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1. What is the purpose of a check number?
A. To authorize a withdrawal
B. To identify the bank branch
C. To identify a specific transaction
D. To record the amount deposited

2. What system is used to keep a continuous record of stock
on hand?
A. Periodic review
B. Static inventory
C. Perpetual inventory
D. Annual inventory

3. What is a definite piece of work assigned to a person
known as?
A. Job
B. Task
C. Project
D. Duty

4. Which type of check indicates that it has cleared the bank?
A. Cancelled check
B. Uncleared check
C. Post-dated check
D. Stale check

5. What is an employment application?
A. A document used for job referrals
B. A form an applicant must fill out to inform an employer of

availability and skills
C. A contract for job seekers
D. A resume format
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6. What does 'merge center' refer to in spreadsheet
applications?
A. Merging cells and centering the content of the first cell
B. Combining rows for data analysis
C. Aligning text within a single cell
D. Grouping columns for better visibility

7. How is the speed of typing typically expressed?
A. Characters Per Minute
B. Words Per Minute
C. Lines Per Minute
D. Sentences Per Minute

8. What does the term "exchange rates" refer to?
A. The value of a company's stock
B. The amount a business pays for foreign currency
C. The interest rate on loans
D. The total revenue of an organization

9. What is the main focus of a task force?
A. To evaluate employee performance
B. To complete a specific project within a deadline
C. To maintain ongoing operations
D. To conduct annual reviews

10. In business communication, which term indicates the
person or group that holds responsibility for a task?
A. Hierarchy
B. Accountability
C. Delegation
D. Management
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1. C
2. C
3. B
4. A
5. B
6. A
7. B
8. B
9. B
10. B

6Sample study guide. Visit https://pimajtedbusinessops.examzify.com for the full version

SA
M

PLE



Explanations
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1. What is the purpose of a check number?
A. To authorize a withdrawal
B. To identify the bank branch
C. To identify a specific transaction
D. To record the amount deposited

The purpose of a check number is to identify a specific transaction. Each check that is
issued has a unique check number printed on it, which helps both the issuer and the
recipient of the check track and reference that particular payment or withdrawal in their
financial records. This unique identifier simplifies the process of reconciling accounts,
managing finances, and referencing transactions in case there are any disputes or
inquiries.   While other components of a check serve important functions, such as
authorizing a withdrawal or detailing the amount deposited, the distinct check number is
primarily focused on transaction identification. This identification feature is essential in
maintaining clear financial records and ensuring accurate bookkeeping practices.

2. What system is used to keep a continuous record of stock
on hand?
A. Periodic review
B. Static inventory
C. Perpetual inventory
D. Annual inventory

The correct choice is the perpetual inventory system, which is designed to provide a
continuous record of stock on hand. This system updates inventory levels in real-time as
transactions occur, which means that whenever inventory is bought, sold, or otherwise
affected, the tracks reflect these changes immediately.   By utilizing a perpetual
inventory system, businesses can maintain accurate records of their stock, which is
essential for managing inventory levels effectively, minimizing stockouts, and ensuring
that the inventory remains adequately balanced with customer demand. This real-time
tracking allows businesses to make informed decisions regarding ordering and
restocking procedures, ultimately optimizing inventory management processes.  The
other options, such as periodic review and static inventory, do not provide the same level
of ongoing oversight. A periodic review system updates inventory records at set intervals
rather than continuously, which can leave businesses vulnerable to discrepancies and
inaccuracies. Static inventory does not adapt to changes in stock levels, while an annual
inventory typically involves a complete physical count of stock at the end of a year, which
can be much less efficient for day-to-day operations.
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3. What is a definite piece of work assigned to a person
known as?
A. Job
B. Task
C. Project
D. Duty

The term that best describes a definite piece of work assigned to a person is referred to
as a task. A task typically involves a specific duty or responsibility that can be clearly
defined and is often smaller in scope than a project. It is something that a person is
expected to complete, contributing to a larger goal or project.   In contrast, a job
generally encompasses a broader set of responsibilities and may include multiple tasks
as part of an overall role within an organization. A project involves a collective endeavor
that has distinct objectives, a defined beginning and end, and can consist of several tasks
that require coordination and collaboration. A duty suggests a moral or legal obligation
but does not necessarily denote a structured piece of work in the context of business
operations.  Understanding these distinctions helps highlight why "task" is the most
accurate term for a defined piece of work assigned to an individual.

4. Which type of check indicates that it has cleared the bank?
A. Cancelled check
B. Uncleared check
C. Post-dated check
D. Stale check

A cancelled check is one that has been processed and cleared by the bank. This means
that the funds have been withdrawn from the account of the issuer and paid to the
recipient's bank. It serves as proof of payment and typically has the bank's endorsement
on the back, indicating that the transaction has been completed. This is important for
maintaining accurate financial records, as cancelled checks can be referenced for
reconciliation purposes. In contrast, other types of checks, such as uncleared checks,
post-dated checks, and stale checks, do not indicate that the funds have been
transferred, thus lacking the confirmation that comes with a cancelled check.
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5. What is an employment application?
A. A document used for job referrals
B. A form an applicant must fill out to inform an employer of

availability and skills
C. A contract for job seekers
D. A resume format

An employment application is a form an applicant must fill out to inform an employer of
their availability and skills. This document typically collects essential information about
the candidate, such as their personal details, work history, qualifications, and references.
The primary purpose of the application is to help employers assess whether a candidate
is suitable for a job opening based on their skills and experiences. It serves as a formal
request for employment and is often a necessary step in the hiring process.  In contrast
to this, other options such as a document for job referrals, a contract for job seekers, and
a resume format do not accurately describe the function of an employment application.
Job referrals often involve recommendations from current or former employees, while a
contract would imply that terms of employment are being agreed upon, and a resume
format is a different type of document that provides a summary of a person's work
experience and qualifications.

6. What does 'merge center' refer to in spreadsheet
applications?
A. Merging cells and centering the content of the first cell
B. Combining rows for data analysis
C. Aligning text within a single cell
D. Grouping columns for better visibility

The term 'merge center' in spreadsheet applications refers specifically to the action of
combining multiple adjacent cells into a single cell, allowing the content of the first cell
to be centered across the newly merged area. This is particularly useful in formatting
spreadsheets to create headings or to visually organize data in a more readable manner.  
When cells are merged, only the content of the first cell in the selection will remain,
while the contents of the other cells will be discarded. The alignment of the text within
the newly formed single cell is automatically centered, which enhances the presentation
of the data. This function is commonly used for aesthetic purposes, to make titles more
prominent or to group related information in a clear manner.  Other options reflect
different functions or features of spreadsheet applications. However, they do not capture
the specific nature of what 'merge center' means in terms of both merging cells and
centering text.
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7. How is the speed of typing typically expressed?
A. Characters Per Minute
B. Words Per Minute
C. Lines Per Minute
D. Sentences Per Minute

The speed of typing is commonly expressed in Words Per Minute (WPM) because this
measurement provides a practical gauge of a typist's proficiency. WPM considers a
standard average word length, typically five characters, and takes into account spaces
and punctuation, allowing for a more universally understood metric of typing speed. This
measurement helps employers and educators evaluate typing skills in contexts like
transcription, programming, or general office work, where efficiency and readability are
crucial.  While other measures like Characters Per Minute or Lines Per Minute might be
relevant in specific scenarios, they do not capture the typical experience or standard
benchmarks used in evaluating typing performance as effectively as Words Per Minute
does. Sentences Per Minute is less common and does not provide a consistent standard
since the length of sentences can vary widely. Therefore, Words Per Minute stands out as
the preferred and recognized means of expressing typing speed.

8. What does the term "exchange rates" refer to?
A. The value of a company's stock
B. The amount a business pays for foreign currency
C. The interest rate on loans
D. The total revenue of an organization

The term "exchange rates" specifically refers to the amount a business pays for foreign
currency. This concept is crucial in international trade and finance, as it determines how
much one currency is worth in relation to another. For example, if a U.S. company wants
to purchase goods from Europe, it needs to convert its U.S. dollars into euros. The
exchange rate will determine how many euros the company will receive for each dollar,
impacting the overall cost of the transaction.  In the context of global business
operations, understanding exchange rates is essential for pricing strategies, budgeting,
and financial forecasting. Fluctuations in exchange rates can significantly affect the
profitability of international dealings, making it necessary for businesses to monitor
these rates closely.
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9. What is the main focus of a task force?
A. To evaluate employee performance
B. To complete a specific project within a deadline
C. To maintain ongoing operations
D. To conduct annual reviews

A task force is primarily assembled with the objective of completing a specific project or
addressing a defined issue within a set timeframe. This collaborative group is typically
formed to tackle unique challenges or initiatives that require specialized skills and
focused attention. The nature of a task force necessitates that its members work together
for a limited period to achieve particular goals, ensuring that the project is completed by
the established deadline. This contrasts with ongoing operations, employee evaluations,
and annual reviews, which are more routine and do not involve temporary, focused teams
working towards a distinct outcome. The emphasis on a project-based approach makes
the purpose of a task force distinct and mission-driven, revolving around timely
completion and strategic objectives.

10. In business communication, which term indicates the
person or group that holds responsibility for a task?
A. Hierarchy
B. Accountability
C. Delegation
D. Management

The term that indicates the person or group responsible for a task is "Accountability." In
a business context, accountability refers to the obligation of an individual or a team to
report on their activities and accept responsibility for the outcomes of those tasks. This
is crucial for effective communication within an organization, as it establishes clear lines
of responsibility and helps ensure that tasks are completed efficiently and effectively.  
When someone is accountable for a task, they understand that they are expected to
deliver results and address any issues that arise during the process. This fosters a
culture of ownership and can lead to enhanced performance as individuals and teams
strive to meet their responsibilities.  In contrast, hierarchy refers to the structured levels
of authority in an organization, while delegation involves assigning tasks to others but
does not necessarily convey accountability. Management encompasses the broader role of
overseeing operations and making strategic decisions, which includes ensuring
accountability among team members. Thus, accountability specifically highlights the
responsibility aspect in business communication.
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