Writing:

Wijze van beoordelen:

Minimaal 80% van gevraagde inhoud voltooid?
Elk onderdeel voldoende?

Dan: cijferbepaling:

van beleefdheidsvormen)

Onderdeel Voldoende | Goed Excellent
Samenhang (opbouw met voegwoorden) 1 1,5 2

Bereik en beheersing van de woordenschat 1 1,5 2
(minimaal goed gebruik van lidwoorden a/an)

Grammaticale correctheid (werkwoordsvormen 1 2
meestal correct bij veel voorkomende

werkwoorden)

Spelling, interpunctie en lay-out (minimaal goed 1 2
gebruik van leestekens en hoofdletters)

Afstemming taalgebruik op doel en publiek (gebruik | 1 1,5 2

Cijfer berekening:
6 + 0,4 (voor elke ‘goed’) + 0,8 (voor elke ‘excellent’)

Useful phrases:

My name is Jan Jansen (beter dan ‘Il am Jan Jansen’)

| attend Helicon College/I study at Helicon College. This is a college for Vocational Education

and Training.

(City and people zegt Engelsen niet zoveel, focus op je specialisatie die is specifieker).

| study to become a consultant on sustainable living/sustainable use of water and energy.
| study to become a lifestyle coach. | study to become a dietician.

| chose the specialization “sustainable living”/”sustainable use of water and
energy”/”lifestyle”/”event management”/”leisure and event management”.

During my studies, | learn about sustainability/lifestyle/event management, innovation and

entrepreneurship.

After graduating from this College, | would like to do a bachelor’s degree at a university of

applied sciences. (=HBO)




Profession = beroep
Purpose of stay = reden van verblijf (waarom ben je in het hotel/in het land?)

Veel gemaakte fouten:

| altijd met een Hoofdletter.
There/their/they’re
Were/where/wear

With/whit

Durability vs sustainability
Durable: goederen die lang meegaan (bijv. een huis, een Toyota, een Miele wasmachine)
Sustainable: goederen die milieuvriendelijk zijn (bijv. afbreekbaar plastic, recyclebare

bekers)

| will arrive on Monday at 10.00 am. vs ‘I will come on Monday...
“If you ever want to come in France, please give me a call.”

Lidwoorden:

an —voor woorden die beginnen met een klinkerklank (a, e, i, 0, u):

Bijvoorbeeld:
an apple

an energy consultant

a —voor woorden die beginnen met een medeklinkerklank (overige letters).

Bijvoorbeeld:
a student

a university (spreek je uit als juniversity)

Verbindings- Vertaling Voorbeeld
woorden (o.a.
voegwoorden)
And En My name is Jan and | am 16 years old.
But Maar | like playing soccer but | hate getting dirty.
Or of | would like to become a dietician or a lifestyle coach.
Because Omdat/want | would like to become a dietician because | enjoy
helping people.
While Terwijl While | studied at this college, | also gained practical
experience at various organisations.
When Als (gebeurt When | leave this school, | will start working.
zeker)
If Als (onzeker of If | graduate next year, | will continue my studies at a
het gebeurt) university for applied sciences.
Furthermore Verder/daarnaast | Furthermore, in my weekend job | learned skills such
as communication and collaborating in a team.




Due to Doordat Due to my volunteer work as a scout leader, | also
developed leadership skills.

As soon as Zo gauw als As soon as | finish this school, | will start working.

Moreover Bovendien Moreover, after that, | would like to study for a
master’s degree.

Thus Dus Thus | will be studying for another six years.

So that Zodat So that | can find my dream job when | finish.

Although Hoewel Although travelling and spending time abroad are
also high on my list.

Voorzetsels van tijd (prepositions of time):

Voorzetsel | Gebruik Voorbeeld

at Bij specifieke tijden The train will arrive at 12.00 pm.

in Bij niet-specifieke tijden She likes jogging in the morning.

on Bij dagen en data We're having a party on the first of March
We're leaving on Monday.
We always have a special dinner on
Christmas day.

for Gedurende een tijd She’s worked here for five years.

since Sinds een (bepaalde) tijd She’s worked here since 2015.

to/past Bij kloktijden It’s a quarter to ten.
It's a quarter past ten.

within Binnen een bepaalde tijd I’ll answer your letter within a week

in Over een bepaalde tijd I’ll answer your letter in a week

from -until | Van .... tot I’d like to stay from Monday until Friday.

Voorzetsels van plaats (prepositions of place):

vervoersmiddel je gebruikt)

Voorzetsel | Gebruik Voorbeeld
at Op (als je bedoelt in een He’s working late at the office. (op
gebouw) kantoor; maar hij zit er niet bovenop, dus
at)
in In (als je bedoelt in een There’s a bar in the building.
gebouw/plaats) She likes jogging in the park.
He lives in Tilburg.
on Op (als je bedoelt bovenop een | There’s a rooftop bar on the building.
gebouw)
by Met (om aan te geven welk I’m travelling by train/car/bike/plane.




Informele/formele brief
Informeel:
e Aaniemand die je goed kent.
e Aaniemand met wie je een redelijk gelijkwaardige relatie hebt.

Formeel:
e Aaniemand die je niet (goed) kent.
e Aaniemand met wie je geen gelijkwaardige relatie hebt (bijv. je baas of een iemand
van een andere organisatie).

Informeel Formeel
Briefhoofd Jeanet Martens Jeanet Martens

Rivierdreef 7 Rivierdreef 7
3895 UU 3895 UU
Utrecht Utrecht
The Netherlands The Netherlands
1 September, 2020 Paris Jones

16 Potter road

6001 WA

Perth

Australia

1 September, 2020

Aanhef Dear Paris, Dear Sir/Madam,
Hi Paris, Dear Mr. Jones,
Hello Paris, Dear Ms. Jones,

Introductie How are you? Thank you for the informative
Thanks for your letter. telephone conversation.
It was great to receive your
letter.

Body Kern van je verhaal. Korte en Please, send me....
eenvoudige zinnen. | would like...

Je mag zinnen met / beginnen.
Mag I’'m/we’re/you’ve etc.

gebruiken.

Eind | must go now. | hope | gave you enough information.
Bye for now. Please feel free to contact me if you
Looking forward to hearing from | have any questions/if you would like
youl! any further information.
Looking forward to seeing you | am looking forward to seeing you.
soon! | am looking forward to hearing from

you.
Afsluiting Love, Yours sincerely,




Best wishes, Yours faithfully,
Best regards,
Warm regards,
Cheers,

Formele brief:

Let op: de regels voor beleefd zijn, zijn in het Engels ‘strenger’ dan in het Nederlands. Zorg
bij verzoeken aan iemand dat je altijd ‘please’ toevoegt. En gebruik de beleefde vorm ‘Could
you/Would you...., please?’

Compleet briefhoofd:

Eigen adres

Adres van degene naar wie je de brief stuurt
Datum

Formele aanhef:

Dear Sir/Madam,

Dear Mr. Ingram,

Dear Ms. Jones,

Formele korte zinnen.

Please, send me....

I would like...

I am looking forward to seeing you.

Afkortingen zijn niet toegestaan
Formele afsluiting:

Yours sincerely,

Yours faithfully,



Voorbeeld formele brief:

B. King

Corporate Business Solutions
12, Church water

London

F. Little

Interstate Work Force
45, Bayswater
Manchester

11 January 2007

Dear Mr Little,

With reference to our telephone conversation this morning, |
am sending you a copy of our latest brochure.
If you need any further information, please let me know.

Yours sincerely,

B. King
Sales representative

Informele/persoonlijke brief

1. Adres en/of datum (alleen in een brief):
e Zet links bovenaan jouw adres (zonder je naam).
e Laat het adres weg als degene aan wie je schrijft je adres al kent.

e Schrijf de datum onder het adres (laat een witregel open) op onderstaande manier:
1 September, 2020
De maand begint altijd met een hoofdletter!

2. Aanhef (komma na de aanhef):
e Hello Pete,
e Hilane,
e Dear Malcom,

3. Introductie:
e How are you?
e Thanks for your letter.
e |t was great to receive your letter.

4. Body:
e Kernvan je verhaal. Korte en eenvoudige zinnen.
e Je magzinnen met / beginnen.
e Mag I’'m/we’re/you’ve etc. gebruiken.



5. Einde:
e [ must go now.
e Bye for now.
e Looking forward to hearing from you!
e Looking forward to seeing you soon!

6. Afsluiting (komma na de groet):
e [ove,
e Best wishes,
e Bestregards,
e Warm regards,
e Cheers,

Adressen - voorbeelden:

Naam geadresseerde: Mr. Jones

Naam bedrijf/organisatie: Delicious Catering
Evt. naam bedrijfsverzamelgebouw: Pilton House
Huisnummer + straatnaam: 9483 Manor Road
Woonplaats (Hoofdletters!): IPSWICH

Evt. naam district: Altrincham
Postcode: IP2 1QA

Land: England

Mrs. Gwen Broadway
Office Productions Ltd
65 Sloane Street
NEWCASTLE

NR7 3SV

England

Dr. Simons

Your Health Services
Unit 1, 97 Green Lane
BOURNEMOUTH

BHO 5QH

United Kingdom



Voorbeeld van een informele brief (informal letter):
12 January 2012

Hi Sophie,

I'm writing this from the cutest little café in New York! | feel like I'm

on Friends!

Mum's been making sure we don't miss one sight in the whole city, so

we've been walking practically all day. So far we've seen Times Square,

Broadway, Central Park and The Plaza. | caught a glimpse of the Statue

of Liberty but we're going to go and see it properly tomorrow!

The streets are super busy here and everyone looks amazing in their

winter coats and hats. | had to buy mittens today! | miss being able to

feel my fingers! Hope you're enjoying your holidays.

Miss you times a million, see you back in Adelaide on the 20th!

Love,
Ashley

PS I'm bringing you back a souvenir!

Voorbeeld van een persoonlijke brief (personal letter - informal):

2 November2013
HiTony,

How are you? I'm very well. | was very pleased to get your letter. | didn't write earlier
because | was busy studying for my exams.

Once | have passed these exams | will have time to discover my new neighbourhood.
Have I told you that | moved into a house that has been empty fornine years now? It
belonged to one of the richest women of London butno one wants to buy it; it's too
expensive. Together with my friend Eric we preventvandals to destroy the place,
that's why we live in the house for free.

Eric lives on the top floor. What worries me is his hobby; he loves snakes and
spiders. He keeps themin little glass boxes and he feeds them rats. I'm afraid that
one day one of these animals will escape and terrorize the house, instead of the
vandals!

Write back soon. | am really looking forward to hearingall your news.

Mark



Voorbeeld van een dankbrief (thank you letter - informal):

28 December 2013

Dear Paula,

Flynn and | want to thank you for everything you have done for Project for
Poorl You've been an enormous help and we're so sorry that your
traineeship at our office has cometo an end. We had such a good timel

We know that you've been putting in a lot of extra time, and the results are
paying offl Thank you for your hard work, your ideas, your enthusiasm.

We will be looking forward to seeing you back, but not as a team member,
but as our team leader!

Thanks again!
Warm regards,

Flynn and April

Voorbeeld van een excuusbrief (excuse letter - informal):
12 November 2014

Dear Ralph,

| am very sorry that | damaged your scooter last night. | am so embarrassed!
| damaged the rear tyre and fender. | know you're so proud of your scooter
and that makes me feel all the more guilty.

| was backing out of the garage last night, | thought the door was open but
no, it was closed! | simply wasn't paying attention.

Of course | will pay for the repair as soon as possible. Your insurance policy
may cover the damage, so I'll wait until you've called the company. But if the
damage is not covered I'll be glad to pay for the costs. It's the least | can do.

Thanks for putting up with me. I'll be in touch.

Barbara

Veelgebruikte zinnen in excuusbrieven:
| am very sorry for... (bijv. damaging your car)

| apologize for ... (bijv. being late for our date)

| am so embarrassed.

Of course | will ....

It’s the least | can do.



| hope you will forgive me.

E-mail:

Vul altijd de velden “To:” en “From” in.
Vul altijd het onderwerp in, bijvoorbeeld:
Brochure

Information

Your order of

Taking notes:

Zie A2 Word list taking notes!
Memo - Standaard lay-out:
Date:

To: (aan)

From: (van) — jouw naam of van degene in wiens naam je schrijft
Subject: (onderwerp) — kort

Schrijf een kort en duidelijk bericht. Opsomming gebruiken en/of nummeren mag, graag
zelfs. Dit geeft structuur. Zet de zinnen onder elkaar.
Beantwoord zoveel mogelijk:

e Who
e What
e Why
e Where
e When
e How

Voorbeelden van memo’s
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Date: 30 July 2013

to: John Close
from: Mike Cremer
subject: Missed call

Hi John,

Klein called this morning while you were out.
She's wondering when her order will be sent to her.
Can you find out and call her back, please?

Thanks,

Mike

Subject: Cancel order
Hi Jack,

Ms. Red just called to ask if you could cancel
her order. Could you let her know os soon as
you have cancelled the order?

Thanks,
Joey

Notities maken:
Korte aantekening maken, voor jezelf over bijv. welk materiaal er besteld moet worden.
Hou het kort. Beantwoord de 4W&H-questions.

Telefoonnotities:
5W&H Example:
Who? Who called?
What? What was the message/question?
When? When did they place the order?
Where? Where should you send the order to?
Why? Why do we need to know this?
How? How can we solve this?

Voorbeelden van notities:
Note 1 is in dit geval de beste note. Het geeft de belangrijkste informatie, zonder onnodig uit
te wijden bij dit noodgeval (zoals in note 2 wel gebeurt).
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note 1

Hi Emma,

A customer has cut himself. I'm bringinghim
to first-aid.
I'll be back as soon as possible.

Jane
note 2

Hi Emma,

A customer (Jason Roberts from
London), has cut himself with a sharp
knife. | have to get my car and drive
him to first-aid. It could take quite
long. | think he needs stitches. I'll be
back as soon as possible. Could you
help the customers in the meantime?

Jane

note 3
Hi Emma,
| have to go to first-aid.

Jane

Filling out a form: (formulieren invullen)

Veelvoorkomende termen (check ook de woordenlijst A2 forms):
Surname/family name: (achternaam)

Maiden name: (meisjesnaam - getrouwde vrouw)

First name/given names: (voornaam + eventuele doopnamen)
Initials: (initialen)

Adress: (adres)

City/place of residence: (woonplaats)

Postal code: (postcode)

Place of birth: (geboorteplaats)

Date of birth: (dd/mm/yyyy)

Sex: (geslacht) female/male

Date of issue: datum van uitgifte (bij paspoort/rijbewijs)

Expiry date: datum waarop het document verloopt
Citizenship/nationality: nationaliteit

Approx.: (approximately=ongeveer)

Asap: (as soon as possible = zo snel mogelijk)

No.: (nummer)

PPS no.: (personal public service number = Burgerservicenummer/BSN)
Social security number: (Burgerservicenummer/BSN)

Dob.: (date of birth = geboortedatum)
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m/f: (male/female = man/vrouw)

dd/mm/yy: (day/month/year = 02/04/05)

Signature: (handtekening)

Applicant: (degene die de aanvraag doet — jijzelf meestal)
Capitals/capital letters: (hoofdletters)

N/A: Not applicable (niet van toepassing)

Voorbeeld van een formulier — timesheet

R TIME SHEET

London, LO23 7RU

Employee Name: Josh Heart Title: Mechanic
Employee Number: 1234 Status: Active
Department: MOT Supervisor: _Mr. Hale
Date Start Time End Time Hrs.
12/01/2013 08:00 16:00 8
13/01/2013 08:00 17:00 9
14/01/2013 08:00 17:00 9
15/01/2013 08:00 17:00 7
26/01/2013 08:00 16:00 8
17/01/2013 08:00 16:00 8
18/01/2013 08:00 16:00 8
Total Hours 58
Employee signature: Date:  20/01/2013
Supervisor signature: Date:  21/01/2013

Voorbeeld van een formulier — Residency aanvraag (aanvraag voor immigratie)
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Application for Residency
(Every additional live-in resident over the age of 18 as of the lease commencement date must submit a separate application
and sign the lease)

APPLICANT
Full Name (Last) (First) (MI) Date of Birth
Home Phone Number ) Cell Phone Number ‘Work Phone Number

Area Code Area Code Area Code
E-mail Address Smoker Y [N

Social Security Number:

Proof of Identification: Type Identification Number

(Examples: Driver’s License, Passport, etc.)

How did you hear about us?

LIST OTHERS WHO WILL RESIDE IN APARTMENT ON A PERMANENT BASIS:

(To be used only for additional live-in residents of apartment under the age of 18 as of the lease commencement date)

Full Legal Name Social Security Number Date of Birth

RESIDENCY INFORMATION (please include at least 2 years of prior residences):

Present Address: Apt # Phone
Area Code
City State Zip Monthly Payment $
Rent or Own? Dates:From. ~ To.
Month/Year Month/Year
Landlord/Lender Name City State Phone
Area Code
Previous Address: Apt # Phone
Area Code
City State Zip Monthly Payment $
Rent or Own? Dates: From To.
Month/Year Month/Year
Landlord/Lender Name City State Phone
Area Code
Additional Previous Address: Apt # Phone
Area Code
City State Zip Monthly Payment $
Rent or Own? Dates: From_ To_
Month/Year Month/Year
Landlord/Lender Name City State Phone |
Area Code
Additional Previous Address: Apt # Phone
Area Code
City State Zip Monthly Payment $
Rent or Own? Dates: From To.
Month/Year Month/Year
Landlord/Lender Name City State Phone
Area Code

EMPLOYMENT INFORMATION (please include at least 2 years of employment):
Current Employer:

Name Address
City State Zip Phone
Area Code
Employment Date: From, To, Title Gross Annual Salary $
Month/Year Month/Year
Supervisor Name Phone Email Address
Area Code

(California - Rev. 01/04) 1 Q



Voorbeeld van een formulier — Visum aanvraag

Opdracht: Je gaat twee weken op vakantie in Thailand en moet daarvoor een visum
aanvragen. Je verblijft in het Ritsurin Boutique Hotel in Phuket 1/5 maeluan Rd. Muang,
Phuket, 83000 Phuket, Thailand. Je vliegt op 16 juli 2021 met KLM (KL 875) en blijft tot 31 juli
2021 Je bent nog nooit in Thailand geweest en kent er verder ook niemand. Vul hieronder de
visumaanvraag in:
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Please attach

Plcase Indicate Type of Visa Requested
O Diplomatic Visa

Ofticial Visa

2 photograghs Courtesy Visa

taken within Non-Immugrant Visa
the last 6 months APPLICATION FOR VISA Tourist Visa
(3.5x4.5¢cm) < Transit Visa
Royal Thai Consulate - General
Ho Chi Minh City Number of Entrics Requested
O . [ Mrs, [C] Miss

First Name Middle Name Family Name  (in BLOCK letters)

Former Name (if any)

Nationality

Nationality at Birth

Birth Place Marital Status

Date of Birth

Type of Travel Document

No. Issued at

Date of Issuc Expiry Date

Occupalion (specify present position and name of employer)

Current Address

Countries for which travel document is valid

Proposed Address in Thailand

Name and Address of Local Guarantor

Tel /Fax,
Name and Address of Guarantor in Thailand

Tel./Fax.

I hereby declare that ['will not request any refund from
my paid visa fec even if my application has been declined.

Signature Date

Tel. E-mail

Permanent Address ¢ different from above)

Attention for Tourist and Transit Visas Applicants

I hereby declare that the purpose of my visit to Thailand

is for pleasure or transit only and that in no case shall [ engage
myself in any profession or occupation while in the country.

Signature Date
Tel. FOR OFFICIAL USE O
Names. dates and places of birth of minor children (if accompanyng) Application/Reference No.

Visa No.

Type of Visa:

O Diplomatic Visa O ofmiciat viss [ Courtesy Visa
Date of Arrival in Thailand Non-Immigrant Visa [Jrourist visa [ Transit Visa
Traveling by Category of Visa:

Flight No. or Vesscl's name

Duration of Proposed Stay

Date of Previous Visit to Thailand

Purpose of Visit: [ Tourism [0 Transit
[ Business [] Diplomatic/Official
[(] Other (please specifi)

16

Number of Entries:
O Single Cpouble [ Multiple [J__ Entries
Date of Issue Fee

Expiry Date
Documents Submitted

Authorized Signature and Seal




Voorbeeld van een formulier - Employment history
Opdracht: Je gaat solliciteren en bij het uitzendbureau wordt je gevraagd om je
werkverleden op te geven. Vul onderstaand formulier in:

EMPLOYMENT HISTORY: (JOB HISTORY)

Present Or Last Position:

Employer:

Address:

Supervisor:

Phone:

Email:

Position Title:

From: To:

Responsibilities:

Reason For Leaving:
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Creative writing — woordenlijsten schrijven/spreken A2
Maak twee van de onderstaande opdrachten.

1. Describing people:
Describe the people on the photo below:
This is a picture of a family with a father, mother, five children and an au pair.
The father is wearing a pink shirt.
He has blond hair. He is tall.
Etc. etc. Min. 100, max. 150 words.

2. Describing your hobby:
Imagine you play one of the sports below. Choose one and describe your sport, using:
Where, when, who, what, why and how and what you like best about this sport and what
you dislike. Min. 100, max. 150 words

18



3. Telling something about yourself:
Imagine you are a member of the family below. Decide who you’d be and describe your
family. Use e.g. mother, father, son, daughter, cousin, niece, nephew, aunt, uncle,
grandmother etc. Make up professions of these people and hobbies. Min. 100, max. 150

words

N

KRIS CAITLYN CHRYSTIE LINDA

JENNER JENNER SCOTT THOMPSON
QOGN D e 0 DC
d - -’ (4
KENDALL TRAVIS KYLIE BURT VALERIE MARK CASEY BRANDON LEAN BRODY  KAITLYNN
JENNER SCOTT JENNER JENNER PITALD MARINO MARINO JENNER JENNER JENNER  CARTER

4. Describing your holiday:
Imagine you went on all three holidays below (beach holiday, city break and a hiking

vacation). Write a short description about each of these holidays.
Write about: where, when, who (with), what, why, how. And about what you liked best and

didn’t like at all.Min. 100, max. 150 words

19



5. Writing something about yourself on a profile:
Imagine you would like to join an international dating website. Create a profile of maximum

Min. 100, max. 150 words

Amy Porterfield

@AmyPorterfield san Diego

imasocial media siralieqgisi wno specidizZes In raceooo-x
J 2
- . . - 3
y y > " - " 4 ’ Y s it v Nt
marketing (n ps). co-auinoro

Facebook Marketing All-In-One for Dummies.
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Basic Info:

Name: Huggie
Age: 26 years old
Location: Downingtown, Pennsylvania (0.0
mies avway)
Sexuality: Male seeking Female

Looking For: Online Chat, Friendship, Activity
Partner

About Me:

I recently moved to the area, and I don't know
anyone here, I've found a few interesting places to
hang out, but you can only have so much fun
hanging out by yourself! I'm hoping to find some
people who are interested in making a new friend. :)

I'm generally an outgoing guy. I can usually be
thrown into a group of people and find my way
around, mingling with strangers and what have you.
Sometimes I'll end up being the center of attention (1
ke to be funny, and hey, it gets peoples’
attention!), and other times I'll end up just chiling
out and having a simple conversation with a couple
people,

I'm pretty laid and open-minded back when it comes
to decidng what to do. Whether it be going out and
socializing at a bar or club, getting a cup of coffee,
heading to the Barnes & Noble to peruse the books,
or ordering in and watching a movie on the couch,
I'm pretty much up for anything.

I enjoy listening to music, especially when driving or
working on the computer. Some of my Favorite
bands include Collective Soul, Fall Out Boy,
All-American Rejects, and Third Eye Blind. I'll
generally give any music a chance, though I'm less
inclined to go for rap or country music,
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BELOGGER PROFILE

Tamara Gielen
Belgium

Blog: BeRelevant!
Age: 36

What | do: Director, Email & Digital Stratedies, OgilwOne
Worldwide; creator of B2Bemailmarketing blog; Founder of E-mail
Marketer's Club social network Retired (former senior editor of Busl,
Me at home: Living with Partner

My blog’s beginnings: Started blog in 2005 for ecommerce class.
My blog today: Resource for many in email marketing industry.
How my blog has impacted my career: | get asked regularly to spe:
conferences. In February, | started selling advertising on my blog an
paid for the numerous hours that | spend on my blog each week.
Blog-bit:

RSS subscribers: 1,331

Number of widgets used on site: 2

Most useful widget: Google AdManager — allows me to rotate my b
Number of tools used on site: 8

22



