ANSWERS TO BASIC SKILL QUIZ CHECKLIST

(We have made the necessary corrections for you.)

 Capitalization

Mr. Jones





the Midwest

Chicago





economics

the sun rises in the east



The Saturday Evening Post (magazine)

United Kingdom




navy blue

Gulf of Mexico




Aunt Sophie

Helen Thomas




North Dakota

Vaseline





Economics 101

 Salutations:

Please provide the correct salutations for a business letter:

Example:
James Monroe


Salutation: Dear Mr. Monroe:

Mr. Leo Lion and Mr. Thomas Caton

Salutation: Dear Mr. Lion and Mr. Caton:

Susan Smith





Salutation: Dear Ms. Smith:

Mr. Steve Hawkins and Ms. Maria Nelson
Salutation: Dear Mr. Hawkins and Ms. Nelson:

Mr. and Mrs. Scott Smith



Salutation: Dear Mr. and Mrs. Smith:

Helen Brown, M. D.




Salutation: Dear Dr. Brown:

Dr. Gerald Thomas




Salutation: Dear Dr. Thomas:

Dr. Lloyd Smith and his wife, Mary

Salutation: Dear Dr. and Mrs. Smith:

The wife of Dr. Irving Zack


Salutation: Dear Mrs. Zack:

