Name: _______________________________________ Date: _______________

Chapter 5 Review
Test Your Knowledge
Part 1: True or False
Instructions
Read each statement below, then select True or False.
1. Analytical and informational reports are written using technical language to impart and analyze
information.

True 

False 

2. Demonstrating use of appropriate vocabulary means a person uses homonyms, synonyms, and
antonyms accordingly.

True 

False 

3. The four steps of the writing process are reading, analyzing, editing, and polishing.

True 

False 

4. Block and modified block style letters using open and mixed punctuation are examples of how
font size and style contribute to overall graphic design of a written document.

True 

False 

5. Writers must be able to practice and apply software applications to produce publishable written
document.

True 

False 

6. When organizing and communicating written information, it is not necessary to state a main idea.

True 

False 

7. Applying desktop publishing to create products using typography concepts includes taking into
consideration font size and style.

True 

False 

8. Graphic design is the production of printed matter by means of a desktop computer having a
layout program that integrates text and graphics.

True 

False 

9. Publications take into consideration formatting digital information for effective communication
in a product by defining the intended audience and purpose.

True 

False 

10. Principles of page design include balance, alignment, proportion, and white space.

True 

False 
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Part 2: Short Answer
Instructions
Answer each of the questions below in the space provided.
1. Imagine you are writing to your boss to request a day off from work. Your goal is to communicate
in a clear, courteous, concise, complete, and correct manner. Using all that you know about
grammar, terminology, vocabulary, punctuation, and spelling, compose a written email to your
boss. Be sure to adapt language to your audience, purpose, intent, and situation.

2. Practice editing copy for three different types of written documents. For example, find one
newspaper article, one brochure, and one blog. You may use an Internet search engine to locate
the written documents or collect them in your daily life (for instance, pick up a brochure the next
time you visit a store). Use correct grammar, punctuation, and terminology to edit the
documents.

3. Demonstrate your knowledge of various communication processes in professional contexts by
explaining effective written communication skills.
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4. Describe the four steps of the writing process.

5. Explain the difference between primary and secondary sources and why writers use both in
written documents.

6. Write a list of three short and long-term professional goals you have for yourself.

7. Explain an example of when it would be appropriate in the workplace to use informal, standard,
and technical language.
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8. Create a flyer for an upcoming school event by applying desktop publishing to create a product
using a word processing program, editing product, or drawing program. Be sure to consider
design elements, typography concepts of font size and style, and graphic design concepts.

9. Writers deliver digital products in a variety of appropriate media, such as blogs, social media
posts, and online news sites. Describe how you would adapt your language based on different
digital products.

10. Describe how a writer might communicate data and observations.

11. Write a technical message by explaining a set of instructions for completing a simple task, such as
how to play soccer or how to wash a car.
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12. Explain how the following items influence a piece of writing: positive and neutral language,
sensitive language, word choices, jargon, buzzwords and clichés, and tone.

13. Describe visual communication and how a writer might use it.

14. Describe an example of homonyms in the workplace.

15. Imagine you are writing a paper on Martin Luther King, Jr.’s famous “I Have a Dream” speech.
Find one primary source and one secondary source that you could use for this paper, list them,
and explain why these sources would help your paper’s purpose.
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