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_____	and	_____	to	the	receiver.	Ans:	Clean,	concise,	correct	and	simple.	2.	A	letter	is	formal	when	two	individuals	or	organization	____	each	other.	Ans:	Report	3.	A	personal	letter	represents	____	and	____.	Ans:	Informal,	unstructured	4.	Structure	of	a	letter	has	four	points.	Choose	the	correct	options:	a)	Adjust,	Informative,	Lock	b)	Opening,	Quality,
Service	c)	Body,	Closure,	Header	d)	Opening,	Clasp,	Closure.	Ans:	c)	Body,	Closure,	Header	5.	The	greeting	is	given	in	the	letter	only	to	show	respect	to	the	reader	and	not	to	maintain	a	standard	format.	(True	/	False).	Ans:	False	6.	CC	is	the	abbreviation	of	____.	Ans:	carbon	copy	7.	Signature	and	enclosure	are	not	as	important	as	a	greeting	or	the
body	of	the	passage.	(True	/	False).	Ans:	False	8.	An	instruction	letter	is	a	letter	___	that	contains	a	sales	message.	Ans:	Persuasive	9.	The	correct	attitude	is	necessary	to	write	a	letter	because	it	has	serious	_in	the	reader.	Ans:	Implication	10.	Legal	letters	differ	from	the	consultation	letter,	but	they	also	have	something	in	common.	What	is	it?	Ans:
Action,	interest	11.	Buying	a	market	merchandise	or	issuing	a	letter	to	buy	goods	from	a	supplier	is	known	as	____.	Ans:	Transmission	letter.	12.	A	letter	giving	instruction	to	the	reader	must	be	purposely,	detailed	and	oriented	___.	Ans:	Action	13.	The	reports	are	useful	tools	to	identify	the	various	events	and	compile	them	together.	(True/False)	Ans:
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type	of	curriculum	includes	relative	information	on	age,	famãia	and	nationality.	Name	the	section	that	describes	it.	ANS:	List	of	Personal	Verification.	62.	Reference	when	given,	it	must	be	____	and	___	for	the	arbitration	before	it	is	included	in	the	curriculum.	It	should	not	contain	____	names.	ANS:	Verified,	informed,	relative.	63.	A	letter	of
presentation	must	be	written	to	win	___	of	the	recruiter.	Attention.	64.	The	body	of	the	presentation	letter	describes	____	from	the	employee	to	differentiate	it	from	other	candidates.	ANS:	It	is	strong.	65.	The	final	paragraph	is	to	thank	the	employer	that	he	announced	his	demand	in	the	newspaper.	(True	/	False).	ANS:	False.	66.	Each	letter	has	one
thing	in	common.	It	says.	ANS:	Positive	and	focused	tone.	67.	Most	organizations	have	their	own	recruitment	departments	with	highly	competent	people	who	receive	proper	training	so	that	they	can	make	a	viral	selection	decision.	It	is	true.	68.	An	interviewer	usually	seeks	traction	in	candidates	like	____,	___,	____,	______.	ANS:	Ambitious,	focused,
common,	enthusiasm.	69.	Regarding	the	candidates	selected	by	the	organization	today	differ	from	previous	years?	ANS:	professionalism,	dynamic,	efficient,	competent	70.	Interview	means	____.	ANS:	View	between	two	people	71.	If	an	interviewer	does	not	become	biased,	the	questions	are	asked	___.	ANS:	Structured	form	72.	Interviews	are	stressful
for	all,	but	sometimes	the	interviewer	deliberately	does	this	in	candidates.	What	do	you	try	to	find	out?	ANS:	Temperament,	Attitude	73.	The	interview	process	involves	a	formal	and	friendly	atmosphere	to	find	out	the	disadvantages	of	the	candidates.	(True	/	False).	ANS:	FALSE	74.	Before	a	candidate	went	to	an	interview,	he	must	have	documents	like
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