Subskill # 9.4
Capitalization/Titles II


The following acceptance letter has been altered. Read the letter and look at the numbered underlined parts. Choose the answer that is capitalized correctly for each underlined part.


Doris Smith 
(1) 222 south mariana avenue 
(2) munchee, South Dakota 76543 
(555) 555-1212 

April 7, 2003

Ms. Pattie Brown 
(3) director of personnel 
(4) international bridge corporation 
1010 (5) Grand concourse, duluth, MN, 54321


Dear Ms. Brown: 

As I mentioned in our telephone conversation on April 3, 2003, I am pleased to accept the position of (6) senior engineer working with Mr. Warren Harsh in the (7) security applications department of the (8) advanced development division. I am also pleased with the conditions of employment including the yearly salary of $75,000 and the (9) employment benefits program specified in your offer letter dated April 1, 2003. 

Thank you for offering to provide me with the information about housing and for mailing me the (10) detailed moving guide. I'm confident it will answer any questions I have regarding travel, moving, and reimbursements. 

I will report to work at 9 AM on June 12, 2003 at your office and will bring with me the required documents. I look forward to joining the International Bridge Corporation in Duluth.

(11) sincerely yours, 

Doris Smith


(1)

A. 222 South Mariana Avenue

B. 222 South Mariana avenue

C. 222 South mariana avenue

D. 222 south mariana avenue

(2)

A. munchee, south dakota

B. Munchee, south dakota

C. Munchee, south Dakota

D. Munchee, South Dakota

(3)

A. Director Of Personnel

B. Director of personnel

C. Director of Personnel

D. director of personnel

(4)

A. International bridge corporation

B. International bridge Corporation

C. International Bridge Corporation

D. International Bridge corporation

(5)

A. Grand Concourse, Duluth, Mn

B. Grand concourse, Duluth, mn

C. Grand Concourse, Duluth, MN

D. Grand Concourse, duluth, MN

(6)

A. senior engineer

B. Senior Engineer

C. Senior engineer

D. senior Engineer

(7)

A. Security Applications Department

B. security applications department

C. security applications Department

D. Security Applications department

(8)

A. advanced development division

B. Advanced development division

C. Advanced Development division

D. Advanced Development Division

(9)

A. Employment Benefits Program

B. employment benefits program

C. Employment Benefits program

D. Employment benefits program

(10)

A. detailed moving Guide

B. detailed Moving Guide

C. detailed Moving guide

D. Detailed Moving Guide

(11)

A. Sincerely Yours

B. sincerely yours

C. Sincerely yours

D. sincerely Yours

Read the following letter. It has been altered. Look at the numbered underlined parts and choose the answer that is capitalized correctly for each underlined part.

(12) inspector general, department of defense
(13) freedom of information act & (14) privacy act office
(15) 400 army navy drive, room 201
Arlington, Virginia 22202-4704 

October 9, 2000 

(16) to whom it may concern, 

I request, under the provisions of the Freedom of Information Act (18) (foia), a copy of the final report of the (17) defense hotline investigation of allegations that Pentagon employees may have committed time and attendance fraud.    I registered my complaint August 1999 and the Hotline office assigned number 90115 to the case. 

I seek this information to learn what actions were taken by (19) officials to resolve my complaint.    Since I seek this information for personal use and will not gain commercially, fees should be assessed in the "all others" category.    I am willing to pay $5.00 for processing fees. 

Sincerely, 

Joan Doe
(20) 1234 windy lane
Taneytown, USA 11111-2222
(123) 555-0202 


(12)

A. Inspector General, Department of Defense

B. Inspector General, Department Of Defense

C. Inspector General, department of defense

D. Inspector general, department of defense

(13)

A. Freedom of Information Act

B. Freedom of Information act

C. Freedom Of Information act

D. Freedom of information act

(14)

A. privacy act office

B. Privacy Act Office

C. Privacy Act office

D. Privacy act office

(15)

A. 400 Army navy drive, room 201

B. 400 Army Navy drive, room 201

C. 400 Army Navy Drive, room 201

D. 400 Army Navy Drive, Room 201

(16)

A. To Whom it may concern

B. To Whom it May Concern

C. To Whom It May Concern

D. To whom it may concern

(17)

A. Defense hotline investigation

B. Defense Hotline Investigation

C. Defense Hotline investigation

D. defense hotline investigation

(18)

A. FoiA

B. FOIA

C. Foia

D. fOIA

(19)

A. officials to resolve my complaint

B. Officials to resolve My complaint

C. officials to resolve My Complaint

D. Officials to resolve my complaint

(20)

A. 1234 Windy lane

B. 1234 windy lane

C. 1234 windy lane

D. 1234 Windy Lane

Answer Key

1. A

2. D

3. C

4. C

5. C

6. B

7. A

8. D

9. A

10. B

11. C
12. A

13. A

14. B

15. D

16. C

17. C

18. B

19. A

20. D

Note: 

The second sample letter was taken from http://www.dodig.osd.mil/aim/alsd/sample.htm.
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