CD-ROM Activity 02-2





Instructions:  Rewrite the following sentences so that they are concise and clear.








Please send a full and complete application by April 6.





Please be advised that if your payment is not received by June 10, your account will be sent to a collection agency.





In response to your memo of November 4, please be advised that your compliance with the procedures set forth in the memo will facilitate achievement of our objective.





There are several necessary requirements that must be met before we can process your application.





We have hereby determined that the penny stock which is in your possession has no value.





As the present time seems to be optimal for significant profit, it seems that it would be the appropriate time to sell.





In the event that I am unable to attend the banquet, will you accept the award on my behalf?





In the near future I will be conducting your performance appraisal.





Due to the fact that I arrived late, I missed the opening remarks.





Despite the fact that it was 90( outside, the temperature inside was a comfortable 78(.


 


