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QUESTION ONE:

Circle the correct answer for each of the following questions (only one answer):

1- Advertising, letters, mail, presentation and negotiations are examples of

.................... forms.

a. Upward communication

@ External communication m
~ Internal communication
d. Downward communication

2. All of the following are parts of Memorandum except:
a. To & From
b. Subject
(©) Complimentary close
d. Date

3- Jogger machine is used to:
a. Stamp all incoming post with the date.
@ Align individual pages for stapling or for inserting into envelopes,
c. Place the postage value on envelopes or parcels.
d. Automatically fold and insert printed materials into the envelopes.

4_ 'w 3 3 . A [ i
It is used t.o record the money received by post:
a. Quotation list
b. Circulation list "o
C. Price list
Remittance book
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5. Allow one person or several to give information and ideas to m h
any others in a

short period of time.
a. Presentationl

b. Negotiation
@ Meetings

4. Interview

6- Creating the Agenda 1s a process taken:
Before the meeting
b. Before the presentation
c. Afterthe presentation
4. After the meeting

7. Good example of body language 1s:
‘a: The way a person speak to his colleague.
The way a person sits, stands or moves.
¢ The way a memo is written.
d. The way a letter is prepared.

3- The exchange of ideas or information by spoken words in business settings:

2 Communication

b. Written communication
c. Notice

@ Oral communication

9- The post that contains important documents Or valuable items is:
a. Secure post
b. Express mail
c. Registered post

Both answers (a) and (c)

10- For an effective telephone call, your voice should sound:

a. Angrily and sadly
b. Quickly speaking.

Natural, personal, pleasant and clear.
d. Loudly.
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UESTION TWO:
(A) Compare between the Registered Post and Barid Mumtaz. @ m
— Criteria Registered P .10
O’e ost Barid Mumtaz
conkains clocumenks| s '
C ,0C"C/aj advancad oot
Definition or val uable jbems ) Seyvice O‘OCuLmemf: ot
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aoferC-’SSee ' msurance- or)o/cZ//'VEn g -
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misuse ox unreasonabl o\e\oﬁ

(B) State whether the following sentences are true or false:

No. Sentences True (T) or
False (F)
1. | Sending out the hotice of the meeting in good time t0 all ~ /
the members, is one of the chair’s duties. -
2. | Suspicious items received should be thrown on the road. F
3. | Downwards communication is the transmitted information T /
from top management t0 employees. -
» = |7
4. | Meeting is a good type of non-verbal communication. I

5 | The name and the address of the letter’s receiver 18 known

as “addressee”.

6. |Mail wrongly addressed to the company should be /’;

reposted.

|
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(A) Complete the following table by@{ﬁg—m@game of the category or
the action to be taken in dealing with inconFingmail/post. 7
Category of mail Action required
A . . .
/ -.@.L\[ﬁfﬁ,.f@!ggnd_a(_ggﬂg@jﬁmaf Deliver unopened to the person (s)
concerned
/) d ., r8 ent Open separately and deliver
immediately.
Registered Mail Siiad, uupon TECEQpL, opel sepembely,
4
/ QJ/](Z! r?omm/ Pﬁ@ remittance .
General @) pPe Fe\ \ow{nj bhe f_\.dﬁs
L/
@ N of the con ny.

TP P
(B) Complete the following diagram: ~ : V‘“‘f

( Stages of Meéting J

6 Xy
& | |
/ ...... .,,Z-D.wcm\g}__ \ ﬁ After \

1. Greeting participants. A _ Check the nok& oo

X2 -.Las.&__mw_@_éfé/ﬂifﬁﬁ.(:.mﬁekft i /2 Wwrike the miauxes -
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UESTION FOUR:

«Register of Outgoing Mail” using the details gi
be registered according to date of arrival o8 Eiven below:

Complete the
Note: Lettersto

On 10 May 2014, your company sent a letter to Batelco for th
lines in the company. The reference is HJA/156. r the new telephone

On 15 May 2014, your company sent a letter to Awali Company for the
Purchases Manager. It was about sales promotion and the reference was

0u/122.

3. On 28 May 2014, your company sent a letter to Awalco to make a
comprehensive service for its cooling system. Reference JG/90.

Register of Outgoing Mail

1. | May 1O HIA)is6

4 / \ Sales Promots‘a; =

2. | Mawn |S |OU/ 22 Awali (o
- a"é / Puchases Ma/ er

/ (ﬁamp(&}’éﬂSﬂ/@/'
Service -Qor coolm ’
sjsbew'\.

AV,
3. MWES 238 J’G_/qtg Awalco

?’;Yﬁ’c:ﬁ’\a//gi)- '
(12%%)

s b < (,4__/:-‘}/’*
c./_jléi\/v_i:’?)\ = 1) a)\_,p(//’o\:?/,c)\@*@),

A . /_"—g\(/b‘
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UESTION FIVE:
Name any seven parts in the following layout of the business let
S letter:

——

Future Trading Company
P.O. Box 10090 RE
Manama — The Kingdom of Bahrain -

Y

Ref. S453 {2)
20 May 2014 %3

Mr. Hassan Al-Mula
House No. 197
Road No. 12
Block 254

Ghalali
The Kingdom of Bahrain

ON THE JOB TRAINING {5}

N
Dear Mr. Hassan, §$6’

With relevance to your on-the-job-training, we are pleased to offer you training with
N

our company. S

i
!
5 g

We sincerely hope that you will learn and gain excellent working experience from our
company, which contribute to the success of your future career.

Yours sincerely %3,

_ 3
& N ey =

Salman %\9 — W»
KC—M/ \

Managing Director , &3
e

Salman Hameed = 105

No. No.
of the Name of the part of the

part part‘//-—"

Name of the part

l. | Letter Wead "4 | Salukation—r L
2. | Refference }Wwwij ‘

| A W
LS' sub\jerifec /L%T w
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UESTION SIX:

if 1 -eceptionist at KAK C
Sumaya Yousif 1s a Iecep ompany. Use the fofians
information to fill the Telephone Message form for her Manager: ollowing

to arrange for an urgent meeting at 4.p.m today.

\_
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[0

med, Account Manager of Gulf Company, telephone no. 3875634ﬁ

called today (exam date) at 10:30 a.m to talk to the General Manager, Mr.

Hassn Mohamed regarding the renewal of staff contracts that should be

signed as soon as possible and she asked the receptionist to tell her manager

A

/ 7
X Phone No. 387.56345... 1% 3 Time: .I0.:.3a......0.... d
e
Telephoned Will call again
Called to see you Returned your call
Wants to see you Urgent

f TELEPHONE MESSAGE

. . ' mJMcmgf{ér
V For:. Hassai . Moham /Gem%ate: ///é/lo/lf/

' M(r.s) Ba&?m“?&.ﬁhmﬁé{).ﬂccau”ﬁ)f: Gwlegﬁbmpanﬁ

Message:
—Renawd#Sé&W@n&m@M&hodo’

...ﬁaa..s.ﬁm.ed ...... as....s.cmm....as....P.ass.iJo.Le:......-: ..........................

10




