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 *Check depth of knowledge with the quiz provided.



Which one of the following words describe a persuasive work 
document?

-complete
-complex
-convincing
-quality conscious
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………..



Answer: convincing



Reading for meaning is something you do to a document when 
you are doing which of the following?

-proofreading
-scanning
-summarizing
-associative thinking
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………..



Answer: proofreading



What type of thinking are you engaged in when you ask about 
the pay and benefits of a job you are considering?

-constructive
-associative
-critical
-creative
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………..



Answer: critical



To make sure you understand a written document, the first step 
is to _____________ the document by looking it over 

quickly to get an idea of what it's about.
-scan
-reread
-read
-skip
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………..



Answer: scan



When proofreading a important document, you can ask a 
___________ reader, someone who has not seen the 
document before, to read it and provide honest feedback.

-professional
-test
-average
-poor
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………..



Answer: test



Showing up on time for work every day and doing your job with 
little or no supervision demonstrates that 

____________ is one of your personal qualities.
-reliability
-dependability
-tardiness
-Options 1 and 2
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………..



Answer: Options 1 and 2



Emotions plan an important role in logical thinking.

True or False?
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………..



Answer: False



By definition, being quality conscious means using expensive 
materials.

True or False?
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………..



Answer: False



Every written business document should be persuasive.

True or False?
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………..



Answer: True



Innovators use associative thinking to come up with new ideas.

True or False?
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………..



Answer: True


