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     Answer Keys

Capitalization and Punctuation Answer Key

1. Go west three blocks and turn right. 

2. Yes, sir, I will do it immediately. 

3. "How," I asked, "can you always be so forgetful?" 

4. The woman who is standing there is his ex-wife. 

5. Although we have a competent staff, bottlenecks do occur. 

6. I did not receive the order; therefore, I will not pay my bill. (CORRECT) 

7. We offer a variety of drinks, for instance, beer. (CORRECT) 

8. Is that book yours? 

9. We have much to do; for example, the carpets need vacuuming. 

10. Estimates for the work have been forwarded, and a breakdown of costs has been included. (CORRECT) 

11. Because of his embezzling, the company went bankrupt. 

12. A proposal that would make harassment of whales illegal has just passed. (CORRECT) 

13. You may, of course, call us anytime you wish. 

14. Michael hurried to the depot to meet his aunt and two cousins. 

15. Finish your job; it is imperative that you do. 

16. Sandy and Ron's house was recently painted. (CORRECT) 

17. "Stop it!" I said. "Don't ever do that again." 

18. I would, therefore, like to have an explanation for the missing cash. 

19. "Would you like to accompany me?" he asked. 

20. I have always had a mental block against math. 

21. He is a strong, healthy man. 

22. To apply for this job, you must have previous experience. 

23. Marge, the woman with blonde hair, will be our speaker this evening. 

24. He thought quickly and then answered the question in complete detail. 

25. He asked if he could be excused. 

26. It is hailing, not raining. 

27. We will grant you immunity if you decide to cooperate with us. 

28. You signed the contract; consequently, you must provide us with the raw materials. 

29. I would like, however, to read the fine print first. 

30. You are required to bring the following: sleeping bag, food, and a sewing kit. 

Adapted from The Blue Book of Grammar and Punctuation. Retrieved from the World Wide Web on 02/28/05 at: http://www.grammarbook.com/punctuation/cnt_punc.asp

Using Edit Mode in Word

Make corrections and track your changes to each of the following sentences.

1. How quickly he runs. 

2. Neither Dave nor I am to follow. 

3. The desk and the chair sit in the corner. 

4. Each of us was scheduled to take the test. 

5. The coach, not the players, has been ill. 

6. There are only four days until Christmas. 

7. She is one of the women who work hard. 

8. That was Frank and I whom you saw. 

9. This phone call is for Bill and me. 

10. Tom is the smarter of the two. 

11. It was I who called. 

12. It is we clerks who work hard. 

13. He took the plate off the table. 

14. None of the neighbors offered their support. 

15. They mailed the copies to him and me. 

16. Neither of the candidates has spoken. 

17. How will you be affected financially if the effect of downsizing means you will lose your job? 

18. Joan walks slowly so her children can keep up with her. 

19. Jake is the older of the two brothers. 

20. May did well on the test she took yesterday. 

21. He and she were really close friends. (or very)
22. Whoever drove in the carpool lane without any passengers will be fined. 

23. Please allow Jenna or me to assist you. 

24. I work with people who judge others by their nationality and accents. 

25. They fought over their father's estate because they felt angry about the way he had treated them. 

26. You look good in that running outfit. 

27. Don't feel bad about forgetting my birthday. 

28. We saw two puppies at the pound and took home the cuter one. 

29. Speak more slowly please. 

30. Samantha will meet us later. 

31. Pollen affects my sinuses and makes me sneeze. 

32. I want to lie down for a nap but the phone keeps ringing. 

33. The SUV, which landed on its hood after the accident, was traveling at 80 miles per hour. 

34. Yesterday, Barry llaid my jacket on the hood of the car.

Sentence Strip Activity – Cut and Paste

1. Cut the sentence strips apart and place them in an envelope. Have students work in teams to develop a cohesive and unified paragraph.

Or

2. Provide the student with a copy of the mixed up sentences. Have them use “cut” and “paste” in your word processing program to move the sentences into the correct order so that the paragraph makes sense.

Organizational Paragraph – Basic

Most people have dreams of what they want to do with their lives. Some people dream of buying their own home or starting a family, whereas others may dream of starting a new career. Still others dream of winning the lottery or moving to that exotic location. Dreams are part of everyone’s life. Whether the dream can be accomplished is up to the individual.

Still others dream of winning the lottery or moving to that exotic location.

Most people have dreams of what they want to do with their lives.

Whether the dream can be accomplished is up to the individual.

Dreams are part of everyone’s life.

Some people dream of buying their own home or starting a family, whereas others may dream of starting a new career.

Organizational Paragraph – Intermediate

Abraham Maslow’s theory of basic human needs has been highly influential in education circles. According to Maslow, the first and most powerful, basic need is for survival. Maslow indicates that once the survival need is satisfied to a degree, safety needs arise. Any good teacher of young children knows that a child needs a secure world. With a preponderance of survival and safety needs met, the needs of love and belonging emerge. Another level of need revolves around at least two kinds of esteem needs – self-esteem and respect for others. Self-esteem needs include feelings of competence, confidence, achievement, and independence. Finally after adequate satisfaction of the esteem needs, the need for self-actualization generally emerges. This highest level of need stems from that constant human drive to explore and expand the human potential.

According to Maslow, the first and most powerful, basic need is for survival.

Abraham Maslow’s theory of basic human needs has been highly influential in education circles. 

This highest level of need stems from that constant human drive to explore and expand the human potential.

With a preponderance of survival and safety needs met, the needs of love and belonging emerge. 

Any good teacher of young children knows that a child needs a secure world. 

Maslow indicates that once the survival need is satisfied to a degree, safety needs arise. 

Finally after adequate satisfaction of the esteem needs, the need for self-actualization generally emerges. 

Self-esteem needs include feelings of competence, confidence, achievement, and independence.

Another level of need revolves around at least two kinds of esteem needs – self-esteem and respect for others. 

Organizational Paragraph - Advanced
Learning how to turn in homework assignments on time is one of the invaluable skills that college students can take with them into the working world. Though the workforce may not assign homework to its workers in the traditional sense, many of the objectives and jobs that need to be completed require that employees work with deadlines. The deadlines that students encounter in the classroom may be different in content when compared to the deadlines of the workforce, but the importance of meeting those deadlines is the same. In fact, failure to meet deadlines in both the classroom and the workforce can mean instant termination. For example, in the classroom, students form a contract with the teacher and the university when they enroll in a class. That contract requires that students complete the assignments and objectives set forth by the course's instructor in a specified time to receive a grade and credit for the course. 
Accordingly, just as a student risks termination in the classroom if he/she fails to meet the deadline for a homework assignment, so, too, does that student risk termination in the workforce. When a student fails to complete those assignments by the deadline, the student breaks her contract with the university and the teacher to complete the assignments and objectives of the course. This often leaves the teacher with no other recourse than to fail the student and leaves the university with no other recourse than to terminate the student's credit for the course. Developing good habits of turning in assignments in class now, as current students, will aid your performance and position as future participants in the working world.

Organizational Paragraph - Advanced
Learning how to turn in homework assignments on time is one of the invaluable skills that college students can take with them into the working world. 

Though the workforce may not assign homework to its workers in the traditional sense, many of the objectives and jobs that need to be completed require that employees work with deadlines. 

The deadlines that students encounter in the classroom may be different in content when compared to the deadlines of the workforce, but the importance of meeting those deadlines is the same.

In fact, failure to meet deadlines in both the classroom and the workforce can mean instant termination. 

For example, in the classroom, students form a contract with the teacher and the university when they enroll in a class. 

That contract requires that students complete the assignments and objectives set forth by the course's instructor in a specified time to receive a grade and credit for the course. 

Accordingly, just as a student risks termination in the classroom if he/she fails to meet the deadline for a homework assignment, so, too, does that student risk termination in the workforce. 

When a student fails to complete those assignments by the deadline, the student breaks her contract with the university and the teacher to complete the assignments and objectives of the course. 

This often leaves the teacher with no other recourse than to fail the student and leaves the university with no other recourse than to terminate the student's credit for the course. 

Developing good habits of turning in assignments in class now, as current students, will aid your performance and position as future participants in the working world.

