diff: 2
Page Ref: 368-370

Skill:  Concept

Objective:  4

AACSB:  Communication

23) ________ refers to decorative elements that clutter documents without adding any relevant information.

A) Distractum

B) Graphic overload

C) Visual noise

D) Chartjunk

Answer:  D

Diff: 2
Page Ref: 370

Skill:  Concept

Objective:  4

AACSB:  Communication

24) When choosing points to illustrate with visuals in your report, you should

A) limit yourself to only those parts that are complex and/or controversial.

B) consider adding visuals to parts that seem a little bit dull.

C) never add more than five visuals, regardless of the report's length.

D) do none of the above.

Answer:  B

Diff: 4
Page Ref: 370

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

25) If you have a great deal of detailed, specific information to present, the best visual to use would be

A) a table.

B) a pie chart.

C) a diagram.

D) none of the above.

Answer:  A

Diff: 2
Page Ref: 371

Skill:  Concept

Objective:  5

AACSB:  Communication

26) The best type of visual aid for showing that annual consumer spending has decreased over the past ten years would be

A) a table.

B) a pie chart.

C) a line chart.

D) an organization chart.

Answer:  C

Diff: 3
Page Ref: 371

Skill:  Application

Objective:  5

AACSB:  Analytic Skills

27) A surface chart is

A) a type of three-dimensional pie chart.

B) a form of line chart in which all the lines add up to the top line.

C) a type of map showing various terrains.

D) used to show interrelationships within an organization.

Answer:  B

Diff: 2
Page Ref: 374

Skill:  Concept

Objective:  5

AACSB:  Communication

28) A bar chart would be particularly useful for

A) illustrating what percentages of a company's monthly budget are spent on utilities and other expenses.

B) comparing market shares of three breakfast cereals from 2007 to 2009.

C) showing the stages in production of a jet engine.

D) depicting the proportion of advertising dollars spent on various major media.

Answer:  B

Diff: 2
Page Ref: 374

Skill:  Application

Objective:  5

AACSB:  Analytic Skills

29) The best way to illustrate what percentage of your firm's annual budget is spent on what would be a

A) pie chart.

B) line chart.

C) bar chart.

D) flowchart.

Answer:  A

Diff: 2
Page Ref: 376

Skill:  Application

Objective:  5

AACSB:  Communication

30) In business reports, it is best to place each visual

A) within, beside, or immediately after the paragraph it illustrates.

B) just before the paragraph referring to it.

C) with other visuals at the end of each chapter.

D) with other visuals in an appendix at the end of the report.

Answer:  A

Diff: 2
Page Ref: 383

Skill:  Concept

Objective:  6

AACSB:  Communication

31) The primary difference between titles and captions of visuals is that

A) titles are usually longer than captions.

B) captions usually appear above visuals, whereas titles appear below.

C) captions are often longer than titles.

D) titles provide detailed descriptions of visuals, but captions give only short descriptions.

Answer:  C

Diff: 2
Page Ref: 383

Skill:  Concept

Objective:  6

AACSB:  Communication

32) Which of the following is an example of a descriptive title for a visual aid?

A) How CamCo Reduces Costs

B) CamCo Cost Reductions

C) Reducing Costs Is a Number-One Goal at CamCo

D) Whither Camco?

Answer:  A

Diff: 3
Page Ref: 383

Skill:  Application

Objective:  6

AACSB:  Analytic Skills

33) Legends should be included with

A) controversial reports.

B) all visuals in business reports.

C) visuals that are more complex than a simple graph or a series of data.

D) all of the above.

Answer:  C

Diff: 2
Page Ref: 383

Skill:  Concept

Objective:  6

AACSB:  Communication

34) When it comes to documenting sources in business reports,

A) it is not necessary to document any information, even if it is based on someone else's research.

B) you should tell the audience if you relied on outside information, but it is not necessary to provide full citations.

C) you should document anything in the text that comes from an outside source, but nothing in the visuals requires documentation.

D) anything from outside sourceswhether it appears in the text or in a visualshould be fully documented.

Answer:  D

Diff: 3
Page Ref: 383

Skill:  Application

Objective:  6

AACSB:  Analytic Skills

35) When creating visuals, it is highly unethical to

A) leave out important information, such as data points that don't fit your needs.

B) "airbrush" the photos of company executives to make them look more attractive.

C) overload your report with unnecessary tables and charts.

D) simplify data from other sources.

Answer:  A

Diff: 2
Page Ref: 384-385

Skill:  Concept

Objective:  6

AACSB:  Ethical Reasoning

36) In business, the longer the report, the less formal your tone should be.

Answer:  FALSE

Diff: 2
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

37) Communicating with people within your organization usually calls for more formality than one would use in reports for customers or suppliers.

Answer:  FALSE

Diff: 1
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

38) When drafting reports for those in other cultures, using idiomatic language is an effective strategy for connecting with your audience.

Answer:  FALSE

Diff: 1
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

39) All formal business reports should include all of the following elements in the introduction: authorization, problem/purpose, scope, background, sources/methods, definitions, limitations, and report organization.

Answer:  FALSE

Diff: 2
Page Ref: 359-360

Skill:  Concept

Objective:  1

AACSB:  Communication

40) Documenting secondary sources is important in college, but not in business reports.

Answer:  FALSE

Diff: 1
Page Ref: 359

Skill:  Concept

Objective:  1

AACSB:  Communication

41) In a business report, you should not introduce new facts as part of a conclusion or recommendation.

Answer:  TRUE

Diff: 2
Page Ref: 361

Skill:  Concept

Objective:  1

AACSB:  Communication

42) Combining conclusions and recommendations under one heading is not acceptable in business reports.

Answer:  FALSE

Diff: 2
Page Ref: 361

Skill:  Concept

Objective:  1

AACSB:  Communication

43) In solicited proposals, you have more freedom in terms of scope and organization than you do in unsolicited proposals.

Answer:  FALSE

Diff: 2
Page Ref: 361

Skill:  Concept

Objective:  2

AACSB:  Communication

44) Most RFPs spell out exactly what you should cover in your report and in what order.

Answer:  TRUE

Diff: 2
Page Ref: 361

Skill:  Concept

Objective:  2

AACSB:  Communication

45) Your writing approach for a proposal should be similar to that used for persuasive messages.

Answer:  TRUE

Diff: 1
Page Ref: 362

Skill:  Concept

Objective:  2

AACSB:  Communication

46) The general purpose of any proposal is to get your audience members to change their minds about some important issue.

Answer:  FALSE

Diff: 2
Page Ref: 362

Skill:  Concept

Objective:  2

AACSB:  Communication

47) In formal proposals, you should summarize both the problem and the solution you propose.

Answer:  TRUE

Diff: 1
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

48) Using the "you" attitude is inappropriate when writing proposals.

Answer:  FALSE

Diff: 1
Page Ref: 356

Skill:  Concept

Objective:  2

AACSB:  Communication

49) If your proposal is solicited, its introduction should refer to the RFP specifically.

Answer:  TRUE

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

50) In a proposal to upgrade a potential client's phone system, it would be arrogant to include information about your company's extensive experience with that type of work.

Answer:  FALSE

Diff: 2
Page Ref: 363

Skill:  Application

Objective:  4

AACSB:  Ethical Reasoning

51) When presenting reports online, you should generally expect the audience to be more skeptical of your content.

Answer:  TRUE

Diff: 2
Page Ref: 364

Skill:  Concept

Objective:  4

AACSB:  Communication

52) Using the inverted pyramid style to organize online reports involves presenting the most important information briefly at first and then gradually revealing successive layers of detail.

Answer:  TRUE

Diff: 2
Page Ref: 365

Skill:  Concept

Objective:  3

AACSB:  Ethical Reasoning

53) Using a wiki to collaborate on business reports does not require a unique approach to writing.

Answer:  FALSE

Diff: 2
Page Ref: 366

Skill:  Concept

Objective:  3

AACSB:  Communication

54) Making arbitrary changes in color, shape, size, or texture is one way of stimulating an audience's interest in your presentation.

Answer:  FALSE

Diff: 1
Page Ref: 368

Skill:  Concept

Objective:  4

AACSB:  Communication

55) A good way to distinguish between 2011 and 2012 on a bar chart illustrating monthly expenses would be to use contrasting colors.

Answer:  TRUE

Diff: 2
Page Ref: 368

Skill:  Application

Objective:  4

AACSB:  Communication

56) Emphasizing background features (such as the grid lines on a chart) is helpful to your audience.

Answer:  FALSE

Diff: 2
Page Ref: 370

Skill:  Concept

Objective:  4

AACSB:  Communication

57) The more decorative elements you can add to a graphic, the more interesting and useful it will be to the audience.

Answer:  FALSE

Diff: 2
Page Ref: 370

Skill:  Concept

Objective:  4

AACSB:  Communication

58) Altering the horizontal or vertical scale on a chart or graph can profoundly influence your audience's perception of the data you present.

Answer:  TRUE

Diff: 1
Page Ref: 384-385

Skill:  Concept

Objective:  4

AACSB:  Ethical Reasoning

59) Tables are ideal for presenting detailed, specific information.

Answer:  TRUE

Diff: 1
Page Ref: 372

Skill:  Concept

Objective:  5

AACSB:  Communication

60) A surface chart is a type of bar chart in which the bars are represented by symbols.

Answer:  FALSE

Diff: 2
Page Ref: 374

Skill:  Concept

Objective:  5

AACSB:  Communication

61) Bar charts can be used to compare more than one set of data.

Answer:  TRUE

Diff: 1
Page Ref: 374

Skill:  Concept

Objective:  5

AACSB:  Communication

62) A Gantt chart is a type of timeline chart used to track the progress of a project.

Answer:  TRUE

Diff: 2
Page Ref: 374

Skill:  Concept

Objective:  5

AACSB:  Communication

63) A pie chart would be the best visual to illustrate how an employee's time is divided among different tasks throughout the week.

Answer:  TRUE

Diff: 1
Page Ref: 376

Skill:  Application

Objective:  5

AACSB:  Analytic Skills

64) When you are preparing a pie chart, you should use different colors or patterns to distinguish the various pieces.

Answer:  TRUE

Diff: 2
Page Ref: 376

Skill:  Concept

Objective:  5

AACSB:  Communication

65) If you want to illustrate a process or procedure, the best type of visual aid to use is a flowchart.

Answer:  TRUE

Diff: 1
Page Ref: 378

Skill:  Concept

Objective:  5

AACSB:  Communication

66) Drawings, diagrams, and photographs are generally not helpful in business documents.

Answer:  FALSE

Diff: 1
Page Ref: 380

Skill:  Concept

Objective:  5

AACSB:  Communication

67) Because of the costs of reproduction, photographs are usually not used in business reports.

Answer:  FALSE

Diff: 1
Page Ref: 380

Skill:  Concept

Objective:  5

AACSB:  Communication

68) One potential disadvantage of using a photograph to help explain a repair procedure is that it shows so much detail.

Answer:  TRUE

Diff: 2
Page Ref: 380-381

Skill:  Application

Objective:  5

AACSB:  Analytic Skills

69) In the text of a report, only the most important visual aids should be referred to by number.

Answer:  FALSE

Diff: 2
Page Ref: 382

Skill:  Concept

Objective:  6

AACSB:  Communication

70) When describing the data from visual aids in the text of your report, you should be sure to repeat the details of the data rather than simply emphasize your main point.

Answer:  FALSE

Diff: 2
Page Ref: 383

Skill:  Concept

Objective:  6

AACSB:  Communication

71) A more ________ tone is appropriate for longer reports, those dealing with controversial or complex information, and those that will be sent to other parts of the organization or to outsiders.

Answer:  formal

Diff: 2
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

72) The introduction or opening of a business report should outline the ________ of the report, explaining what it will and will not cover.

Answer:  scope

Diff: 2
Page Ref: 359

Skill:  Concept

Objective:  3

AACSB:  Communication

73) In the ________ of a business report, include only enough detail to support your conclusions and recommendations.

Answer:  body

Diff: 2
Page Ref: 361

Skill:  Concept

Objective:  1

AACSB:  Communication

74) The general purpose of any ________ is to persuade readers to do something, such as purchase goods or services, fund a project, or implement a program.

Answer:  proposal

Diff: 2
Page Ref: 362

Skill:  Concept

Objective:  2

AACSB:  Communication

75) The introduction of a proposal should state the ________ or boundaries of the proposalwhat you will and will not do.

Answer:  scope OR delimitations

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

76) The ________ of a proposal describes (among other things) how you'll accomplish what must be done, when the work will begin, and when it will be completed.

Answer:  work plan

Diff: 2
Page Ref: 363

Skill:  Concept

Objective:  2

AACSB:  Communication

77) The ________ style of organization is useful for online reports since it allows you to cover the most important details briefly at first and then gradually reveal successive layers of detail.

Answer:  inverted pyramid

Diff: 2
Page Ref: 365

Skill:  Concept

Objective:  3

AACSB:  Communication

78) In long business reports, ________ (words or phrases that tie ideas together and show how one thought is related to another) can be as long as an entire paragraph.

Answer:  transitions

Diff: 2
Page Ref: 366

Skill:  Concept

Objective:  3

AACSB:  Technology

79) A(n) ________ chart is a form of line chart in which all the lines add up to the top line, which represents the total.

Answer:  surface OR area

Diff: 2
Page Ref: 374

Skill:  Concept

Objective:  5

AACSB:  Communication

80) A(n) ________ chart is a type of timeline chart used to track progress toward completing a project.

Answer:  Gantt

Diff: 2
Page Ref: 374

Skill:  Concept

Objective:  5

AACSB:  Communication

81) ________ charts are especially effective for showing the composition of a whole.

Answer:  Pie

Diff: 2
Page Ref: 376

Skill:  Concept

Objective:  5

AACSB:  Communication

82) A(n) ________ illustrates a sequence of events from start to finish.

Answer:  flowchart

Diff: 2
Page Ref: 378

Skill:  Concept

Objective:  5

AACSB:  Communication

83) To illustrate the positions, units, or functions of an organization and the way they interrelate, use a(n) ________ chart.

Answer:  organization

Diff: 2
Page Ref: 378

Skill:  Concept

Objective:  5

AACSB:  Communication

84) Unlike descriptive titles, ________ titles in a report call attention to the conclusion that ought to be drawn from the data.

Answer:  informative

Diff: 2
Page Ref: 383

Skill:  Concept

Objective:  6

AACSB:  Communication

85) Along with the title of a visual, the ________ offers additional discussion of the visual's content and can be several sentences long.

Answer:  caption

Diff: 3
Page Ref: 383

Skill:  Concept

Objective:  6

AACSB:  Communication

86) List three situations in which a more formal tone is appropriate for business reports.

Answer:  A more formal tone is appropriate for longer reports, especially those that deal with controversial or complex information. You might also need a more formal tone when your report will be sent to other parts of the organization or to outsiders. Finally, communicating with people in other cultures calls for more formality.

Diff: 3
Page Ref: 356

Skill:  Concept

Objective:  1

AACSB:  Communication

87) Rewrite the following sentence in a more formal tone, appropriate for a business report: "I don't think changing our mileage reimbursement policy would make things any better."

Answer:  (Answers will vary.) "Changing the company's mileage reimbursement policy is not the solution." 

Diff: 2
Page Ref: 356

Skill:  Application

Objective:  1

AACSB:  Analytic Skills

88) Explain the general purpose of any business proposal.

Answer:  The general purpose of any proposal is to persuade readers to do something, such as purchase goods or services, fund a project, or implement a program.

Diff: 1
Page Ref: 362

Skill:  Concept

Objective:  2

AACSB:  Communication

89) In preparing a business proposal, should you research the competition? Why or why not?

Answer:  You should research the competition. It is the only way you will know what other proposals your audience is likely to read.

Diff: 3
Page Ref: 362

Skill:  Concept

Objective:  2

AACSB:  Communication

90) When presenting reports online, why is it particularly important to build trust with your audience?

Answer:  It is especially important to build trust with your audience in online reports because readers are generally skeptical of online content.

Diff: 2
Page Ref: 364

Skill:  Application

Objective:  3

AACSB:  Ethical Reasoning

91) Describe one strategy for adapting online content for a global audience (who may not speak or read your language) while keeping costs to a minimum.

Answer:  Since translation is expensive, many companies choose to localize the homepage for specific audiences while keeping the deeper, more detailed content in its original language.

Diff: 2
Page Ref: 364

Skill:  Concept

Objective:  3

AACSB:  Communication

92) In preparing a brochure for visitors, you need to describe the process your plant uses to manufacture home appliances. What type of visual aid should you use to describe the process, and why?

Answer:  A flowchart would be best in this case since it is the visual aid designed to illustrate a sequence of events from start to finish.

Diff: 2
Page Ref: 358-359

Skill:  Application

Objective:  5

AACSB:  Analytic Skills

93) List two ways that including too many visuals can distract your audience from the main points of your message.

Answer:  (1) Along with constantly referring to tables, drawings, and other visual elements, switching back and forth from words to visuals can make it difficult for readers to follow your message. (2) The space occupied by visuals can disrupt the flow of text on the page or screen, which also creates additional work for the reader.

Diff: 2
Page Ref: 382

Skill:  Concept

Objective:  4

AACSB:  Communication

94) Briefly explain the difference between descriptive titles and informative titles for visuals, and provide an example of each.

Answer:  (Answers will vary.) Informative titles do more than simply identify the topic of the illustration. "Annual Spending" would be a descriptive title, whereas "Annual Spending Increases Despite Flagging Economy" would be an informative title. 
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95) What three questions should you ask in verifying the quality of the visuals you include in business messages?

Answer:  (1) Is the visual accurate? (2) Is the visual properly documented? and (3) Is the visual honest?
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Skill:  Concept

Objective:  6

AACSB:  Communication

96) List and briefly explain five characteristics of effective report content.

Answer:  The content of effective business reports is (1) accurateit is factually correct and error-free; (2) completeproviding colleagues or supervisors with all the information they need to understand the situation, problem, or proposal and make a decision; (3) balancedpresenting all sides of the issue fairly and equitably and including all the essential information, even if some of the information doesn't support the author's line of reasoning; (4) clear and logicalwritten in uncluttered sentences and logically organized with clear transitions; and (5) documented properlygiving credit to all outside sources of information on which the report draws.
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Objective:  1
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97) Describe six strategies (in addition to using the AIDA format) for strengthening your argument in business proposals.

Answer:  Six strategies for making proposals more effective are (1) demonstrate your knowledge in order to convince your audience that you have the knowledge and experience to solve the problem or address the opportunity outlined in your proposal; (2) provide concrete, quantifiable information and examples instead of vague, unsupported generalizationsspell out your plan and give details on how the job will be done; (3) research the competition using trade publications and the Internet to become familiar with the products, services, and prices of other companies offering similar products or services; (4) prove that your proposal is workable and compatible with your audience's capabilities and resources; (5) relate your product, service, or personnel to the reader's exact needs; and (6) package your proposal attractively, insuring that it is letter perfect, inviting, and readablereaders will prejudge the quality of your products or services by the proposal you submit.
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98) What are the "five Cs" to consider when you're deciding which points to illustrate with visuals?

Answer:  (1) Clear: The human mind is extremely adept at processing visual information, so if you're having difficultly conveying an idea in words, take a minute to brainstorm some visual possibilities. (2) Complete: Visuals, particularly tables, often serve to provide the supporting details for your main idea or recommendation. (3) Concise: If a particular section of your message seems to require extension description or explanation, see whether there's a way to convey this information visually. (4) Connected: Whenever you want readers to see key connections, see whether a chart, diagram, or other illustration can help. (5) Compelling: Even if a particular point can be expressed equally well via text or visuals, consider adding the visual in order to make your report or presentation more compelling.
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99) One of the most common visuals in many business documents is the table. What six guidelines should you follow to make your tables easy for audiences to read?

Answer:  (1) Use common, understandable units and clearly identify the units you're using, whether it's dollars, percentages, price per ton, or whatever. (2) Express all items in a column in the same unit and round off for simplicity. (3) Label column headings clearly and use a subhead if necessary. (4) Separate columns or rows with lines or extra space to make the table easy to follow; in complex tables, consider highlighting every other row of column in a pale, contrasting color. (5) Provide totals or averages of columns or rows when relevant. (6) Document the source of the data using the same format as a text footnote.
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Skill:  Concept

Objective:  5

AACSB:  Communication

100) Pie charts are common in various types of business documents. Briefly describe what pie charts are useful for showing, along with one potential drawback to using them.

Answer:  A pie chart shows how the parts of a whole are distributed. Pie charts can be useful to show relative percentages quickly and dramatically, such as if you want to emphasize that part of a whole is much larger than all the rest. However, pie charts can be difficult when readers need to find and compare specific amounts. In those cases, it is often best to use a bar chart of a table instead.
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