Name Class

Capitalization

Directions: Copy the body of this letter, correcting the capitalization.

Charles Cochrane, Editor
" NewsReview Magazine
145 East 35th Street
New York, NY 10016

December 11, 2002

Dear Mr. Cochrane:

| enjoyed albert winslow’s article on opportunities in the state of ohio. However, | would like to point
out a few errors that | noticed. First of all, cleveland is the largest city in the state, but it is not the
capital, nor is it the location of ohio university. Also, the shoreline along lake erie is mostly rocky as he
describes it, but there are some sandy beaches. His discussion of cincinnati’s river festival should have
mentioned that it takes place in august. His section on ohio’s history stated that general anthony wayne
built fort goodwill. The correct name of the fort was fort recovery. Finally, his list of u.s. leaders born in
ohio left out president ulysses s. grant. | was glad mr. winslow liked ohio, but | think next time he

should try to keep his facts straight.

Sincerely,

Henry Bishop
Canton, Ohio
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Class

Commas

Directions: Correct the comma errors in the article below by adding or removing commas as necessary.

PRESENT YOURSELF TO ADVANTAGE
When you go on a job interview you want to present yourself to your best advantage. The
following tips will help you put your best foot forward while revealing your knowledge skills and

strengths to a potential employer:

1) Strive for a neat, well-groomed appearance, when dressing for an interview. An appropriate
business suit creates a better first impression than casual clothes or inappropriate makeup and

jewelry.

2) Do not arrive late to an interview. This does not impress a potential employer and it creates the
impression that you would arrive late to work. Try to get to the interview a few minutes early.

This will give you a chance to check your appearance in the restroom, and to fill out any

paperwork.

3) During the interview, you will present yourself well if you answer the questions completely and
concisely. Well thought out answers that demonstrate your skill and strengths as they relate to
the position you are interviewing for, will come across much more favorably than rambling or

grunting “Yes” and “No.”

4) After answering the interviewer’s questions asking questions of your own will also create a
good impression. You might ask the interviewer to describe the job in more detail. You could
also have several questions written down based on earlier research about the company. Ask the
interviewer what he or she is looking for in the person they hire and then listen attentively to

the answers.

5) After the interview, send a short thank you note to the interviewer. This will bring your name to

mind, and confirm your continued interest in the position.

By using the above ideas, you should be able to create a good impression during your interview an

impression that could get you the job you want.
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