Subskill # 13
Writing Conventions II


For numbers 1 –5, decide which punctuation, if any, is needed in the sentence.

1. “This,” she told her lab instructor, “is definitely a hard experiment ”

A. ”

B. ?

C. .

D. ,

E. None

2. “Which of these nursing shoes, asked Raquel, “is the most comfortable?”

A. ”

B. ,

C. :

D. ;

E. None

3. The following are the instructor’s goals for the year to write a new syllabus, to get new lab equipment, and to extend his office hours.

A. ;

B. :

C. .

D. !

E. None

4. Lindsey Hopkins is on the right Miami-Dade Medical is on the left.

A. :

B. ;

C. ”

D. ,

E. None

5. Many cities all over America have parades on Veteran’s Day.

A. ,

B. ’

C. ;

D. .

E. None 

For numbers 6 –12, read the underlined parts of the letter.  Then choose the answer that is correctly written for each.









     (6) March 12, 2003
(7) Dear Monica:
Thank you very much for your informative workshop on VESOL LCPs.  

(8) Our’s faculty enjoyed and profited from it.  We would like to have you speak 

to us again in the near future.

     (9) Monica thank you again.  Please call me soon. 

  (10) Yours truly,

     Renée


6. A.  March 12 2003,

B. March, 12, 2003

C. March 12, 2003,

D. Correct as is

7. A.  Dear Monica,

B. Dear Monica;

C. Dear, Monica,

D. Correct as is

8. A.  Ours

B. Our

C. Our’re

D. Correct as is

9. A.  Monica;

B. Monica:

C. Monica,

D. Correct as is

10. A.  Your’s truly

B. yours Truly

C. Yours Truly

D. Correct as is

For numbers 11 – 16, read the underlined parts of the paragraph.  Then choose the answer that is correctly written for each.

Careful preparation is needed for successful job hunting.  Here are some tips to assist you.  (11) First: list the types of jobs (12) you would like to do.  (13) Also list your qualifications.  See if they match the kind of jobs you would like.  (14) If no; you need to rethink your possibilities.  Once you match up what you want and what you can (15) do you need to call for interviews.  Make sure (16) to: stress your qualifications, your excellent work habits, and your positive attitude.


11. A. First

B. First;

     C. First,

D. Correct as is

12. A.  you would’ like

B. you’s would like

C. you would like’s

D. Correct as is

13. A.  Also,

B. Also;

C. Also:

D. Correct as is

14. A.  If no’t

B. If no,

C. If not,

D. Correct as is

15. A.  do, you

B. do  You

C. do.  You

D. Correct as is

16. A.  to:  Stress

B. to; stress

C. to stress

D. Correct as is

For numbers 17 – 20, choose the sentence or question that is correctly punctuated.

17. A.  Remember, however, that this is the first CPR class.

B. What is missing from the toolbox.

C. Well I’d better say goodbye to you.

D. In order to make a good impression: you must dress appropriately.       

18. A.  Last week I began my cosmetology class.

B. I’m looking forward Jack, to being in class with you.

C. That mechanics instructor, who is new to the school, is the best in his field.

D. According to the ad the employee must be bilingual.

19. A.  Unfortunately I was in shop class when the power went out.

B. Several participants, many of whom were graduates, dressed in their uniforms.

C. The LPN job market, in my opinion will continue to grow.

D. Please bring the power saw to the back of the room Zach.

20. A.  He said that “he would never patronize that garage again!”

B. All employees with three year’s experience will receive the insurance.

C. The term “blood type” refers to one of the groups to which blood can be categorized.

D. Janes brother is a chemical engineer.

Answer Key
1. C

2. A

3. B

4. B

5. E

6. D

7. A

8. B

9. C

10. D

11. C

12. D

13. A

14. C

15. A

16. C

17. A

18. C

19. B

20. C
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