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A   Put capitals in the following sentences. The number in brackets 
     tells you how many to add, (first six only).
1. winston churchill was prime minister during the 1940s. (4)
2. anybody can be prime minister. (1)
3. i work in the payroll department. (3)
4. he is enrolled on an nvq course at hastings college. (6)
5. she wanted to go to university in the usa. (4)
6. she went to harvard university. (3)
7. he passed his gcse.

8. the river in london is the river thames. it is one of the longest in england.
9. after college, i worked at the bbc in bristol. however, it was a temporary job.
10. the board of governors organised the event. they had done it before.
B   Choose the correct sentence, thinking about commas and full stops.
1.
a) We need to buy more resources.  They are needed for the Foundation classes.


b) We need to buy more resources, they are needed for the Foundation classes.
2.
a) The course ran for three weeks.  In that time, more people joined.


b) The course ran for three weeks, in that time, more people joined.
3.
a) The buildings needed work, they were not safe, the college applied for a grant. 

b) The buildings needed work.  They were not safe.  The college applied for a grant.
4.
a) The books were ordered, after waiting 3 days for delivery.  We contacted them.

b) The books were ordered.  After waiting 3 days for delivery, we contacted them.
5.
a) 85% of students passed the course the year before the pass rate was higher. 

b) 85% of students passed the course.  The year before, the pass rate was higher.
C   Choose the correct sentence, thinking about short or longer words.
1.
a) We need to buy more resources.  So we need funding.


b) We need to buy more resources so we need funding.
2.
a) The course ran for three weeks but many people thought that it was too short.  


b) The course ran for three weeks.  But many people thought that it was too short.  
3.
a) The buildings needed work.  Otherwise, they would soon be unsafe.


b) The buildings needed work. Or they would soon be unsafe.
4.
a) The books were ordered.  All students, therefore, would soon have a copy.

b) The books were ordered, all students, therefore, would soon have a copy.
5.
a) 85% of students passed the course, many found jobs as a result. 


b) 85% of students passed the course.  Many found jobs as a result. 
D   Rewrite the sentence and replace the underlined word with the one in 

     brackets, taking care with punctuation.

1. They applied for extra funding and they recruited new staff.  (in addition)

2. The class was extremely popular.  Consequently, they opened another one.  (so)

3. The college needs more students.  Otherwise it will have to close.  (or)

4. Support classes are useful although they are relatively expensive.  (however)

5. Feedback on teaching has been positive while feedback on facilities has been negative.  (but)
E   Correct the punctuation in these complex sentences, using both commas and

     full stops.
1. It was a difficult choice.  Which they had to make quickly.

2. He failed the practical exam.  Meaning he would need extra lessons.

3. He liked the science subjects.  For example physics and chemistry.

4. There are several explanations.  Based on the research of many scientists and a range of theories.

5. Given the benefits.  Many people wanted the job.
6. Teachers wanted more pay.  While students wanted better facilities. 
7. Although there were several solutions.  None of them were perfect, therefore we started again.  

8. They were worried about the future.  Because there was very little money.  Which meant the college might close.

9. He wrote very fast and worked all summer.  Finishing the book in October, consequently, it was for sale in the New Year.
10. There were a number of ideas.  For instance to raise prices, to lower costs and to sell abroad.
F   Put in full stops and capitals, maybe commas,  where necessary.
1. the course was very practical it lasted six months at the end students had a range of skills
2. afterwards students could use college resources to look for work most of them found the library was the most useful

3. they applied for jobs this meant completing a cv which often took a long time but they had support

4. one graduate was employed by an advertising company making radio ads it was not well-paid but the contacts were useful some months later the college asked her to come and discuss her experience
5. it was a valuable presentation for everyone the staff knew it could encourage others to join the job market
6. the vice chancellor, tom winters, was leaving this meant the post was vacant so they advertised in the guardian

7. the replies were not what i expected after looking through all the letters i chose the five best candidates and invited them for an interview in july
8. there were two stages to the selection process first candidates had an interview this was with the finance director jane coulson and lasted an hour after that there was a teaching exercise focusing on content 
9. the  education committee made the final decision deciding after much discussion that the best candidate was irene bertold though some members disagreed with this outcome

10. the candidate was informed by letter that she had until the end of august to accept the post or it would be offered to someone else knowing this was unlikely to happen the committee did not contact anyone else for the job 

G   Correct the punctuation in this memo. 
to :
all international department staff

from:
professor corey baker
on 7th of january there will be an inspection of the facilities we offer it will be conducted by the welfare committee who will expect to interview staff therefore it is necessary for all staff to be on site from 8am onwards although we should definitely be finished before lunch i would be grateful if you could cooperate with the secretary, vera bradby, when she shows our guests round the college i would also appreciate it if you could finish at 4pm as it would be useful for the committee to speak to the entire staff this is the only inspection we expect this year so thank you for your cooperation
EP
Answers

A   

1. Winston Churchill was Prime Minister during the 1940s.

2. Anybody can be prime minister.

3. I work in the Payroll Department.

4. He is enrolled on an NVQ course at Hastings College.

5. She wanted to go to university in the USA.

6. She went to Harvard University.

7. He passed his GCSE.

8. The river in London is the River Thames. It is one of the longest in England.

9. After college, I worked at the BBC in Bristol. However, it was a temporary job.

10. The Board of Governors organised the event.  They had done it before.

B   
1.
a) We need to buy more resources.  They are needed for the Foundation classes.
2.
a) The course ran for three weeks.  In that time, more people joined.
3.
b) The buildings needed work.  They were not safe.  The college applied for a grant.
4.
b) The books were ordered.  After waiting 3 days for delivery, we contacted them.
5.
b) 85% of students passed the course.  The year before, the pass rate was higher.

C   
1.
b) We need to buy more resources so we need funding.

2.
a) The course ran for three weeks but many people thought that it was too short.  
3.
a) The buildings needed work.  Otherwise, they would soon be unsafe.
4.
a) The books were ordered.  All students, therefore, would soon have a copy.
5.
b) 85% of students passed the course.  Many found jobs as a result.
D

1. They applied for extra funding.  In addition, they recruited new staff.  

2. The class was extremely popular so they opened another one.  

3. The college needs more students or it will have to close.  

4. Support classes are useful.  However, they are relatively expensive.  

5. Feedback on teaching has been positive but feedback on facilities has been negative.  
E   (Commas often optional)
1. It was a difficult choice, which they had to make quickly.

2. He failed the practical exam, meaning he would need extra lessons.

3. He liked the science subjects, for example physics and chemistry.

4. There are several explanations based on the research of many scientists and a range of theories.

5. Given the benefits, many people wanted the job.

6. Teachers wanted more pay while students wanted better facilities. 

Answers contd.

7. Although there were several solutions, none of them were perfect.  Therefore we started again.  

8. They were worried about the future because there was very little money which meant the college might close.

9. He wrote very fast and worked all summer, finishing the book in October. Consequently, it was for sale in the New Year.
10. There were a number of ideas, for instance to raise prices, to lower costs and to sell abroad.
F  (Commas often optional)
11. The course was very practical.  It lasted six months.  At the end, students had a range of skills.
12. Afterwards, students could use college resources to look for work.  Most of them found the library/Library was the most useful.
13. They applied for jobs.  This meant completing a CV which often took a long time but they had support.
14. One graduate was employed by an advertising company making radio ads.  It was not well-paid but the contacts were useful.  Some months later, the college asked her to come and discuss her experience.
15. It was a valuable presentation for everyone.  The staff knew it could encourage others to join the job market.
16. The Vice Chancellor, Tom Winters, was leaving.  This meant the post was vacant so they advertised in The Guardian.
17. The replies were not what I expected.  After looking through all the letters, I chose the five best candidates and invited them for an interview in July.
18. There were two stages to the selection process.  First, candidates had an interview. This was with the Finance Director, Jane Coulson, and lasted an hour.  After that, there was a teaching exercise focusing on content. 

19. The Education Committee made the final decision, deciding after much discussion that the best candidate was Irene Bertold, though some members disagreed with this outcome.
20. The candidate was informed by letter that she had until the end of August to accept the post or it would be offered to someone else.  Knowing this was unlikely to happen,  the committee did not contact anyone else for the job.
Answers contd.
G   
to :
all/All International Department staff

from:
Professor Corey Baker

On 7th of January, there will be an inspection of the facilities we offer.  It will be conducted by the Welfare Committee who will expect to interview staff.  Therefore, it is necessary for all staff to be on site from 8am onwards although we should definitely be finished before lunch.  I would be grateful if you could cooperate with the secretary, Vera Bradby, when she shows our guests round the college.  I would also appreciate it if you could finish at 4pm as it would be useful for the Committee to speak to the entire staff.  This is the only inspection we expect this year so thank you for your cooperation.
EP
NB With typing, it is usual to put a double space (rather than single space) after full stops.

e.g.   
The course was very practical. It lasted six months. X 



The course was very practical.  It lasted six months. ( 
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