Email quote assignment   English Listening and Pronunciation  February 2014

I. Subject line is: Lab quote, not “Lab” or “SubjectLabQuote” or “fe quote” (Roy, Hsin Yi, Yong Sin, Hannah, Angela)

II. DON’T use html – use PLAIN TEXT (Amy, Judy, Kriza, Daphne, Emily, Celia, Julia, Linda, Yong Sin, Hannah)
III. Spacing (Zoe, Betty, Jewel, Judy, Kate, Amanda, Sam, Peggy, Shelly, Elsa, Kriza, Ruby, Daphne, May, Diana, Celia, Russia, Linda, Hsin Yi, Hannah, Angela)
1. X  
Dear Ms.Chung, SHOULD BE: Dear Ms. Chung, 
2. X
-Ambrose Redmoon(1933-1996)American writer. OR:
X
-Ambrose Redmoon ( 1933-1996 ) American writer.  SHOULD BE: 
 
-Ambrose Redmoon (1933-1996) American writer.
3. X 
Here is my quote:  "The world needs  SHOULD BE:
  
Here is my quote: "The world needs
IV. Indentation:  Indent FIVE or SEVEN spaces at the beginning of each new paragraph 
(Christine, Betty, Jewel, Kate, Daphne, Emily, Jeffery, Wendy, Jamin, Roy, Hsin Yi)
V. Leave a blank line between paragraphs (but not up above the beginning of your message) 
(Tiffany, Betty, Jenny, Kate, Shelly, Ruby, May, Diana, Ellen, Eric, Diana, Roy, Yong Sin, Angela) 
VI. FULL name in English or Romanization, e.g. Iris Lin (NOT: Iris): (Tiffany, Kate, Yong Sin)
VII. Ms. Chung (not Miss Chung or Ms. Chung and Cindy) (Roy, Angela)

VIII. DON’T use “smart quotes”; use "plain text quotes" (Betty, Abby, Jewel )
IX. Misspelling (use copy-and-paste, and WATCH OUT FOR THE LITTLE RED SQUIGGLY LINE!) (Abby, Julia, Roy)
X. Punctuation (Abby, Jamin, Daphne, Emily)
1. X  Here is my quote, SHOULD BE: Here is my quote:

2. X  Regards  SHOULD BE: Regards,
3. No period after your signature.
XI. Alignment (Zoe)
1. X  Karen Chung

b01101111 SHOULD BE:
Karen Chung

b01101111

XII. Quote needs to be from an attributable PERSON, not a movie, TV show or magazine, and must include their year of birth and death, nationality, and occupation (Eric, Roy, Yong Sin)

XIII. New York Times digest subscription (Shelly, Wendy, Yong Sin)
XIV. Grammar and usage (Jamin,)

X

I have already subscribed to New York Times Digest SHOULD BE:

I have subscribed to New York Times Digest.

Note to Daphne and Emily: Your assignments look like one copied from the other. Please do your own work.

