Memorandums

1.  Determine the HEADINGS that are included in a formal memorandum.

A. TO, DATE, FAX, TIME

B. TO, FAX, FROM, TIME

C.    TO, FROM, DATE, SUBJECT

D.  TO, TIME, DATE, SUBJECT

2. The memorandums is correspondence written to individuals:

A. Outside the organization.

B. In upper-level management.

C. In foreign countries

D. Within the same organization 

3. A formal memorandum is keyed in 

A. Block Style

B. Modified block style

C. Personal style

D. Simplified style

4. The correct spacing of a memorandum is:

A. single space with a double space between paragraphs

B. double space all lines

C. Double space within and single space between paragraphs

D. triple space between paragraphs

5. What type of spacing should be used between the paragraphs of a formal memorandum

A. Single

B. Double 

C. Triple

D. Quadruple

6. In a formal memorandum, the writer’s name is keyed:

A. At the bottom of the memorandum, before the references initials

B. At the top of the memorandum, in the heading

C. At both the top and bottom

D. Under the subject line

7. Use the following spacing between the “reference initials” and the “attachment” notation of a formal memorandum.

A. Single 

B. Double

C. Triple

D. Quadruple

8. The closing lines of a simplified memorandum should always include the following lines:

A. Author’s name, addressee’s name, date

B. Author’s name, keyboardist’s initials, enclosure

C. Author’s name with title, and keyboardist initials

D. Keyboardist’s initials, subject line, and addressee’s name

9. Which of the following statements is true regarding formal memorandums

A. It is never sent to people within an organization

B. It uses a special heading which is sometimes preprinted on the stationery.

C. It must include an enclosure notation 

D. It has 2 inch side margins

10. Which of the following is omitted when keying a memorandum.

A. Date

B. Reference Initials

C. Salutation

D. Subject

11. The top margin of a memorandum is 

A. One or two inches depending on the length of the memo.

B. Three inches

C. One half inch

D. Two inches

12. Which of the following statements is NOT TRUE regarding the simplified memorandum

A. It includes the formal memorandum headings-  TO, FROM, DATE, SUBJECT.

B. It is quickly and efficiently formatted

C. It is often keyed on plain stationery 

D. It includes the subject keyed in all caps

13. The date in a memorandum should be keyed

A. Using figures and hyphens

B. Using figures and diagonals.

C. In military style

D. With the month spelled in full, as in a letter

14. Memorandum side margins are

A. One half inch.

B. One inch

C. One and a half inch

D. Two inch.

15.  In a simplified memorandum, the author’s name is _____  spaced below the last paragraph

A. Single

B. Double

C. Triple

D. Quadruple 

16.  A tool that can be used to save time when creating interoffice memorandum headings that will be used repeatedly from one application to another is called

A. Spreadsheet

B. Macros

C. E-mail address

D. Database

17. Two types of memorandums used as a form of communication in an organization are

A. Business and Modified

B. Interoffice and personal.

C. Simplified and formal

D. Simplified and personal

18. A formal memorandum is usually sent to a person

A. Not working for any company

B. Working inside the company

C. Working outside the company

D. Working for another company

