NALS Online Study Group

Tuesday, January 5, 2010

WRITTEN COMMUNICATIONS - ANNOTATIONS TC "PART 1.  WRITTEN COMMUNICATIONS-ANNOTATIONS" \f C \l "1" 
Section A. Grammar and Word Usage TC "Section A. Grammar and Word Usage" \f C \l "2"  

Directions: The following sentences may contain errors in grammar or word usage.  Some of the sentences may be correct.  No sentence contains more than one error.  If there is one, each possible error in the sentence is underlined.  All other parts of the sentence are correct.  If an error exists, select the underlined part that must be changed to make the sentence correct.  If no error exists, select “d.”
1. Each member participating in the project should bring his materials to the meeting.

a. each

b. in

c. his

d. no error

Gregg Reference Manual (10th ed.), § 1049.a

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.6.10
2. The girl who you hired to groom the gardens is very meticulous.

a. who

b. you

c. very

d. no error

Gregg Reference Manual (10th ed.), § 1061.d

Basic Manual for the Lawyer’s Assistant (10th ed.), §§ 6.6.5 and 6.12

3. I know that Alex wishes he was attending the concert with her.

a. he

b. was

c. attending

d. no error

Gregg Reference Manual (10th ed.), § 1039.a (Note)

Basic Manual for the Lawyer’s Assistant (10th ed.), §§ 6.3.14

4. We have responded promptly to all interested parties.

a. have responded

b. promptly

c. all

d. no error

Gregg Reference Manual (10th ed.), §§ 1033 and 1066
Basic Manual for the Lawyer’s Assistant (10th ed.), §§ 6.3.5 and 6.7
5. All employees are encouraged to pledge an amount from their paychecks.

a. All

b. employees

c. their
d. no error

Gregg Reference Manual (10th ed.), § 1053.c

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.6.6
6. That is a recording that you should hear.

a. That

b. that

c. hear
d. no error

Gregg Reference Manual (10th ed.), § 1062.b
Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.6.5
7. Anyone of us could be chosen as the chairperson.

a. Anyone

b. of

c. could

d. no error

Gregg Reference Manual (10th ed.), §§ 848 and 1010
8. There is alot of room for improvement.

a. There

b. is

c. alot

d. no error

Gregg Reference Manual (10th ed.), § 1101, p. 312
9. Can you tell me if this version of the document is the most current version?

a. tell

b. if

c. most current

d. no error

Gregg Reference Manual (10th ed.), § 1101, p. 329, and § 1071.g
10. His ideas seemed more appropriate then hers.

a. more

b. then

c. hers
d. no error

Gregg Reference Manual (10th ed.), § 1101, p. 342, and § 1071.b
Section B.  Punctuation TC "Section B.  Punctuation" \f C \l "2" 
Directions: Select the sentence in each group that is correct in punctuation usage.

 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
Elena sang, Robyn accompanied her on the guitar.

e. My mother Mary was there last evening.

f. The draft contract must be e-mailed today, but the final can be mailed.


Gregg Reference Manual (10th ed.), §§ 123.a and 148

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.14.2

11.  LISTNUM "General Numbering (1)" \l 2 
One should read current newspapers and keep abreast of the times.
a. The child who had never spoken a word shouted.

b. The attorney worked all weekend; and the accounting manager had to work late Monday.


Gregg Reference Manual (10th ed.), §§ 127.b and 177
Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.14.3

12.  LISTNUM "General Numbering (1)" \l 2 
Everyone’s job duties are important, and all should do their best.
a. The woman who lives in that house, walks her dogs every morning.

b. What we need is action not just insincere promises.


Gregg Reference Manual (10th ed.), § 127.a
 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
She will be there on September 11, 2010 to see you perform.

c. The short attractive man came to my table.

d. You have often heard me mention my supervisor; this is the woman I’ve been talking about.


Gregg Reference Manual (10th ed.), § 176.a

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.14.3
 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
Did you go to New York, for your cousin’s birthday?

e. The motion and brief will be ready tomorrow; and they will be sent by overnight courier.

f. I did not have all of the details; therefore, my conclusion is not necessarily accurate.


Gregg Reference Manual (10th ed.), §§ 178 and 627.a
Basic Manual for the Lawyers Assistant (10th ed.), §§ 6.14.3 and 6.14.10
 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
She asked, “Where did you purchase that CD?”
g. What is an ellipsis, and how is it properly written?

h. Will you send me a corrected statement.


Gregg Reference Manual (10th ed.), § 249.a


Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.14.9
 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
I have not been able to concentrate lately, I just stare into space.

i. Dewey Cheatham, Inc. is open for business.

j. Lawyers’ assistants know that filing is a never-ending job.


Gregg Reference Manual (10th ed.), §§ 822.a, 824.b, and 632.a

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.14.11
Section C.  Number Usage
Directions: Select the sentence in each group that is incorrect in number usage.

 TC "Section C.  Number Usage" \f C \l "2" 
 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
Three hundred dollars is the correct amount.

k. Payment received after February 1, 2010, will result in a late fee of $50.

l. We are enclosing our check for Three Hundred ($300) Dollars.

Gregg Reference Manual (10th ed.), § 420.a

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.22.4

 LISTNUM "General Numbering (1)" \l 1 
 LISTNUM "General Numbering (1)" \l 2 
Enrique, 29, has been promoted to team leader.

m. The firm’s managing partner is in his early 50's.

n. The youngest associates are in their early twenties.

Gregg Reference Manual (10th ed.), § 434
Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.22.2

13.  LISTNUM "General Numbering (1)" \l 2 
I have a rehearsal this evening at 8:30.

a. She would like to meet with her client at 12 noon.

b. Their meeting with human resources is scheduled for 10 o’clock a.m.

Gregg Reference Manual (10th ed.), § 440.e
Basic Manual for the Lawyer’s Assistant (10th ed.), §§ 6.22.3

14.  LISTNUM "General Numbering (1)" \l 2 
However, the file indicates the address as 8341 Ninth Avenue.

a. The address listed in the telephone book is 432 11th Drive.

b. We have been given an alternate address of 323 Lake Henry Drive, #832.

Gregg Reference Manual (10th ed.) § 1329

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.22.5

15.  LISTNUM "General Numbering (1)" \l 2 
I was surprised to receive thirty-eight replies.

a. Once we had as many as 20-odd mediations at one time.

b. We mailed one hundred Notices of Abandonment in that class action matter.

Gregg Reference Manual (10th ed.), §§ 404 and 405
16.  LISTNUM "General Numbering (1)" \l 2 
In response to your letter of December 9, a copy of the document is enclosed.

a. She expects to leave on Saturday, the 12th of March.

b. The answers to the interrogatories are due February seventh.

Gregg Reference Manual (10th ed.), § 407.b

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.22.1
Section D.  Capitalization TC "Section D.  Capitalization" \f C \l "2" 
Directions:  Indicate whether each sentence is correct or incorrect.

17. A Task Force should seek suggestions to improve its public image.

Incorrect
Gregg Reference Manual (10th ed.), § 308
18. We hold our region meetings during the fall, winter, and spring.

Correct
Gregg Reference Manual (10th ed.), § 343

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.15.3

19. New Mexico is also called the land of enchantment.

Incorrect
Gregg Reference Manual (10th ed.), § 305

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.15.3
20. The legal writing class will be held in Royce Hall, Room 32.

Correct
Gregg Reference Manual (10th ed.), § 359

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.15.3
21. Ms. Washington received a Masters of Science Degree from Baylor University.

Incorrect
Gregg Reference Manual (10th ed.), § 353
22. The addendum was passed by the Forty-second Board of Governors.

Correct
Gregg Reference Manual (10th ed.), §§ 322 and 364
23. Please send your reservation to me via E-mail.

Incorrect
Gregg Reference Manual (10th ed.), §§ 363 and 847.g
24. The answer can be found in section 8, Paragraph (a).

Incorrect
Gregg Reference Manual (10th ed.), § 359

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.15.3
25. The guarantee is being granted subject to all Federal, state, and local laws and ordinances.

Incorrect
Gregg Reference Manual (10th ed.), § 328
Section E.  Spelling TC "Section E.  Spelling" \f C \l "2" 
Directions:  Select the word in each group that is spelled incorrectly.

26.  LISTNUM "General Numbering (1)" \l 2 
arrogate

a. effulgence

b. feasability

c. liniment

Gregg Reference Manual (10th ed.), § 713.b
27.  LISTNUM "General Numbering (1)" \l 2 
insistent

a. intelligent

b. persistent

c. resistent
Gregg Reference Manual (10th ed.), § 714
28.  LISTNUM "General Numbering (1)" \l 2 
acknowledgement

a. courageous 

b. enforcable

c. responsible

Gregg Reference Manual (10th ed.), § 707.c
29.  LISTNUM "General Numbering (1)" \l 2 
recurring 

a. relative 

b. relavent

c. remarkable

Gregg Reference Manual (10th ed.), § 714
30.  LISTNUM "General Numbering (1)" \l 2 
believe

a. chief

b. financeir

c. perceive
Gregg Reference Manual (10th ed.), § 712
31.  LISTNUM "General Numbering (1)" \l 2 
admireable
a. movable

b. salable

c. valuable

Gregg Reference Manual (10th ed.), § 713.a
32.  LISTNUM "General Numbering (1)" \l 2 
changable
a. eligible

b. legible

c. sensible

Gregg Reference Manual (10th ed.), §§ 707.c and 713.a
33.  LISTNUM "General Numbering (1)" \l 2 
accede

a. concede

b. exceed

c. interceed
Gregg Reference Manual (10th ed.), § 716.a
34.  LISTNUM "General Numbering (1)" \l 2 
apologize

a. compromise

b. improvise

c. specialise
Gregg Reference Manual (10th ed.), § 715.a
35.  LISTNUM "General Numbering (1)" \l 2 
possable
a. proportion

b. psalm

c. pursue

Gregg Reference Manual (10th ed.), § 713.b
Section F.  Composition and Expression TC "Section F.  Composition and Expression" \f C \l "2" 


Directions:  Decide which sentence in each group is most effectively and correctly expressed.

36.  LISTNUM "General Numbering (1)" \l 2 
At this time, I would ask that you put your pencils down.

a. Now put your pencils down.

b. Please put down your pencils now.

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.24.2

37.  LISTNUM "General Numbering (1)" \l 2 
A hearing in your case has been scheduled for April 1.
a. Please be advised that a hearing is scheduled in your case for April 1.

b. We have received notice that a hearing in your case has been scheduled for April 1.

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.24.2
38.  LISTNUM "General Numbering (1)" \l 2 
Thanking you in advance for your cooperation, I remain

a. As per our conversation, enclosed is the application for membership.

b. Please respond to this letter immediately.

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.24.2
39.  LISTNUM "General Numbering (1)" \l 2 
As the organizer of this festival, we feel that you should make all the arrangements for entertainment.

a. Because you are the organizer, you have the final decision.

b. By reason of the above, we think that you should be the one to handle it all.

Gregg Reference Manual (10th ed.), § 1084.a
40.  LISTNUM "General Numbering (1)" \l 2 
Your presentation to the class was interesting and timely.
a. Your interesting presentation to the class was also timely.

b. Your class presentation was both interesting and a timely topic.

Gregg Reference Manual (10th ed.), § 1081.a

41.  LISTNUM "General Numbering (1)" \l 2 
We are not quite as satisfied with the results as you are.

a. We are not as satisfied as you.

b. We are not as satisfied with the result as you appear to be.

Gregg Reference Manual (10th ed.) § 1071.i
42.  LISTNUM "General Numbering (1)" \l 2 
Here is the article you requested.
a. Enclosed herewith please find the article you requested.

b. Please find enclosed the article which you requested.

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.24.2
43.  LISTNUM "General Numbering (1)" \l 2 
Please contact us if you have any questions.
a. Please do not hesitate to contact us directly should you have any questions or need further information.

b. Please feel free to contact us should you have any questions.

Basic Manual for the Lawyer’s Assistant (10th ed.), § 6.24.2
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