BASIC SKILL QUIZ CHECKLIST

Please read the directions and complete each section as indicated.

 Capitalization

Circle each letter or word that you feel should be capitalized.

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:

Susan Smith





Salutation:

Mr. Steve Hawkins and Ms. Maria Nelson
Salutation:

Mr. and Mrs. Scott Smith



Salutation:

Helen Brown, M. D.




Salutation:

Dr. Gerald Thomas




Salutation:

Dr. Lloyd Smith and his wife, Mary

Salutation:

The wife of Dr. Irving Zack


Salutation:

