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Mutliple-Choice Question Type  
 
<question type="mc"> 
1. When editing your professional Business Reports and Proposals what is the bet way to keep track of 
changes? 

 
a. post it notes 
b. written records on a legal pad 
c. use Track Changes and Comments on your word processor 
d. print out copies of every version and keep them on hand until the end of the project. 

 
Analysis: 
a. Incorrect.  When editing your documents, keep track of different versions by using the Track Changes 
and Comment function of your word processor. 
b. Incorrect.  When editing your documents, keep track of different versions by using the Track Changes 
and Comment function of your word processor. 
c. Correct.  When editing your documents, keep track of different versions by using the Track Changes 
and Comment function of your word processor. 
d. Incorrect.  When editing your documents, keep track of different versions by using the Track Changes 
and Comment function of your word processor. 
 
<metadata> 
Level of difficulty: Easy 
</metadata>  
 
<question type="mc"> 
2. When editing your professional Business Reports and Proposals, what is the best way to check 
spelling and grammar? 

 
a. use your computer’s spell and grammar checker. 
b. use an independent spell and grammar checker online. 
c. check spelling and grammar yourself by proofreading. 
d. use a spelling and grammar checker and then proofread yourself. 

 
Analysis: 



a. Incorrect.  Use all of the tools available to you, including a computer spelling and grammar checker, 
but hen go back and proofread your document yourself. 
b. Incorrect.  Use all of the tools available to you, including a computer spelling and grammar checker, 
but hen go back and proofread your document yourself. 
c. Incorrect.  Use all of the tools available to you, including a computer spelling and grammar checker, 
but hen go back and proofread your document yourself. 
d. Correct.  Use all of the tools available to you, including a computer spelling and grammar checker, but 
hen go back and proofread your document yourself. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
3. Of the four following sentences, which would represent the best revised sentence when editing a 
professional Business Report or Proposal? 

 
a. It was a challenging year; but this last quarter has shown that there is much to be hopeful about in 
halting the downward trend in our sales numbers. 
b. Despite last year’s challenges, last quarter showed our poor sales trends being reversed. 
c. Last year was a tough one for us in terms of our sales numbers; but the last quarter clearly shows us 
that there is hope as our negative sales trends have been reversed. 
d. It was a great quarter at the end of the year that shows us how negative sales trends can be turned 
around; we have much good nows to look forward to in the new year. 

 
Analysis: 
a. Incorrect.  Eliminate the expressions “there is,” “there are,” “it is,” and “it was” when writing 
professional Business Reports and Proposals. 
b. Correct.  Eliminate the expressions “there is,” “there are,” “it is,” and “it was” when writing 
professional Business Reports and Proposals. 
c. Incorrect.  Eliminate the expressions “there is,” “there are,” “it is,” and “it was” when writing 
professional Business Reports and Proposals. 
d. Incorrect.  Eliminate the expressions “there is,” “there are,” “it is,” and “it was” when writing 
professional Business Reports and Proposals. 
 
<metadata> 
Level of difficulty: Difficult 
</metadata>  
 
<question type="mc"> 
4. Of the four following sentences, which would you consider to be the best revised sentence when 
editing a professional Business Report or Proposal? 



a. This report outlines last year’s sales trends and offers recommendations for the year ahead 
b. This report, generated by the Vice President of North American Sales, outline’s last years sales trends 
and offers recommendations for the year ahead. 
c. The report that follows was generated in an attempt to bolster sales in some of our areas with less 
successful performance; it will outline last year’s sales trends and offer recommendations for moving 
forward into next year. 
d. At the recommendation of the board of directors this report has been generated to examine last 
year’s sales trends and offer suggestions for the year ahead. 

 
Analysis: 
a. Correct.  Eliminate long lead-ins like “generated by the Vice President of North American sales.”  The 
reader knows the origin of the document.  The fewer unnecessary words you use, the better. 
b. Incorrect. Eliminate long lead-ins like “generated by the Vice President of North American sales.”  The 
reader knows the origin of the document.  The fewer unnecessary words you use, the better. 
c. Incorrect. Eliminate long lead-ins like “generated by the Vice President of North American sales.”  The 
reader knows the origin of the document.  The fewer unnecessary words you use, the better. 
d. Incorrect. Eliminate long lead-ins like “generated by the Vice President of North American sales.”  The 
reader knows the origin of the document.  The fewer unnecessary words you use, the better. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
5. Which phrase would be the most effective to use in a professional Business Report or Proposal? 

 
a. compliance is absolutely essential. 
b. the two were practically exactly identical. 
c. after several of thoughtful reflection. 
d. recycling is imperative. 

 
Analysis: 
a. Incorrect.  The phrase “recycling is imperative” is the only phrase of the four which contains no 
redundant words.  Phrases like “absolutely essential,” and “thoughtful reflection” are redundant; and 
the phrase “practically exactly identical” is both redundant and self-contradictory. 
b. Incorrect. The phrase “recycling is imperative” is the only phrase of the four which contains no 
redundant words.  Phrases like “absolutely essential,” and “thoughtful reflection” are redundant; and 
the phrase “practically exactly identical” is both redundant and self-contradictory. 
c. Incorrect. The phrase “recycling is imperative” is the only phrase of the four which contains no 
redundant words.  Phrases like “absolutely essential,” and “thoughtful reflection” are redundant; and 
the phrase “practically exactly identical” is both redundant and self-contradictory. 



d. Correct. The phrase “recycling is imperative” is the only phrase of the four which contains no 
redundant words.  Phrases like “absolutely essential,” and “thoughtful reflection” are redundant; and 
the phrase “practically exactly identical” is both redundant and self-contradictory. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
6. Of the four following sentences, which would you consider to be the best when editing a professional 
Business Report or Proposal? 

 
a. As transitions go, this one should be relatively smooth. 
b. The transition team has prepared well for an easy transition. 
c. We anticipate as smooth a transition as possible. 
d. We anticipate a smooth transition. 

 
Analysis: 
a. Incorrect.  The sentence “We anticipate a smooth transition” is clear, concise, and contains no filler 
words.  The other sentences contain filler words and are less concise and clear. 
b. Incorrect. The sentence “We anticipate a smooth transition” is clear, concise, and contains no filler 
words.  The other sentences contain filler words and are less concise and clear. 
c. Incorrect. The sentence “We anticipate a smooth transition” is clear, concise, and contains no filler 
words.  The other sentences contain filler words and are less concise and clear. 
d. Correct. The sentence “We anticipate a smooth transition” is clear, concise, and contains no filler 
words.  The other sentences contain filler words and are less concise and clear. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
7. In evaluating the readability of a professional Business Report or Proposal the proper use of “white 
space” is important.  What is meant by the term “white space?” 

 
a. any filler sections intended to give the reader a break between the important pieces of information. 
b. any info-graphics or other pictoral stimulation placed to break up long pieces of text to ease readers’ 
eyes. 
c. any space on the page with no print or graphics of any kind. 
d. cover pages, tables of contents, and indexes, which are meant to be referenced, but not really read. 

 
Analysis: 



a. Incorrect.  “White space” is any space on the page with no print or graphics of any kind.  This would 
include top, bottom, and side margins, spaces between paragraphs, and so on. 
b. Incorrect. “White space” is any space on the page with no print or graphics of any kind.  This would 
include top, bottom, and side margins, spaces between paragraphs, and so on. 
c. Correct. “White space” is any space on the page with no print or graphics of any kind.  This would 
include top, bottom, and side margins, spaces between paragraphs, and so on. 
d. Incorrect. “White space” is any space on the page with no print or graphics of any kind.  This would 
include top, bottom, and side margins, spaces between paragraphs, and so on. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
8. You have been tasked with creating a professional Business Report on a topic about which you have 
strong feelings.  How can your personal enthusiasm best serve your writing when editing your report or 
proposal? 

 
a. Your exuberance will be clear to readers and can be very helpful in getting them personally invested 
in the issue, but they will make up their own minds rather than siding with your conclusions. 
b. Your exuberance will be clear to readers and can be very helpful in getting them personally invested 
in the issue and ultimately lead them to agree with your conclusions. 
c. Your exuberance can spice up your writing and make it more interesting to read. 
d. It cannot serve you; keep you enthusiasm out of your writing. 

 
Analysis: 
a. Incorrect.  You may feel passionate about the topic and content of your report, but control 
unrestrained enthusiasm, which may make your report seem un-businesslike.  Your enthusiasm can help 
spur you on to do excellent work in all of the preparation stages including research, outlines, and so on, 
but keep it out of the actual writing. 
b. Incorrect.  You may feel passionate about the topic and content of your report, but control 
unrestrained enthusiasm, which may make your report seem un-businesslike.  Your enthusiasm can help 
spur you on to do excellent work in all of the preparation stages including research, outlines, and so on, 
but keep it out of the actual writing. 
c. Incorrect.  You may feel passionate about the topic and content of your report, but control 
unrestrained enthusiasm, which may make your report seem un-businesslike.  Your enthusiasm can help 
spur you on to do excellent work in all of the preparation stages including research, outlines, and so on, 
but keep it out of the actual writing. 
d. Correct.  You may feel passionate about the topic and content of your report, but control 
unrestrained enthusiasm, which may make your report seem un-businesslike.  Your enthusiasm can help 



spur you on to do excellent work in all of the preparation stages including research, outlines, and so on, 
but keep it out of the actual writing. 
 
<metadata> 
Level of difficulty: Difficult 
</metadata>  
 
 
<question type="mc"> 
9. When editing a professional Business Report of Proposal, readability is an important factor to be 
considered.  Whish of the following is NOT an issue of readability? 

 
a. margin and text alignment. 
b. removing filler words and trite business clichés. 
c. numbered lists and bullet points. 
d. typefaces and fonts. 

 
Analysis: 
a. Incorrect.  While it is important to edit filler words and trite business clichés out of your reports and 
proposals, they are not matters of readability. 
b. Correct. While it is important to edit filler words and trite business clichés out of your reports and 
proposals, they are not matters of readability. 
c. Incorrect. While it is important to edit filler words and trite business clichés out of your reports and 
proposals, they are not matters of readability. 
d. Incorrect. While it is important to edit filler words and trite business clichés out of your reports and 
proposals, they are not matters of readability. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
10. When editing a professional Business Report or Proposal, how should headings be used? 

 
a. Use headings a frequently as possible, they are considered helpful for creating white space and 
enhancing readability.  Think of them as the palette cleanser between courses of a fine dinner. 
b. Use headings to help readers finds sections and data that they might need to specifically look for at 
any point when reading the document or referring back to it.  Think of them as 3-ring binder divider 
tabs. 
c. Do not use headings; they create an amateurish and unprofessional look.  Avoid them at all costs. 
d. It does not matter how you use headings; there is no hard and fast rule.  It depends on company 
culture and personal preference. 



 
Analysis: 
a. Incorrect.  Heading should be considered a tool for the reader, to help them locate information to 
which they might want to refer either while reading your document or afterwards when referring back 
to it. 
b. Correct. Heading should be considered a tool for the reader, to help them locate information to which 
they might want to refer either while reading your document or afterwards when referring back to it. 
c. Incorrect. Heading should be considered a tool for the reader, to help them locate information to 
which they might want to refer either while reading your document or afterwards when referring back 
to it. 
d. Incorrect. Heading should be considered a tool for the reader, to help them locate information to 
which they might want to refer either while reading your document or afterwards when referring back 
to it. 
 
<metadata> 
Level of difficulty: Difficult 
</metadata>  
 


