Cypress College Airline & Travel Careers

“No Excuses”

Grammar, Punctuation, and Hot Tips
Grammar:  Think about the following words and put them in the order you might say or write them them: 

French
   
 young    
 girls    

 four

If you came up with four young French girls, you got the right answer, but typically only a linguist would be able to tell you the correct order of adjectives.  Instead, many of us use the “grammar in our heads” to determine what sounds correct.  As you might imagine, this becomes even more challenging for people who have learned English as a second language.  However, there are some basics, noted below, that everyone should know.

· Punctuation: And why is punctuation so important? Read the two passages below, which have exactly the same words but entirely different meanings, to see the importance of punctuation.  

Dear John:

You have ruined me for other men.  I yearn for you.  I have no feelings whatsoever when we're apart. I can forever be happy--will you let me be yours?      

Gloria

Dear John: 

You have ruined me.  For other men, I yearn.  For you, I have no feelings whatsoever.  When we're apart, I can be forever happy.  Will you let me be?

Yours, 

Gloria
Challenge

Depending upon when and where you went to elementary school, you may or may not know the basics of grammar and punctuation.  Review the following and then try taking the practice test that follows.  Helpful links and the answers are provided:  

Business Communication: Matching




A well-written piece of writing should not contain any of the following errors.  For questions 1-8, please choose from the list below to identify the errors.  Each letter can only be used once:
A.  Comma splice

B.  Sentence fragment

C.  Misplaced or dangling modifier

D.  Error in verb/subject agreement 

E.  Needs parallel structure 

F.  Error in subject/pronoun agreement

G. Generally considered sexist language in business

H. Error in capitalization



1)_A.
The customer complained, the manager solved the problem. The customer complained, however, the manager solved the problem.

Analysis:  Both sentences are incorrect and contain a comma splice.  Needs a coordinating conjunction, period, or semi colon.  
(Review http://grammar.ccc.commnet.edu/grammar/runons.htm#splice and FANBOYS http://grammar.ccc.commnet.edu/grammar/conjunctions.htm#top).
2)_G_.
Mrs. Williams is an attractive administrator.

Analysis:  Avoid using biased language.  Use Ms. Instead of Mrs. as it is not appropriate to distinguish between married and unmarried women, nor is it appropriate to describe someone’s appearance.  For more, http://grammar.ccc.commnet.edu/grammar/unbiased.htm
3)_B_.
The man crying his eyes out in the rain.


Analysis: Not a complete sentence as it contains a verbal phrase (not a verb) that wants to describe something.  For more, http://grammar.ccc.commnet.edu/grammar/fragments.htm
4) _C_.
She had an emerald in her earlobe, which was one of the biggest in the world.

Analysis: Which is it?  Is the emerald or her earlobe the biggest in the world?  For more, http://grammar.ccc.commnet.edu/grammar/modifiers.htm#misplaced
5)_D_.
The number of fatalities have been increasing in recent years.

Analysis: Drop the “of fatalities” and you’ll hear error in subject/verb agreement.  For more, http://grammar.ccc.commnet.edu/grammar/sv_agr.htm
6)_E_.
I like running, cycling, and to swim.

Analysis: The sentence can be corrected to read running, cycling, and swimming or to run, cycle, and swim but use parallel form. http://grammar.ccc.commnet.edu/grammar/parallelism.htm
7)_F_.
The student should make sure they know their homework assignment.  

Analysis: Use students to match plural pronouns (they and their).  For more, http://grammar.ccc.commnet.edu/grammar/pronouns.htm
8)_H_.
When I went to High School, it was much easier to graduate.  

Analysis: Only capitalize high school when it is used as a proper noun such as Cypress High School.  The same goes for flight attendant and pilot; they should not be capitalized unless you are referring to Pilot Smith.  For more, http://grammar.ccc.commnet.edu/grammar/capitals.htm
Business Communication: Multiple Choice
9) Which salutation is correct for a formal business letter?


A.  Dear Mr. Jones,


B.  Dear Mr. Jones:  (colon correct)

http://grammar.ccc.commnet.edu/grammar/corresp/corresp.htm
10) Which phrase is grammatically correct?  


A.  The team played well last night.  (adverb describes verb played, good is an adjective)


B.  The team played good last night. 

http://grammar.ccc.commnet.edu/grammar/adjectives.htm#good
11) The purpose of a cover letter is


A.  To tell the recruiter you know you’re the best person for the job

B.  To tell the person to look at your resume

C.  To introduce yourself, your employment goal, and highlight your qualifications

http://grammar.ccc.commnet.edu/grammar/corresp/corresp.htm
12) After every interview, it is a good idea 


A.  To call and say thanks for the interview


B.  Throw a penny into a fountain for luck


C.  Send a note thanking the person for the interview


D.  Call your mom and say the job is in the bag.

http://grammar.ccc.commnet.edu/grammar/corresp/corresp.htm
13) Unless you’re giving someone bad news, it is best to use the “active voice” when writing.  Which of the following is an example of the active voice?


A.  Please find enclosed my resume and letters of recommendation.


B.  I have enclosed my resume and cover letter.


C.  Enclosed herein are a resume, cover letter, and letters of recommendation.

http://grammar.ccc.commnet.edu/grammar/passive.htm
14) Which is correct (hint, remember the green line means there is something wrong)?


A.  You’re the greatest (correct—learn this one as it is a common mistake)


B.  Your the greatest

http://grammar.ccc.commnet.edu/grammar/marks/apostrophe.htm
15) Which is correct?


A.  Its with regret that I must inform you . . . 


B.  It’s with regret that I must inform you . . . (Correct—it is with regret)

http://grammar.ccc.commnet.edu/grammar/marks/apostrophe.htm
16) Which is the correct use of the singular possessive?


A.  John’s customer service skills are topnotch. (Correct—singular)


B.  Johns customer service skills are topnotch.


C.  Johns’ customer service skills are topnotch.

http://grammar.ccc.commnet.edu/grammar/possessives.htm
17) Which is the correct use of the plural possessive?


A.  The student’s customer service skills are topnotch.


B.  The students customer service skills are topnotch.


C.  The students’ customer service skills are topnotch. (Correct—plural)

http://grammar.ccc.commnet.edu/grammar/possessives.htm
18) When giving a speech, it is best


A.  To memorize the entire speech verbatim to make sure you don’t leave anything out.


B.  To outline the key points you want to make. (Correct)


C.  To have a general idea of what you want to say and just say it naturally.

http://grammar.ccc.commnet.edu/grammar/composition/brainstorm_outline.htm
19) You can use mnemonics (memory tricks) to help people remember you or your points.  An example of mnemonics is to say:



A.  “There are three key points to remember which include . . . ”


B.  “My name is Kathleen Reiland-- pronounced like rye bread, only rye land.”  


C.  “My movie proposal is a kind of feminist version of Men in Black.


D.  All are examples of mnemonics.  (Correct)

http://grammar.ccc.commnet.edu/grammar/spelling.htm#mnemonics
20.  When describing something, it is best to use as many details as possible to describe the scene and help the listener picture what you are saying.  An example of “show-don’t tell” is


A.  He was really excited to win the award

B.  When he won the Academy Award, he stood on his chair, faced the audience and cheered like Rocky with both of his hands punching the air.  (Correct)


C.  Trust me, he was like so-o-o excited!

Conversely, it is important to avoid being wordy.  For example, the following sentence contains redundancy:  Many uneducated citizens who have never attended school continue to vote for better schools. http://grammar.ccc.commnet.edu/grammar/concise.htm
For more online answers to grammar and punctuation questions, bookmark this excellent resource:  http://grammar.ccc.commnet.edu/grammar/index2.htm
Grammar and Punctuation “No Excuses” Self-Test 

(Print and Test Yourself)
Business Communication





A well-written piece of writing should not contain any of the following errors.  For questions 1-8, please choose from the list below to identify the errors.  Each letter can only be used once:
A.  Comma splice

B.  Sentence fragment

C.  Misplaced or dangling modifier

D.  Error in verb/subject agreement 

E.  Needs parallel structure 

F.  Error in subject/pronoun agreement

G.  Generally considered sexist language in business

H.  Error in capitalization



1)_____ The customer complained, however, the manager solved correct the problem.

2)_____Mrs. Williams is an attractive administrator.

3)_____The man crying his eyes out in the rain.


4) _____She had an emerald in her earlobe, which was one of the biggest in the world.

5)_____ The number of fatalities have been increasing in recent years.

6)_____ I like running, cycling, and to swim.

7) _____The student should make sure they know their homework assignment.  

8)______When I went to High School, it was much easier to graduate.  

9) Which salutation is correct for a formal business letter?


A.  Dear Mr. Jones,


B.  Dear Mr. Jones:

10) Which phrase is grammatically correct?


A.  The team played well last night.


B.  The team played good last night.  

11) The purpose of a cover letter is


A.  To tell the recruiter you know you’re the best person for the job.


B.  To tell the person to look at your resume.


C.  To introduce yourself, your employment goal, and highlight your qualifications

12) After every interview, it is a good idea 


A.  To call and say thanks for the interview


B.  Throw a penny into a fountain for luck


C.  Send a hand written note thanking the person for the interview


D.  Call your mom and say the job is in the bag.

13) Unless you’re giving someone bad news, it is best to use the “active voice” when writing.  Which of the following is an example of the active voice?


A.  Please find enclosed my resume and letters of recommendation.


B.  I have enclosed my resume and cover letter.


C.  Enclosed herein are a resume, cover letter, and letters of recommendation.

14) Which is correct?


A.  You’re the greatest


B.  Your the greatest

15) Which is correct?


A.  Its with regret that I must inform you . . . 


B.  It’s with regret that I must inform you . . .

16) Which is the correct use of the singular possessive?


A.  John’s customer service skills are topnotch.


B.  Johns customer service skills are topnotch.


C.  Johns’ customer service skills are topnotch.

17) Which is the correct use of the plural possessive?


A.  The student’s customer service skills are topnotch.


B.  The students customer service skills are topnotch.


C.  The students’ customer service skills are topnotch.

18) When giving a speech, it is best


A.  To memorize the entire speech verbatim to make sure you don’t leave anything out.


B.  To outline the key points you want to make.


C.  To have a general idea of what you want to say and just say it naturally.

19) You can use mnemonics to help people remember you or your points.  An example of mnemonics is to say:



A.  “There are three key points to remember which include . . . ”


B.  “My name is Kathleen Reiland-- pronounced like rye bread, only rye land.”  


C.  “My movie proposal is a kind of feminist version of Men in Black.


D.  All are examples of mnemonics.

20) When describing something, it is best to use as many details as possible to describe the scene and help the listener picture what you are saying.  An example of “show-don’t tell” is


A.  He was really excited to win the award

B.  When he won the Academy Award, he stood on his chair, faced the audience and cheered like Rocky with both of his hands punching the air.  


C.  Trust me, he was like so-o-o excited!

