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go to web Activity 01-2

Instructions:  The following sentences are lacking detail necessary for clear understanding.  Rewrite the sentences to include information that would clarify the statements. You may add details as needed to make the sentences clear and specific.

1. Please complete and return the enclosed form.

2. I would like to order two file cabinets for my office.

3. Your performance appraisal is scheduled for next Wednesday.

4. The police report indicated that the car involved in the accident was green.

5. Tomorrow is a holiday.

6. There are two differences between an internship and a mentorship.

7. To qualify for this job, you must be able to keyboard, know a word processing and spreadsheet software package, and have a degree.

8. I will be attending a workshop on a current issue facing business in May.

9. The interest rate for a small business loan will be going up soon.

10. Our new shipping facility is located north of our office complex.

