Punctuation and spelling

Match punctuation symbols and their names. 

1. .
2. ,
3. ’
4. !
5. "
6. :
7. ?
8. ;
9. –
10. /
a) apostrophe
b) comma
c) colon
d) question mark
e) semicolon
f) full stop
g) exclamation mark
h) hyphen
i) slash
j) quotation mark


Put in commas where necessary. 
1. Unless you give me the tools I won’t be able to repair the car. 
2. My aunt Fiona whom you have just met is a waiter. 
3. Glen was very happy to win the competition.
4. Susan had a bad cold so her father took her to the doctor. 
5. After finishing her homework she left the room.
6. The more she practises the better she plays. 
7. The exam should be written in ink not pencil. 

Correct the misspelled words. 
	Incorrect
	Correct
	Incorrect
	Correct

	liesure
	
	ocasionally
	

	belive
	
	greatful
	

	recomend
	
	accomodation
	

	definitaly
	
	sincerly
	

	begining
	
	convinient
	

	adress
	
	tommorrow
	

	recieve
	
	bussiness
	

	neccessary
	
	fourty
	




Exam Task
II) Underline and correct mistakes (spelling, grammar, capitalization, punctuation, numeral use, missing word, extra word) in the following letter (5 points).

	Dear Mr Smith, 
	X

	Thank You for taking the time to interview me for the position of
	

	Production Manager advertising on your company’s website last Monday,
	

	17. December 2021. It was a pleasure to talk to you and your assistant. 
	

	Let me remind you one more time that I aquired technical qualifications
	

	while working for Toyota; which set ground for my futher development. 
	

	I also founded a start-up company that produced component’s for smart
	

	watches. The company were later sold to Garmin International company. 
	

	Therefore, I truly believe that I fulfil all main requirements be hired. 
	

	If I need to provide additional informations, feel free to contact me. 
	

	Yours faithfully, 
Anna Smith
	











Business Letter Writing
I Read the letter and answer the following questions:
1. Business letter format: ____________________________________________
1. Insert the DATE, RETURN ADDRESS, INSIDE ADDRESS and SUBJECT in the appropriate place. 
1. Fill in the blanks using the appropriate number of the word you want to insert: 

 [1] majoring	[2] at      [3] extracurricular     [4] advance     [5] postgraduate    [6] in                
[7] appreciate	[8] extensively     [9] undergraduate	[10] following

	
                                                                                                          








My name is Nicolas Miller. I am [      ] my final year of studies at the Faculty of Computing and Informatics. Since I will soon finish my [      ] studies, I would like to inquire about continuing my education [      ] your university. 

I am [      ] in smart communication systems, a subject that is studied [      ] at your university. My current teaching institution does not offer a master program in this field of study. Therefore, I am considering other options, one of which is your [      ] program. 

In order to choose the best opportunity to further my education, I would [      ] it if you could provide me with the answers to the [      ] questions:
1. How many practical classes does each course contain?
1. Do you offer tennis as an [      ] activity?

Thank you in [      ] for your help. I look forward to your prompt reply.


Nicolas Miller




V) Write the letter elements in MODIFIED LETTER FORMAT.

	
                                                                                                          










                My name is Nicolas Miller. I am [      ] my final year of studies at the Faculty of Computing and Informatics. Since I will soon finish my [      ] studies, I would like to inquire about continuing my education [      ] your university. 

               I am [      ] in smart communication systems, a subject that is studied [      ] at your university. My current teaching institution does not offer a master program in this field of study. Therefore, I am considering other options, one of which is your [      ] program. 

              In order to choose the best opportunity to further my education, I would [      ] it if you could provide me with the answers to the [      ] questions:
1. How many practical classes does each course contain?
1. Do you offer tennis as an [      ] activity?

            Thank you in [      ] for your help. I look forward to your prompt reply.













IV) Circle the best answer for each question: (5 points)
1. Which of these examples is the complimentary close: Dear Mrs. Robinson / Sincerely yours / 123 West Street?
2. The address of the person receiving the letter is the letterhead / inside address / salutation / complimentary close. 
3. What type of notation should be used if brochure were included in the envelope with the letter: Copy / Enclosure / Typist initials / Attachment?
4. The abbreviation cc / bcc / encl. is used when you want to send an email to various people without their knowing the names of other recipients. 
5. [bookmark: _GoBack]In which of the following letter types the inside address appears below the signature block: official / full block / block?
