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1. Multiple Choice
1. What does “on behalf of” mean in an email subject line?
☐ A. The email is urgent
☐ B. The sender is representing someone else or a group
☐ C. It has no meaning
☐ D. The email is confidential
2. If you have questions about a Communications Office email, what should you do?
☐ A. Ignore the email
☐ B. Reply to a random coworker
☐ C. Contact the appropriate person or sender
☐ D. Delete the email
3. What does a blue, underlined “reply here” usually indicate?
☐ A. A mistake in the email
☐ B. A clickable link
☐ C. A warning
☐ D. A file attachment
4. What should you do before responding to an email?
☐ A. Respond immediately without reading
☐ B. Skim it quickly
☐ C. Read it carefully
☐ D. Forward it
5. If an email says “on behalf of ,” who is the message from?
☐ A. Only the sender
☐ B. The office being represented
☐ C. No one
☐ D. IT department

2. True or False
6. “On behalf of” means the email might be urgent.
☐ True ☐ False
7. A blue, underlined phrase in an email is usually clickable.
☐ True ☐ False
8. It’s okay to ignore emails you don’t understand.
☐ True ☐ False
9. You should always read an email fully before responding.
☐ True ☐ False
10. The subject line helps explain what the email is about.
☐ True ☐ False

3. Short Answer
11. What should you do if you don’t understand an email?

12. Why is it important to follow email instructions (like “reply here”)?

13. Who should you contact if you have questions about an email?


4. Scenario
14. You receive an email sent “on behalf of” with a blue “reply here” link. What should you do?


15. You receive an email you think might be important but are unsure what it means. What is your next step?

Answer Key
1. B
2. C
3. B
4. C
5. B
6. False
7. True
8. False
9. True
10. True
11. Ask for clarification or contact the sender/appropriate person.
12. To ensure your response goes to the right place and follows instructions correctly.
13. The sender or the appropriate contact listed in the email.
14. Read the email carefully and click the “reply here” link to respond as instructed if necessary
15. Review the email carefully 

