Unit 3 Vocabulary Quiz
· Fill in the brackets with the correct words from the box.

· Save the document and upload it to the Vocabulary file folder on the Writing Studio class page.

	COB     Break-out-room     Seminar     Attendees     Look over



Dear Ms. Hayashi:

After attending a conference at your Excom Center my company, LookNow.com has decided to hold our annual training  (                             ) at your facility. We would like to book a large meeting room and 5 smaller (                                       ) with wireless Internet connections and projection systems for August 23 from 9:00 in the morning until 3:00p.m. Twenty-five (                                   ) will participate and we would like you to provide a catered vegetarian lunch. Please fax me a cost estimate to (                                              ) by (                               ) on Friday, May 22.

Thank you, 

Noelle James

Project Coordinator

LookNow.com

