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1. When an outline accompanies a report, it should:

A. Have the same side margins as the report itself.

B. Follow the body of the report.

C. Replace the title page.

D. Follow the bibliography.

2. The top margin of an outline should be keyed how many inches from the top of the page?

A. One inch from the top.

B. Three inches from the top.

C. Two inches from the top or vertically centered on the page.

D. Two and a half inches from the top.

3. When creating leaders in a table of contents:

A. Alternate hyphens and spaces.

B. Use repeating asterisks with no spaces.

C. Format a right tab with leaders.

D. Format a decimal tab with leaders.

4. The table of contents lists side headings and _____ found in a report.

A. Bibliography entries

B. Paragraph headings

C. Title pages

D. Software

5. The purpose of leaders in a Table of Contents is to:

A. Keep the tabs aligned.

B. Lead the reader’s eye from the entry to its respective page number.

C. Keep the reader’s eyes from crossing.

D. Keep the right margin justified

6. All entries in a bibliography are listed:

A. Alphabetically by author surname.

B. Alphabetically by the first word.

C. Numerically by the reference publication.

D. Numerically by the order of reference.

7. Each entry in the bibliography is:

A. Single spaced

B. Double spaced

C. Triple spaced

D. Quadruple spaced

8. Page numbering of the Table of Contents page should appear:

A. At the bottom center and with lowercase Roman Numerals (ii).

B. At the bottom center and with uppercase Roman Numerals  (II).

C. At the bottom right and with lowercase alphabetic characters (a).

D. At the bottom center and with uppercase alphabetic characters (A)>

9. The purpose of an outline in a report is to provide:

A. An introduction.

B. References.

C. A way of organizing information.

D. A summary.

10. Side margins for the bibliography are:

A. Adjusted if using an XT computer.

B. Use your own discretion.

C. Refer to a style manual.

D. Copy your neighbor’s work.

11. Where should you begin keying entries in a table of contents?

A. Center point

B. Left margin

C. Right margin

D. Tab stop

12. The correct format for a bibliography or works cited entry is to indent:

A. All lines except the first.

B. Each line one half inch from the left margin.

C. Only the first line of the entry.

D. Only the second line of the entry.

13. Each entry in a bibliography should be:

A. Double spaced

B. Double space within and quadruple spaced between entrie.

C. Single spaced.

D. Single spaced within and double space between entries.

14. The format of a Works Cited page is similar to the:

A. Title page.

B. Outline.

C. Bibliography.

D. Table of Contents.

15. Side margins for the table of contents should be:

A. Four inches.

B. Same as a short letter.

C. Same as the report.

D. Two inches.

16. Bibliography entries are keyed:

A. Below the last paragraph of the report.

B. On a separate page and placed after the table of contents.

C. On a separate page and placed at the end of the report.

D. Within the report.

17. The page number of a table of contents is aligned at the:

A. Center.

B. Left.

C. Right.

D. Top.

18. Which of the following statements is TRUE regarding the title page of a report?

A. The title page should be centered horizontally and vertically.

B. The title page appears at the end of the report.

C. There is only one correct format for a title page.

D. The title page contains a summary of the report.

19. The purpose of a bibliography is to provide a listing of:

A. All sources that you checked out from a media center.

B. Additional readings on the subject.

C. All publications related to the subject matter.

D. The references you cited in the body of the report.

20. The order of each source in a bibliography is:

A. Author’s name, age, and title or source.

B. Author’s name, title of source, and publication date.

C. Title of source and publication theme.

21. The spacing of main entries (shown with Roman Numerals) in an outline should be:

A. Two blank lines before and a double space after.

B. Quadruple spacing.

C. Single spacing.

D. Triple spacing.

22. Each line of the title page should be:

A. Blocked.

B. Horizontally centered.

C. Indented five spaces.

D. Vertically centered.

23. Major headings in an outline are preceded by:

A. Capitalize alphabets.

B. Lowercase alphabets.

C. Arabic numerals.

D. Roman numerals.

