CD-ROM Activity 02-3





Instructions:  Rewrite the following sentences by eliminating the trite words and clichés.








This letter will acknowledge receipt of your yearly maintenance fee.








Could you send me a copy of your proposal for the WonderWonka toy at your earliest convenience.








Due to the fact that I will be out of the office next Friday, our meeting will have to be rescheduled.








Please do not hesitate to call me if you have any questions.








I regret to inform you that we have no accountant positions available at this time.








I draw the line at excluding internal candidates for job openings.








Loyal and dedicated employees such as Jack and Gwen are few and far between.








The sales of our newest product have exceeded our projections by leaps and bounds.








Elinor has monitored this project down to the last detail.








I think it’s time you laid your cards on the table.





