
SCORE

Proofreading Skills
Developed By J. M. Llobet, Ph.D.

Stop. Do not begin until you are instructed to do so. 

Below is a brief letter. Within the letter are errors of spelling, punctuation and grammar. Read the 
letter and circle as many errors as you can find. A sample sentence similar to those found in the 
letter is presented to the right.
You will have 3 minutes to identify and circle the errors within the letter. 

Sample Sentence:

The employees were satisfied with them work.

 Name (Please Print) 

_____________________________________________________________________	 _____________________________________________________________________	 _______________
 Last		   First		   M.I. 

_____________________________________________________________________________________________________________________________________________________________________	 ________________________
 Social Security Number		   Date

Dear Valude Employees:

Your work to build and maintane a “fanatical service” organization has 

resulted in a resounding sucess for our company.  Sales and profits are up.  

I has been very impresed by the level of cooperation and comunication, 

especially between departments.  You have all worked, to make this  

organization a tight-nit, efective and smooth-functioning company.

Their’s been noticable improvements in employee interactions with  

customers and colleagues.  The fact that these gains took place during a 

particularly busy time is something of which to be proud.  Enthusiasm, 

spirit, helpfulness and willingness to make diversity work to our  

advantage is the true rewards of everyones efforts and teamwork.

I would like to take this oportunity to formerly congradulate you all for a 

job well done.  Please continue with the exeptional effort you have made.  

Your hardwork and dedication are truly apreciated.

Sincerly,

Robert Newsom

President
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