English 114: fight or flight quiz 2

Name:_________________________________Date________________________________
1. What's the first step in writing a business letter?

    A. Brainstorm

    B. Analyze your audience.

    C. Do necessary research.

    D. Draft and revise.

2. It is not necessary to tell your reader that you are sending a copy of your letter to others.

    A. True

    B. False

3. Which of the following would be an appropriate salutation when the writer is unsure whether the recipient is male or female?
    A. Greetings:

    B. Dear Terry Banks:

    C. To whom it may concern:

    D. Any of the above would be appropriate.

4. Which of the following is not an appropriate close for a business letter?

    A. Respectfully,

    B. Warmest regards,

    C. Best wishes,

    D. Forever yours,

5. What's the first thing a reader will notice about a business letter

    A. The way the words and paragraphs are arranged on the page.

    B. The salutation.

    C. The sender's name and address.

    D. The subject line.

1. A 

Ask yourself these five questions: Who is my audience? Will they be favorably disposed to my message? What kind of information will they expect me to provide? How will they use it? What impression do I want to make? 

2.  B False

Professional courtesy dictates that you tell your reader if others will be receiving a copy of your letter. This is the purpose of the copy line ("cc:").

3.  B

Correct. If you are unsure of the reader's sex, it is permissible to omit the courtesy title (Mr. or Ms.) and use both the first and last name ("Terry Banks"). If you know the reader's title, use that (Dear Credit Manager Banks).

4.  D

For most business correspondence, use "Sincerely," "Sincerely yours," "Respectfully," or "Yours sincerely." If you know the person well, you may use "Cordially," "Best wishes," "Warmest regards," or "Regards." Avoid flowery closes such as "Forever yours," "Faithfully yours," "Devotedly yours" and "Admiringly yours."

5. A

The first thing a reader will notice about your letters is how they look. A neat, professional-looking letter implies that the service or product you promise to deliver will meet the same standard. A sloppy-looking letter immediately detracts from your message. 

