
In The Know Worksheet
Directions: After reviewing the In The Know in Chapter 5, Brief Correspondence, fill in the blanks below with the correct term.
1.
The letter style that aligns the return address, dateline, and closing flush with the left margin.__________
2.
Something positive written to soften bad news to come. _____________
3.
A receiver outside the sender’s organization. ______________
4.
The layout of a publication; standard elements of a document’s presentation.______________
5.
The feeling of friendship; the value of doing things that create mutual admiration and respect.__________________
6.
Attention-getters; words or sentences designed to engage the reader or to create interest in an idea.______________
7.
A receiver inside the sender’s organization._________________
8.
The division of human needs into basic needs (physiological, safety, and belonging) and higher-order needs (esteem and self-actualization)._________________
9.
Brief written internal communication._____________________
10.The letter style that begins the return address, dateline, and closing at the center of the page._______________
11.Social factors such as culture, family, and class that cause buyers to purchase certain goods and services.________________
12.Personal stories or people’s statement (often famous people) endorsing a product or service._____________
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