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Unit 318 (B&A 57): Principles of business communications and information

Multiple choice questions
1. The main purpose of negotiation in business is to:
a. allow both sides to put their argument

b. secure the best deal for the organisation

c. arrive at a mutually acceptable agreement

d. agree on a compromise for both parties.

2. A counter-bid in negotiation is:
a. an initial offer made by one party

b. a response to an opening offer

c. a final offer to secure agreement

d. an offer that puts all the cards on the table.

3. The Data Protection Act is only applicable to information:
a. held on computer

b. stored in paper files

c. about the organisation

d. about living individuals.

4. Which one of the following is the main reason for providing a handout in a presentation?

a. To make the presentation more interesting.

b. To help those at the back of the audience.
c. To aid the retention of information.

d. To assist hearing-impaired delegates.

5. Which one of the following should be avoided when giving a presentation in order to maintain audience interest?

a. Asking for help writing on a flip chart.

b. Reading the information from the slides.

c. Requesting questions and interjections.
d. Using a lectern and a microphone.

6. Which one of the following states the characteristics of a report?

1.
Headings
2.
Integrated images
3.
Distribution list at the top
4.
Numbered paragraphs
5.
Text in columns
a. 1 and 3

b. 1 and 4

c. 1 and 2

d. 1 and 5

7. Which one of the following would not be included in a document template?

a. Addressee’s name
b. House styles
c. Signature block
d. Formatting
8. Which one of the following states the correct order for the stages of information system development?

1.
Implementation
2.
Analysis
3.
Testing
4.
Design
5.
Evaluation
a. 2, 3, 4, 1, 5

b. 4, 2, 3, 1, 5

c. 5, 2, 3, 4, 1

d. 2, 4, 3, 1, 5

9. Which one of the following would give most information about the effectiveness of an information system?

a. Observation of use
b. Total number of outputs
c. Feedback from users
d. Number of times it is used
10. Archiving of documents only occurs:
a. after a file retention period has been set

b. when they are not needed regularly

c. when there is insufficient space for them

d. after a period of 7 years.









