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1. Which of the following plays the most significant role in emails?
a. Timing of Email 
b. Designation of the sender
c. Choice of words
d. Solution provided 

2. What are the 4 C’s of effective email writing?
a. Concise, Complete, Cute, Courteous
b. Clear, Complete, Concise, Courteous
c. Clear, Complete, Cute, Concise
d. Chatty, Clear, Concise, Courteous

3. While drafting an email, what is the first step you will take?
a. Write the subject line
b. Add to the recipient field
c. Write the content
d. Attach a document, if any

4. Which of these is not a sign of a good email?
a. Positive tone of voice
b. Solution-oriented
c. Missing salutations
d. Empathy in words

5. When should you use numbered bullets?
a. While following instructions
b. To make the email look pretty
c. To use numbers
d. To follow email etiquettes
6. While responding to an irate email, what should your opening statement contain?
a. A happy greeting
b. A Solution
c. An explanation
d. An empathetic line 

7. Which of these is not usually used in the professional context?
a. The ‘To’ field
b. The ‘Bcc’ field
c. The ‘Cc’ field
d. OOO templates

8. While responding to unreasonable requests or timelines, which of these is important?
a. Passiveness
b. Aggression
c. Assertiveness
d. Authority

9. Which word is used to soften the tone of the email while asking a question?
a. Will
b. Could
c. May
d. Who

10. When you are unsure about how to respond to an email, you should
a. Get into a meeting with the other person
b. Escalate the matter
c. Respond saying you are unsure
d. Get on a call to clarify
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