
English 3303 Practice Final Exam 
The final exam below is intended to give you the opportunity to display the knowledge you have gained in this course. Each question counts 10 points and is intended to take between 10 and 15 minutes to complete and. Good luck.  Open book. 
Question 1
This question analyzes how well you have fulfilled Goal 1 of the course, to analyze the communication situation fully and accurately in terms of needs, audiences, uses, and constraints.

Situation

Your company, a business-to-business delivery service, is considering a non-smoking policy for all employees while on the job. Currently employees are allowed to smoke when off duty in the parking lot or in route in the delivery trucks (with the windows rolled down). Office staff can smoke in designated areas. However, the company’s insurance provider has offered to lower the premiums on insurance if the company can show a smoke-free workplace. The president of the company decided to implement a smoke-free workplace. She tells you to write the memo announcing the new policy. What questions do you need to answer about your readers before you write the memo? (List five questions)
Your answer:  

Question 2

This question analyzes how well you gather information logically, efficiently, and ethically through either primary research or secondary research, which is Goal 2 of the course.  You need to show us how you do the research specifically.
Choose one of the following scenarios and describe what resources you would use to gather information.  
· Jane Haslocker wants to work at NASA when he graduates but he doesn't know whether he would qualify for a job or whether NASA has competitive benefits and promotion policies. 

· Mark Hannigan, a community leader, is interested in organizing a neighborhood cleanup.  He is not sure what kinds of regulations govern the use of volunteers or whether some kinds of cleanup might pose a health threat to the volunteers. 

· Mike Adcock wants to automate his bookkeeping more efficiently but he doesn't know what accounting software packages are available for his Windows computer nor what kinds of features they offer.  

· Rick Sanchez is faced with a dilemma of what kinds of ground cover to use in the parking lot green spaces of the new office building being built for his company.  He is interested in finding plants that use little water but will protect the soil and require little maintenance.        

Your answer:  Explain the steps you will take and what research method you will do ( primary research or secondary research). 
Question 3  

This questions analyzes how well you have developed professional work and teamwork habits, Goal 3 of the course.    

Describe how you would plan the following project for a team of 3 or 4 writers.  Outline the steps and phases of the project and create a task list of duties for the members.  
Your company manufactures "dress" sneakers—fancy athletic footwear that is designed as "business" rather than "athletic" apparel. Because of increasingly informal corporate attire policies, your company has experienced phenomenal success and now wishes to expand internationally.  You have been given the job of team leader.
The answer to this question would possibly suggest meetings, agendas, communication strategies (diplomatic), tasks (interviewing students, examining the existing web site) critiquing, and other elements of collaboration.) 

Your answer: 
Question 4

This question analyzes how well you can design usable, clear, persuasive, accessible documents by using document design features you learned, which is Goal 4 of the course.

Your design should make it easier for readers to use the document. The topic for the entire passage is the privacy aspect of housing on campus.

We found that living in an apartment provides the most privacy of any other option.  Living on campus with a roommate has the least amount of privacy.  On these criteria, we combined the two apartment options because the presence or lack of a meal plan does not have any effect on privacy. Living in a dorm room with a roommate and meal plan is one way to go. Privacy is very limited in the situation.  The student only has one small room, and they are sharing that with another person.  In addition, there are communal bathrooms, which afford even less privacy. You can also try living in a dorm room without a roommate and meal plan. Privacy is not as limited as in the above option.  The student has their own room and they can close the door and keep people out when they want to.  However, they are still sharing the bathroom will all the other people on the hall. What about living in an apartment? The most privacy is found in this option.  The student is not limited to only one room.  There are several rooms to move about in.  The student may have their own bathroom, or share with their roommate(s).  In this option, the student usually has his or her own room.

Your answer (copy, paste, and re-format the example, using at least 4 features): 

Question 5
Question 5 analyzes whether you can select the appropriate document type for presenting information, Goal 5 of the course.

Respond to the following case. 
Hank works for a water purification company that has just purchased a delivery truck that will enable the company to serve clients in small towns surrounding the city where the company is located.  The boss has asked Hank to take charge of the new project and make sure everybody involved knows how and when it will work.  Hank has to do some preliminary planning for whom to contact and how.  What kind of document or documents (letters, reports, proposals, etc.) would Hank plan on to carry out his assignment?  Justify your choice.  You can only choose one type.  
Your answer:

Question 6

Question 6 analyzes whether you can organize information using principles of organizing technical information, Goal 6 of the course.
You are about to introduce a new printer to your staff members; how are you going to organize the information?  

How are you going to present the information if you are going to explain the task to register a course.
Your answer:   Specify your organizational method and justify it.
Question 7

Question 7 analyzes whether you can use graphics effectively, Goal 7 of the course.
You are writing an overview of the pre-registration process for courses at Texas State University.  The reader is a student who is half-way through his or her first semester as a TSU student.  The reader has never gone through the pre-registration process before and needs to know the main elements of the process. The diagram you create will be included in a brochure for new students.

Draw a conceptual diagram or visual representation of the process that you think illustrates the process well and gives the student the kind of overview information needed.  Use good visual design style.

Your answer:  You need to specify a graphic and justify it.
Question 8

Question 8 evaluates if you have developed an effective, clear writing style, Goal 8 of the course. 

Rewrite the following passage using clear, effective workplace writing style. 

Academic advising is counseling by a university representative, usually a faculty member, to assist the student achieve their goals for their education.  The counseling’s character, and the relationship that exists between the advisor and the student, change as the student’s career in the academic setting progresses.  

Your answer:

Question 9

Question 9 analyzes whether you can apply principles of audience analysis to a multicultural writing situation and develop documents that accommodate multicultural readers.
You are writing a letter that describes your major field and communication responsibilities to a person from another culture.  What might be some considerations or questions that you might ask about the audience in order to design a communication that met the readers’ cultural expectations?  
Your answer:

Question 10 

Question 10 analyzes whether you can apply principles of this course to the workplace.  

Consider a workplace in which you have previously had experience, or a volunteer or student association responsibility that you have had.   

Write a 100-150 word paragraph in which you 1) identify your role in the workplace and the kinds of information and knowledge work that you were required to do.  Identify 2) the kinds of documents had to create, and 3) the kinds of readers communicated with.  Your answer will be evaluated on you ability to show an understanding of the importance of workplace communication. 

Your Answer:
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