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Collection 6

Selection Test
informational text
Workplace Documents

COMPREHENSION  Circle the letter of the best answer to each of the following items. 

1.
According to the business letter from “Streetwheelie Productions,” what responsibility does Sam have for her own appearance?


A)
She is expected to get a complete makeover before production.


B)
She is expected to keep her hair the same color and length.


C)
She is expected to get a new wardrobe.


D)
She is expected to remove the green dye from her hair.


2.
Based on the business letter, you can assume that Sam will be—


A)
riding her bike in the movie


B)
reading her e-mail in the movie


C)
getting her hair done in the movie


D)
making telephone calls in the movie


3.
According to the workplace instructions memo, what are actors allowed to do while waiting on the set?


A)
Play electronic games with the sound on


B)
Talk on their cell phones


C)
Read a book


D)
Talk with their friends


4.
According to the workplace instructions memo, what must Sam do first?


A)
report to the call area and stay there


B)
sign in with Jim, and pick up a call pager


C)
report to makeup, hair, and wardrobe


D)
leave personal belongings in locker
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5.
The production company uses e-mail mainly to—


A)
give actors notes on their performance


B)
explain how to respond in press interviews


C)
introduce the actors to everyone on the team


D)
update the schedule and important events

VOCABULARY DEVELOPMENT  Five word pairs follow. The first word in each pair is a vocabulary word. On the line provided, write S if the word that follows is a synonym or A if it is an antonym. 


6.
punctuality : tardiness



7.
supervision : overseeing



8.
tentative : sure



9.
punctuality : promptness



10.
tentative : uncertain

READING FOCUS  Circle the letter of the best answer to each of the following items. 

11.
The workplace documents that Sam receives all help her to—


A)
know what to do as soon as she gets to work


B)
do her job well, as expected by Streetwheelie Productions


C)
understand where her personal belongings are to be kept


D)
address changes in the schedule


12.
The business letter to Sam gives an overview of all of her—


A)
responsibilities


B)
appearances


C)
benefits


D)
talents

Unit 2: Collection 6, Selection Test continued


13.
The workplace instructions that Sam receives explain—


A)
what scenes the actors will be filming each day


B)
what the actors are and are not allowed to do


C)
what stunts the actors will be required to perform


D)
how the actors should behave while off the set


14.
Sam can preview her e-mail to locate information most quickly by—


A)
skimming through each e-mail


B)
reading the tables included in the e-mails


C)
reading the heading “Locating Information”


D)
looking at the subject line of each e-mail

CONSTRUCTED RESPONSE  

15.
Workplace documents often have to present a great deal of information in a short amount of space. Headings, bulleted and numbered lists, and tables are some of the features that can help readers understand this information. Give an example of a workplace document that you have experience with or a workplace document that your parents are familiar with,  Tell the document’s purpose and what features are used in the workplace document you choose.
Original content Copyright © by Holt, Rinehart and Winston. Additions and changes to the original content are the responsibility of the instructor.
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