





17) Something once sald cannot bie srased fs

a- An advantage of oral communication

b An advantage of wiitten communication

¢ A disadvantage of oral communication

d- A disadvantage of written communication

18) The selection of praper channel In communication depsnds 6n s fattiors biehi e

a The purpose of communication
b+ The subject of communication
o the time limit for the message o reach the audience

1“;:“;;,,%“% 16 not & eiteria/ characteristics of an effective muceays
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concrete style must observe one of the follawing
- 3 using CONCrets nouns as subject

B you ~ attitude [ viewpoint
b- Courtesy and consideration
¢~ Positive emphasis
d- Reader bencfits
22) Using friendly expressions is a technique of
3 you ~attitude [ viewpoint
b- Courtesy
¢ consideration
d- Positive emphasis
23) There are four basic emphasis techniques
& Emphadls by position and space
b- Sentence structure
¢~ Mechanical/ graphic devices

d- All of shove
24) Rather than the complex words use
a Concrete b- Specific ¢~ Simple d- Active

25) Instead of using wordy phrases like in a position to , use the concise word of
a- Remember b- tell - can d- about
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a- Usebad communication cnat=s

b- Minimizing defensive/ offensive communications

o Developing negative behaviour
cation because

than oral ones

ones

t than oral ones

n oral oneés

19) People in of a written communi
a- \Written channels areé difficult for the recipient
Is are difficult for the sender than oral

e convenient for the recipien

p- Written channe
c- Written channels are mor
e more convenient for the sender tha

d- Written channels ar

20) Canbe reviewed is
a- Anadvantage of oral communication
b- An advantage of written ccmmunication
¢ Adisadvantage mmunication
d- A disadvantage ation

21) Can make more im act is
a- An advantage of oral communication

b- An advantage of written communicatinn
o A disadvantage of oral communication
d- A disadvantage of written communication
22) Something once said cannot be erased is
a- An advantage of oral communication
b- An advantagé of written communication
¢ A disadvantage of oral com munication
d- A disadvantageé of written comm unication
23) The selection of proper channel in communication depends on some fa
a- The purposeé of communication
b- The subject of communication
the time limit for the message 10

nizations yrefer

of oral co
of written communic

ctors such 2

c- reach the audience
essage except one

d- all of above
24) all the following are criteria/ charact

a- Clarity
p- Completeness
¢- Poorness

d- Coherency
25) concrete style must observe one of the following

2- choosing long sentences
b- using capital letters
c- using small letters
d- choosing specific action v
26) refer to readers request or orde
a- Courtesy and consideration
b- you - attitude / viewpoint
¢- Positive emphasis
d- Reader benefits

eristics of an effective m

erbs

r specifically is 2 principle of
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