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Colons – Level Two  

How to Guide - ANSWERS  
 

Question 1  

Decide whether the colon is used correctly to introduce a list in these 
examples. Put a tick or cross to show your answer.  

 
a) Apprentices must complete a range of tasks: writing assignments, taking 

part in discussions and carrying out practical activities.  

 

b) To bake a cake, you need: flour, butter, eggs and sugar.  

 

c) I would like to complain about three things that happened during our 

visit: the shop assistant was extremely rude, there was a 15 minute queue 

and we were overcharged by £5.  

 

d) The priorities for this year are: increasing sales, opening the new facility 

in Manchester, sourcing cheaper materials and hiring two new staff.  

 

e)  I would like to suggest some improvements for the area: provide more 

cycle paths, increase the number of litter bins and tidy up the children’s 

play area.  

 

f) There are many ways to study for an exam: 

o Creating notes cards with key facts. 

o Revising with friends or colleagues.  

o Breaking the materials up into chunks.  

 

g) The factors that affect the decision include: the profits at the end of the 

month, how many staff are furloughed and whether production has 

increased by at least 4%.  

 

 

 

 

x 

x 
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Question 2  

Write three examples of your own using a colon with a quotation.  

Examples can be of anything you like. Have you checked that the word before 
the colon is not a verb like said? If it is, then you should use a comma not a 
colon.  
 

Here are a few examples: 

My teacher always says the same thing when I hand in my work: “Have you 
checked it properly?”  

 

Many people enjoy this Sirius Black quote from Harry Potter: "If you want 
to know what a man’s like, take a good look at how he treats his inferiors, 
not his equals." 

 

June Meadows from Main Street witnessed the accident: “The red car went 
straight through the traffic light and crashed into the wall.” 

 

Question 3 

Complete these sentences that all use a colon with ideas of your own. Make sure 
the bit after the colon makes sense on its own. Again, you can write about 
anything you like.  

 

Here are some suggested endings:  

a) The second day of the holiday was my favourite: we went surfing and saw 
a dolphin.  

 

b) Dogs are extremely intelligent: they can learn a number of commands and 
gestures.  

 

c) Social media can be exhausting at times: you can easily get caught up 
looking at something when you should be going to sleep.   

 

d) It’s important to learn about different cultures: it helps you develop 
awareness for others.  

 

e) In my job, communication is very important: any mistakes can have 
serious consequences.  

 


