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Mutliple-Choice Question Type  
 
<question type="mc"> 
1. What is an action request? 

 
a. It is a request that you have taken action on. 
b. It is a request for drastic change. 
c. It is a request for any action that requires approval. 
d. It refers to the action of actually filing a request. 

 
Analysis: 
a. Incorrect. An action request is asking for something that has not been done yet. 
b. Incorrect. The change does not need to be drastic in order to require an action request be filed. 
c. Correct. An action request is a request for any organizational action that requires permission or 
approval. 
d. Incorrect. An action request is not an action, it is a ‘request’ for an action to be taken. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
2. What is the difference between and information request and an action request? 

 
a. An information request is a neutral communication and an action request is a positive 
communication. 
b. One asks for the release of data and the other asks for changes or remediation. 
c. An information request is a positive communication and an action request is a neutral 
communication. 
d. There is no difference; they are the same thing. 

 
Analysis: 
a. Incorrect. They are not different forms of communication; they are the same thing and fall under the 
category of neutral and positive messages. 
b. Incorrect. Although the names might suggest some difference, the two names are actually for the 
same kind of document. 



c. Incorrect. They are the same thing and fall under the classification of neutral and positive messages. 
d. Correct. They are two terms for the same thing; they are both types of communications that are 
asking for something. 
 
<metadata> 
Level of difficulty:  
</metadata>  
 
<question type="mc"> 
3. When responding to an information or action request, what is the best way to open your 
communication? 

 
a. Open with the main point, the disposition of the readers’ request. 
b. Open with a bullet point list of items that bear on the disposition of the readers’ request.  
c. Open with a warm and friendly greeting in order to establish a positive tone. 
d. Open with a brief history of the item being discussed. 

 
Analysis: 
a. Correct. Open this and most neutral and positive messages with the main point, in this case the 
disposition of the reader’s request. 
b. Incorrect. A list of items that bear on the disposition of the reader’s request should be put in the body 
of the message, not in the opening. 
c. Incorrect. While a warm and positive tone is always appreciated, get right to business in anything but 
the most casual and informal message. 
d. Incorrect. A brief history of the item being discussed should be included in the body of the message, if 
it is needed at all. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
4. What part of a message should include explanations of details that effect the disposition of the 
matter of an information or action request?  

 
a. the opening. 
b. the body. 
c. the closing. 
d. the appendix. 

 
Analysis: 
a. Incorrect. The opening should include the disposition of the matter, clarifications, details, and 
explanations should appear later, in the body of the message. 



b. Correct. Explanations or details should be included in the body of this message. 
c. Incorrect. By the time you and the reader have reached the closing, those sorts of details should have 
been introduced and analyzed. 
d. Incorrect. This kind of message should not need to include an appendix. 
 
<metadata> 
Level of difficulty: Easy 
</metadata>  
 
<question type="mc"> 
5. In writing an information or action request, how should your opening sentence be formed? 

 
a. as an accusation 
b. use bullet points as opposed to a sentence. 
c. make a direct emotional appeal. 
d. as a polite command or question. 

 
Analysis: 
a. Incorrect. Beginning such a request with an accusation will not help you achieve your desired goals. 
b. Incorrect. While you can use bullet points in the body of your message, you should start with a 
complete sentence. 
c. Incorrect. In writing such a message you probably do not want to get too overly emotional. 
d. Correct. Open an information or action request with a polite command or a question. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
6. In responding to an information or action request, what is the best tone to use in closing your 
message?  

 
a. authoritative. 
b. pleasant. 
c. beleaguered. 
d. abrupt. 

 
Analysis: 
a. Incorrect. Using an authoritative tone in the closing of such a document is not necessary. 
b. Correct. Closing this communication with a pleasant tone can be a reminder to the reader that your 
relationship is cordial and that you look forward to future interactions and business dealings. 
c. Incorrect. Closing this communication by letting the reader know that you are beleaguered does not 
help you in any way. 



d. Incorrect. Do not end a message such as this abruptly.  Let the reader know that you are pleased to be 
working with them and look forward to continue doing so in the future. 
 
<metadata> 
Level of difficulty: Medium 
</metadata>  
 
<question type="mc"> 
7. In forming an information or action request, when should you include a justification or explanation? 

 
a. always. 
b. never. 
c. any time you do not have a longstanding relationship with the reader. 
d. when you expect your request to be met with some resistance. 

 
Analysis: 
a. Incorrect. You should only include a justification or explanation for your request when necessary. 
b. Incorrect. There are certainly times when you will need to include a justification or explanation. 
c. Incorrect. Whether you know the reader or not should have absolutely no bearing on whether you will 
need to justify or explain your request  
d. Correct. In forming your information or action request you should only include a justification or 
explanation of the reason for your request if you expect to be met with some resistance. 
 
<metadata> 
Level of difficulty: Difficult 
</metadata>  
 
<question type="mc"> 
8. In writing an information or action request, keep in mind that most readers will focus on what part of 
your message? 

 
a. the title from the title page. 
b. the opening and the closing. 
c. what they understand from reading ‘between the lines.’ 
d. the bullet points contained in the body. 

 
Analysis: 
a. Incorrect. This type of document has no title page. 
b. Correct. Most readers will focus on the opening and closing of this kind of document, only scanning 
the body unless there is additional information that they absolutely need. 
c. Incorrect. Most readers will read documents like this fairly literally and will not read too many 
‘unspoken’ meanings. 



d. Incorrect. While bullet points may be compelling to read, thanks to their brevity, this is not what most 
readers will focus on.  They will focus on the opening and closing. 
 
<metadata> 
Level of difficulty:  Difficult 
</metadata>  
 


