
Wissenspool 

© by GBB mbH Revision 0005-2012-07 – lh-0802-69-02-00_02-x01 Seite 3 von 11 

1 Exercises 

1.1 Put in capital letters where necessary. 

d e a r  m r  j o n e s  

t h a n k  y o u  f o r  y o u r  l e t t e r  o f  m o n d a y ,  1  f e b r u a r y ,  i n  
w h i c h  y o u  a s k e d  a b o u t  a  m e e t i n g  i n  o x f o r d  n e x t  m o n t h .  
i  s u g g e s t  w e d n e s d a y  7  j u n e  a n d  t h e  t h a m e s  h o t e l .  
p l e a s e  l e t  m e  k n o w  i f  t h i s  d a t e  s u i t s  y o u .  w h e n  i  h a v e  
d i s c u s s e d  t h e  d e t a i l s  o f  y o u r  p l a n  w i t h  t h e  o w n e r  o f  t h e  
m a g a z i n e  i n  q u e s t i o n ,  e u r o p e a n  m o n e y  a n d  m a r k e t s ,  i  
w i l l  c o n t a c t  y o u  a g a i n .  

y o u r s  s i n c e r e l y  Exercise1 

1.2 Put in the correct punctuation and capital letters in this American 
letter. 

d e a r  m s  b r o w n  

i  r e f e r  t o  y o u r  r e c e n t  t e l e p h o n e  c o n v e r s a t i o n  w i t h  d r  
s m i t h  w e  a r e  v e r y  i n t e r e s t e d  i n  y o u r  p r o p o s a l  f o r  a  
j o i n t  p r o j e c t  w i t h  b r a i n c o m p  l t d  a n d  s u g g e s t  a  m e e t i n g  
a t  t h e  t r a d e  f a i r  i n  s a n  f r a n c i s c o  n e x t  m o n t h  i  w i l l  b e  a t  
t h e  f a i r  o n  m o n d a y  a n d  t u e s d a y  7 t h  –  8 t h  j u n e  p l e a s e  l e t  
m e  k n o w  i f  a  m e e t i n g  o n  o n e  o f  t h o s e  d a y s  i s  c o n v e n i e n t  

s i n c e r e l y  y o u r s  Exercise2 

1.3 Write the correct salutations and closes for each of these people or 
firms. 

a) ABC Ltd 

b) John Wright 

c) the sales manager of Crawford & Long Ltd 

d) Mrs Elisabeth Mailer Exercise3 

1.4 Write each of these dates in at least two different ways (GB). 

a) the eighth of November 1997 

b) the third of June 2001 

c) the twenty-first of April 1999 

d) the second of May 2005 

e) the seventeenth of December 2003 

f) the twenty-second of January 1995 Exercise4 


