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1. How is tone different in written communication compared
to spoken communication?

A. Written tone is more flexible and easy to adjust
B. Spoken tone relies solely on word choice

C. Written tone relies heavily on word choice

D. Spoken communication completely lacks tone

2. Which sentence is INCORRECTLY capitalized?
A. Our new store is located just south of the freeway.
B. Spanish moss grows on trees in the Southeast.

C. The Mapleton city council passed an ordinance on
snowmobiles.

D. The Mississippi River forms the border between Iowa and
Illinois.

3. What is the primary focus of the production department
within a company?

A. Marketing and branding

B. Product development and creation
C. Financial management

D. Human resources

4. Which aspect of communication is important to consider
for effective presentations?

A. Only the content being presented

B. The audience's level of understanding and engagement
C. Length of the presentation

D. Use of visual aids only

5. Which concept relates to financing provided to businesses
that must be repaid over time with interest?

A. Loan

B. Equity

C. Investment
D. Grant
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6. What part of speech is the word CAPACITY in the sentence
"The warehouse has a limited CAPACITY for storage"?

A. verb
. adverb
adjective

S Ow

. noun

7. Which sentence is punctuated correctly?

A. John Huntington, III lives at 493 Fifth Avenue, New York, NY
02138.

B. John Huntington III, lives at 493 Fifth Avenue, New York, NY
02138.

C. John Huntington III lives at 493 Fifth Avenue, New York, N.Y.
02138.

D. John Huntington III lives at 493 Fifth Avenue, New York, NY
02138.

8. What describes a statement of facts presented in a trial?
A. Argument

B. Case
C. Evidence
D. Testimony

9. Which verb form of 'know' is correct in present tense?
A. Present tense is incorrect.
B. Past tense is incorrect.
C. Past participle is incorrect.
D. All are correct.

10. What is the number of capitalization errors in the

following sentence? The Professor spent the entire Summer
in the South doing research for her book.

A. 1
B. 0
C.3
D. 2
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1. How is tone different in written communication compared
to spoken communication?

A. Written tone is more flexible and easy to adjust
B. Spoken tone relies solely on word choice
C. Written tone relies heavily on word choice

D. Spoken communication completely lacks tone

The correct answer illustrates that written tone relies heavily on word choice because, in
written communication, the absence of vocal inflections, facial expressions, and body
language makes the choice of words incredibly important. Each word carries weight and
contributes to the overall tone, conveying emotions and attitudes that might otherwise be
expressed through vocal emphasis in spoken communication. This reliance on word
choice means that the writer must be intentional and precise in their language to ensure
the intended tone is communicated effectively. In contrast, spoken communication
utilizes both verbal and non-verbal cues, such as pitch, volume, and gestures, which can
convey tone even without careful word selection. This makes spoken tone less dependent
on specific word choices alone. Thus, while tone can exist in both written and spoken
forms, the mechanics of how tone is conveyed differ significantly, with written
communication leaning more towards the precise selection of words.

2. Which sentence is INCORRECTLY capitalized?
A. Our new store is located just south of the freeway.
B. Spanish moss grows on trees in the Southeast.

C. The Mapleton city council passed an ordinance on
snowmobiles.

D. The Mississippi River forms the border between Iowa and
Illinois.

The correct answer points out a capitalization error concerning the term "city council."
In standard English grammar and writing conventions, specific titles of organizations or
official bodies are typically capitalized when referring to them in a proper noun context.
For instance, when mentioning the "Mapleton City Council” as a specific governing body,
both words are capitalized. However, when using “city council" generically or
descriptively, as in the example, only "Mapleton" should be capitalized because it's the
proper name; "city council” does not require capitalization in this context. The other
sentences correctly use capitalization where appropriate. The first sentence properly
capitalizes "Our" to start the sentence, the second sentence capitalizes "Spanish" as a
proper noun related to language and region, and the last sentence capitalizes
"Mississippi River," which is a specific geographic feature. Each of these examples
adheres to the rules of capitalization in English writing, where proper nouns are
capitalized while common nouns are not unless they begin a sentence.
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3. What is the primary focus of the production department
within a company?

A. Marketing and branding
B. Product development and creation

C. Financial management
D. Human resources

The production department's primary focus is on product development and creation. This
department is responsible for the processes involved in designing, manufacturing, and
delivering goods. It ensures that products are produced efficiently, meet quality
standards, and align with consumer demand. The production team works on optimizing
production methods, managing resources, and maintaining production schedules to
ensure that products are created in a timely manner. This focus is crucial as it directly
impacts the company's ability to meet market needs and maintain competitiveness.
Other departments such as marketing and branding, financial management, and human
resources play important roles in supporting the overall business operations but have
distinct focuses that do not align directly with the core responsibilities of the production
department. Marketing and branding concentrate on promoting products to consumers,
financial management handles budgeting and financial analysis, and human resources
focuses on workforce development and organizational culture.

4. Which aspect of communication is important to consider
for effective presentations?

A. Only the content being presented

B. The audience's level of understanding and engagement
C. Length of the presentation

D. Use of visual aids only

Considering the audience's level of understanding and engagement is crucial for effective
presentations because it directly impacts how the message is received and
comprehended. Tailoring the presentation to the audience ensures that the material is
relatable and accessible, which can enhance their interest and involvement. By
recognizing whether the audience has prior knowledge of the topic or if they require
simpler explanations helps the presenter adjust the complexity and depth of the content
accordingly. Engagement factors, such as addressing the audience's interests,
encouraging participation, and responding to their feedback, can significantly enhance
the overall experience of the presentation. This approach aids in maintaining the
audience's attention and fosters a connection between the presenter and the listeners,
leading to better retention and understanding of the material. In contrast, merely
focusing on content alone, the length of the presentation, or the use of visual aids
doesn’t sufficiently address the dynamic nature of communication. While these aspects
are important, they must be considered within the context of how they align with the
audience's needs to be truly effective.
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5. Which concept relates to financing provided to businesses
that must be repaid over time with interest?

A. Loan

B. Equity

C. Investment
D. Grant

The concept that relates to financing provided to businesses that must be repaid over
time with interest is a loan. A loan involves a lender providing a specific amount of
money to a borrower, which the borrower agrees to repay over a set period, often with
additional interest as compensation for the risk the lender takes by providing the funds.
This characteristic of repayment and the requirement to pay interest distinguishes loans
from other forms of financing like equity, which involves exchanging ownership stakes
for investment without an obligation to repay, or grants, which are funds given without
any expectation of repayment. Understanding the differences between these funding
options is crucial for businesses when considering how to finance operations and growth.

6. What part of speech is the word CAPACITY in the sentence
"The warehouse has a limited CAPACITY for storage"?

A. verb

B. adverb
C. adjective
D. noun

In the sentence "The warehouse has a limited CAPACITY for storage," the word
"CAPACITY" functions as a noun. Nouns are words that name people, places, things, or
ideas, and in this context, "capacity" refers to the amount of space or the extent to which
the warehouse can hold items for storage. The use of "limited" further modifies
"capacity,"” indicating the restriction on the amount of storage available. This reinforces
that "capacity" is not just any quality or state, but specifically a fundamental aspect (the
actual volume or quantity) related to the warehouse. Thus, identifying "capacity"” as a
noun is essential, as it highlights the idea of a measurable attribute associated with the
warehouse's storage function.
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7. Which sentence is punctuated correctly?

A. John Huntington, III lives at 493 Fifth Avenue, New York, NY
02138.

B. John Huntington III, lives at 493 Fifth Avenue, New York, NY
02138.

C. John Huntington III lives at 493 Fifth Avenue, New York, N.Y.
02138.

D. John Huntington III lives at 493 Fifth Avenue, New York, NY
02138.

The chosen sentence is punctuated correctly because it adheres to the standard rules of
writing addresses in American English. The name "John Huntington III" is presented
accurately without unnecessary punctuation, ensuring clarity when reading the name and
designation. Additionally, the address includes the city and state abbreviation, which is
formatted correctly as "New York, NY." In this case, "NY" is the accepted two-letter postal
abbreviation for New York, and using a comma after the city is appropriate. The ZIP code
"02138" follows, completing the address properly. Overall, this construction maintains a
logical and consistent format throughout, facilitating easy comprehension while meeting
grammatical conventions. Other options either misplace commas or incorporate
inconsistent or incorrect formatting, making them less appropriate for proper
punctuation in this context.

8. What describes a statement of facts presented in a trial?
A. Argument
B. Case
C. Evidence
D. Testimony

A statement of facts presented in a trial is best described by the term "case." In a legal
context, a case refers to the entire matter being considered by the court, including all
relevant facts, evidence, and legal arguments related to the issue at hand. It consists of
the circumstances surrounding the event that led to the trial and is the foundation upon
which both the prosecution and the defense build their arguments. The other terms
serve different purposes: testimony refers specifically to the statements made by
witnesses during the trial; evidence encompasses all materials, documents, and artifacts
presented to support a case; and an argument refers to the reasoning presented by each
side in support of their claims. While these elements are vital to the trial process, the

case is the overarching term that captures the complete set of facts that are being legally
examined.

Sample study guide. Visit https://fblaintrobusinesscomms.examzify.com for the full version 11



9. Which verb form of 'know' is correct in present tense?

A. Present tense is incorrect.

B. Past tense is incorrect.
C. Past participle is incorrect.
D. All are correct.

The correct approach to understanding verb forms, particularly for the verb 'know' in the
present tense, hinges on recognizing how different tenses are represented in English.
The present tense form of 'know' is specifically 'know' for the first and second person
singular and plural, as well as for the third person plural. For the third person singular,
the correct present tense form is 'knows." The confusion may arise from interpreting the
options incorrectly. Each tense serves a different function—past tense is used for actions
completed in the past, while the past participle is a form used in perfect tenses. However,
discussing their correctness in isolation can lead to misunderstandings regarding their
specific usages in context. By confirming that 'know' exists as a viable present tense verb
form and identifying the specific forms used across various subjects, one can better
navigate the complexities of this verb in everyday communication. Such understanding is

essential for mastering verb conjugation in English, which is a fundamental part of
effective business communication.

10. What is the number of capitalization errors in the
following sentence? The Professor spent the entire Summer
in the South doing research for her book.

A. 1
B. 0
C.3

=)
N

In the provided sentence, there are capitalization errors that warrant attention. The term
"Professor” should be capitalized only when it is used as a title directly before a name
(e.g., Professor Smith). In this sentence, it is used generally, and therefore should be
lowercased. The word "Summer"” is incorrectly capitalized as well; it should be lowercased
unless referring to a specific title or a particular event. The word "South" is correctly
capitalized since it denotes a specific geographic region. Thus, the total count of

capitalization errors is two: "Professor” and "Summer." Therefore, the correct answer
reflects this count of errors accurately.
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