
Practice Problem a: Listing 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Practice Problem b: Ad 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Listing Information with Bullets 
 

Organizing information in a vertical list makes the text more noticeable than when 
information is written as a series of paragraphs.  Each item in a list should begin with a 
bullet, a symbol used to call attention to the beginning of each item.   

 Use different bullets for various levels of detail. 

 Use a tab about 0.25” after the bullet (depending on the front size being used). The 
default tab of 0.5” on most software creates too much space after the bullet when it is 
used in the body of a document, as in this example.  

 Make the text hang under the first letter (not under the bullet) when the information is 
too long for one text line.  This technique will make the beginning of each item stand 
out more.  

 Write the information so that it is parallel in grammatical form: 
• Begin each item with a verb (as in this list). 
• Begin each item with a noun.  
• Begin each item with a gerund (verb ending in ing).  

SALE      SALE     SALE 
 

Inventory Clearance 
All Items Must Go!  

 
 

Furniture Warehouse 
200 E. Main  



Practice Problem c: Ad 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

               Our Gift to You! 

                                                 A 30% discount 
                                           on any one item 
                                      at our regular price 

                                                                                 Bring this gift certificate to

                                                                      Rogards Jewelers 
                                                                            413 S. Scott St. 

                                                                            (217) 555-3566 
                                                                                                   UPS Shipping Available



Practice Problem d:  Ad 4 
 

 
 
 
 
 
 
 
 
 
 

     For your 
     loved one on 
     Valentine’s Day 
 
 
 

• Roses, roses, roses 
• Friendship arrangements 
• Balloon bouquets 
• Candy assortments 

 
 
 

Free delivery 
Call (217) 153-4900 
 
600 S. Sale St. 
Open Monday-Saturday 9-5 

Vicki’s Creations 



Practice Problem e:  Poster 
 
 
 
 
 
 
 
 
 
 
 CIRCUS

MARIO 

BROTHERS 

Featuring 

Lions          Tigers          Bears 

Spectacular Dancing Cats    Elephants Galore    Merlin the Magician 
The Aerialist Extravaganza    Wilhelm’s Astounding Jugglers 

      5 SHOWS!        
Assembly Hall 

September 24-25 

Sponsored by County Market 
 

Tickets Available at Assembly Hall Box Office 



Practice Problem f:  Ad 5 
 

 

$2,898

 

0% Financing! 
No payments! 
No interest 
for 6 months! 

Multimedia Computer 
 Pentium dual core/4 GHz processor 
 120G hard drive 
 1024 MB RAM memory 
 17” SVGA noninterlaced color monitor 
 64 MB video memory 
 DVD +/- RW Drive 
 Stereo sound card and speakers 
 Internal fax/modem 
 Preloaded software 
 3-year on-site warranty 

Computer Headquarters
606 W. Anthony Dr.



Practice Problem g:  Ad 6 
 

 
Return this coupon with your name and address for information on our 
summer vacation packages! 
 
Name__________________________________________________ 
 
Address ________________________________________________ 
 
_______________________________________________________ 
 
Phone ___________________________  Lee Travel 
       719 W. Marketview 
       Champaign, IL 61801 

For FUN in the 
SUN . . . call 
Lee Travel at 217-152-2230 



Practice Problem h:  Certificate 
 
 
 
 

 

Certificate of Achievement 
 

is awarded to 
 

Nathan Jefferson 
 

for outstanding civic contributions to the 
Marshall High School Boosters Club 

 
---- 

 
_______________________                       ________________________ 

Angela Mason, President                                              Greg Hall, Adviser 


