Reports

1. When page numbers of a report appear at the top of the page,  The spacing following the page numbers should be:

A. SINGLE spaced

B. DOUBLE spaced

C. TRIPLE spaced

D. QUADRUPLE spaced

2. What are enumerated items?

A. Footnotes

B. Long quotations 

C. Numbered or lettered items

D. Reference items

3. The body of a  report should be:

A. Single spaced

B. Double spaced

C. Triple spaced

D. Quadruple spaced

4. When an academic report has a heading keyed at the top left margin on the first page of the report:

A. A title page is still required.

B. A title page is not necessary

C. The title page becomes optional

D. It is never acceptable to use a heading on page one.

5. What type spacing should you place before a divider line:

A. Single

B. Double 

C. Triple 

D. Quadruple

6. The second and succeeding page numbers of an unbound report:

A. Begin at the center point.

B. Begin at left margin.

C. Is keyed at first tab stop.

D. Is aligned at the right margin.

7. Which statement is NOT TRUE regarding the Unbound Report?

A. Side margins are one inch.

B. Avoid widows and orphans 

C. Single-space the body of the report.

D. Double-space the body of the report.

8. Side headings in a report are underlined and keyed on:

A. All caps.

B. Initial caps.

C. Italics.

D. Lowercase.

9. What type spacing should you place after a divider line?

A.   Single

B. Double

C. Triple

D. Quadruple

10. The side headings in a report should be:

A. All caps

B. Indented

C. Underlined 

D. Lowercase

11. A report with a 1-1/2 inch top margin should begin on line:

A. 8

B. 10

C. 12

D. 13

12. When paragraph headings are used to divide a report into sections, these headings are keyed:

A. At the left margin and indented five spaces

B. At the beginning of the paragraph and underlined or boldfaced for emphasis

C. Indented ten spaces and underlined

D. At the left margin and underlined 

13. The title of a report is key in:

A. All caps or initial caps and boldface type.

B. All caps and underlined.

C. Capital and lowercase letters.

D. Capital, lowercase letters, and underlined.

14. A report with a two-inch top margin would begin on line:

A. 7

B. 10

C. 13

D. 20

15. When enumerated items are single spaced, use a:

A. Double space between items

B. Triple space between items

C. Single space between items

D. Quadruple space between items

16. After keying the title of an unbound business report.

A. Single space

B. Double space

C. Triple space

D. Quadruple space

17. In an unbound report, what type of spacing should follow the page number for the second and succeeding pages?

A. Single

B. Double

C. Triple

D. Quadruple

18. Paragraph headings in a report are:

A. Keyed in all caps

B. Centered and underlined 

C. Keyed initial caps

D. Keyed capitalizing first letter of the first word ONLY.

19. A paragraph style enumeration should be:

A. Keyed in block style.

B. Right Justified 

C. Keyed as a normal paragraph with the first line indented.

D. Keyed as a normal paragraph with the first line indented keyed at the left margin.

20. The side margins of an Unbound report are:

A. One inch

B. One and one half inches

C. Two inches

D. One inch for the first page and two inches for succeeding pages.

21. The bottom margin of an Unbound report is:

A. Two inches

B. One inch

C. One inch, but it may vary depending on page break decision

D. One half inch

22. What type of spacing follows a long quotation in an academic report?

A. Single

B. Double

C. Triple 

D. Quadruple

23. there are several acceptable styles when preparing a report; therefore, you should:

A. Create your own unique style

B. Use your own dicretion

C. Refer to a style manual

D. Copy your neighbor’s work

24. The title of a report is keyed in:

A. All caps

B. All caps and underlined

C. Caps and lowercase letters

D. Caps, lowercase letters, and underlined.

25. The left margin of a leftbound report should:

A. ¾ inches

B. 1 inch

C. 1-1/2 inches

D. 2 inches

26. A long quote in a consists of:

A. Two or more lines.

B. No more than four lines

C. Four or more lines

D. A minimum of ten lines.

27. Indent the first line of a footnote how many spaces?

A. 5

B. 7

C. 9

D. 11

28. A superscript text reference, such as a footnote number, appears:

A. Slightly below the normal line of text

B. In strikeover style

C. In all caps

D. Slightly above the normal line of text

29. A short, direct quote in a report should:

A. Omit the quotation marks

B. Consist of a least four line

C. BE set off from the body of the report

D. Include quotation marks and should not exceed four lines.

30. The right margin of a leftbound report is:

A. 1 inch

B. 1-1/2 inches

C. 2 inches

D. 2-1/2 inches

31. Footnotes, endnotes and textual citations in a report serve to:

A. Provide further information about the author

B. Keep the librarian busy

C. Cite Additional reading on the subject.

D. Give credit for an idea, fact, or qoute.

32. In a report, paragraph headings should be:

A. Centered

B. Centered and underlined 

C. Followed by a peroid

D. Underlined and followed by a period.

33. The bottom margin of a report should be at least;

A. ½ inches

B. 1 inch

C. 1-1/2 inches

D. 2 inches

34. When text references appear at the end of the report, they are called:

A. Footnotes

B. Endnotes or works cited

C. Run-in-references 

D. Booknotes

35. What type spacing should be used in the paragraphs of a report?

A. Single

B. Double

C. Triple

D. Quadruple

36. Which of the following statements is NOT TRUE regrading footnotes in a report?

A. Footnotes can be formatted using the header/footer feature of software.

B. Footnotes appear at the bottom of the page in which they are referenced.

C. Footnotes are text referenced to information outside of the text

D. Footnotes are formatted in parenthesses within the body of the report

37. Spacing between indiviual endnotes or footnotes should be:

A. Single.

B. Double.

C. Triple.

D. Quadruple.

38. When text references are formatted in parentheses within the body of a report, they are called:

A. Footnotes

B. Endnotes.

C. Textual Citations or parenthetical references

D. Booknotes.

39. What type spacing should be used between footnotes?

A. Single.

B. Double.

C. Triple

D. Quadruple.

40. Side headings in a report should be:

A. Centered.

B. Centered and underlined.

C. Followed by a double space.

D. Followed by a period.

41. A wider left margin in a leftbound report allows:

A. Room for reader notes.

B. Room for binding the report.

C. Space for using proofreader’s marks.

D. Room for the author’s notes.

42. When text references are placed at the bottom of the same page on which they 

occur, they are known as:

A. Footnotes.

B. Endnotes.

C. Run-in references.

D. Booknotes.

43. An ellipsis is used in quoted material in a report to show:

A. A direct quote.

B. An indirect quote.

C. A long quote.

D. Any omission of words, phrases, or paragraphs.

44. Using the block style of keying enumerated items, the second and succeeding lines of numbered items

in a report begin:

A. At the center point.

B. Below the last paragraph.

C. Two spaces after the left margin.

D. Under the first word in the enumeration.

45. Which of the following statements is NOT TRUE regarding long quotes in a report?

A. A long quote consists of four or more lines.

B. Quotation marks are not used in long quotes.

C. A double space separates the long quote from the text above and below it.

D. A long quote is enclosed in quotation marks.

46. Source footnotes provide the reader with the following four elements:

A. Author + Title of Work + Editor + Manager.

B. Author + Title of Work + Facts of Publication + Page reference.

C. Author + Page reference + City + State.

D. Author + Title of Work + Date + City.

