Special Parts/2 Page

1. A multiple line heading used on page two of a business letter should be:

A. 1 inch

B.   1-1/2 inches

C. 2 inches

D. ½ inch

2. This notation shows that a copy of a letter has been sent to additional people.

A. Copy Notation

B. Handling Notation

C. Mailing Notation

D. Separate Cover Notation

3. The correct format for an enclosure notation is:

A. Enc.

B. Enclosure.

C. Enclosures (2).

D. All of the above.

4. CERTIFIED MAIL is an example of a:

A. Copy notation

B. Handling notation

C. Mailing notation

D. Separate cover notation

5. What would be an appropriate salutation for Edward G. Walker, M.D.?

A. Dear Dr. Walker

B. Dear Dr. Walker, M.D.
C. Dear Dr. Edward G. Walker
D. Dear Dr. Edward G. Walker, M.D.
6. Which of the following letter STYLES would NOT require reference initials?

A. AMS simplified

B. Business

C. Modified Block

D. Personal Business

7. The multiple line heading used on page two of a business letter should be keyed using what style?

A. Block

B. Center

C. Modified Block

D. Personal

8. Which of the following statements is NOT TRUE about the SUBJECT line?

A. Leave a double space after the subject line.

B. It serves to draw the reader’s attention to the topic of the letter.

C. It is keyed a double space below the salutation

D. It is keyed a double space below the reference initials

9. The appropriate second page heading style of a two page business letter is:

A. Single line heading

B. Multiple line heading 

C. Personal business  letter heading

D. Both A and B are correct

10. When both reference initials and enclosure notation appear at the end of a letter, what kind of spacing                                                 is used?

A.  Single

B. Double

C. Triple

D. Quadruple

11. Which statement is TRUE regarding the margins and format of the second page of a two-page business letter?

A. The top margin should be two inches

B. The left margin should be 1.5 inches

C. The margins and format should match page one.

D. The side margins should be 2 inches

12. Page two of a business letter should include ALL of the following EXCEPT:

A. Date of a letter

B. Name of Addressee

C. Page number

D. Title of Addressee

13. The page number in the single line heading on page two of a business letter should be keyed at the :

A. Center

B. First tab

C. Left Margin

D. Right margin

14. How many lines of the body of a letter should be carried over to the second page?

A. None

B. No more than one

C. At least two

D. Three or more

15. When including a company name in the closing lines of a letter, where would the name be keyed?

A. A double space before the reference initials

B. A double space below the complimentary close 

C. A quadruple space below the complimentary close 

D. A single space below the keyed author’s name

16. The correct format of the copy notation is:

A. C: John Doe.

B. c John Doe

C. xc John Doe

D. All of the above

17. What spacing is used AFTER keying the heading on page two of a business letter?

A. Single

B. Double

C. Triple

D. Quadruple

18. The purpose of the subject line is to:

A. Draw the reader’s attention to the main subject of correspondence

B. Add a message to the end of a letter

C. Identify the person who should receive the letter 

D. Make a note of a special postal service

19. If a copy of the letter is to be sent to someone else, in addition to the person to whom the letter was written, what special part would be included in the letter?

A. Attention Line

B. Copy Notation

C. Postscript

D. Reference Initials

20. The name of the addressee in the  heading in the heading on page 2 of a business letter should be keyed at the 

A. Center

B. First tab

C. Left margin

D. Right margin

21. What spacing is used after the subject line in a block-style letter?

A. Single

B. Double

C. Triple

D. Quadruple

22. A letter written to thank someone for an interview is a:

A. Data sheet

B. Follow-up Letter

C. Letter of application

D. Thank you note

23. When keying a letter, the mailing notation is placed a double space:

A. Above the date

B. Above the inside address

C. Below the enclosure notation

D. Below the inside address

24. Where would you key an attention line in a letter?

A. The first line in the inside address

B. The second line in the inside address

C. Last line of inside address

D. Between the dateline and inside address

25. Which of the following statements is NOT TURE concerning the Postscript

A. It appears at the end of the letter

B. It appears a double space below the salutation

C. it appears a double space after the least notation on a page

D. Whenever possible the letter should be restructured to avoid a Postscript

26. Which of the following statements is NOT TRUE regarding the Enclosure notation?

A. It is keyed a double space below the reference initials

B. It can be abbreviated Enc.

C. It indicates that additional items are enclosed in the envelope

D. It is keyed a double space below the complimentary close.

27. The mailing notation is keyed below the date using what kind of spacing?

A. Single

B. Double

C. Triple 

D. Quadruple

28. The purpose of a Postscript notation is to:

A. Add a message to the beginning of a letter

B. Add a question to the end of a letter

C. Add a phone number tot he end of a letter

D. Add an additional message to the end of a letter

29. What spacing is used between reference initials and a copy notation?

A. Single

B. Double 

C. Triple

D. Quadruple

30. The second page of a two-page business letter should be keyed on:

A. Letterhead

B. Blank stationery

C. Legal size paper

D. Personal stationery

31. Mailing notations in a letter are keyed at the:

A. Center

B. First tab

C. Left Margin

D. Right Margin

32. Which of the following is NOT an example of a mailing notation?

A. Certified Mail

B. Registered Mail

C. Enclosure

D. Special Delivery 

