
Setting the Stage for Effective Communication

1. Your communication skills reflect on both and .

2. What is the term for the positive feeling or attitude that you show or that customers have about a
business that encourages customer loyalty? 

3. What is collaborative writing? 

4. As you communicate, your goal may be one or more of the following:

a.

b.

c.

d.

5. What is the difference between legal and ethical?

6. What is cultural diversity?

7. When planning your message, you need to consider the following:
a. The of your communication.
b. Your intended .
c. The of the communication.
d. The of the .

8. What is meant by the you-attitude?

9. You need to understand as well as English composition to write messages that
build or retain goodwill.

10. The six Cs of effective communication are:

11. What is active voice?

12. What is passive voice?

13. What questions do you ask for the completeness test?

C H A P T E R  1 C O N C E P T  R E V I E W
W O R K S H E E T

Your Name 

you your company

goodwill

Two or more individuals working together to produce one document

to inform

to request

to persuade

to build goodwill

Legal is permitted by law. Ethical refers to moral principles or standards

the differences in people—people around the world have diverse values and beliefs

purpose
audience

content
organization message

you put the reader first in your communication and emphasize how you

can meet the reader’s wants and needs

psychology

courteous clear complete

concise correct consistent

who what when

where why how

the subject of the sentence performs the action

the subject of the sentence receives the action
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