Business Communication at Work	Chapter 4





Proofreading/Editing Review:  The following sentences contain errors.  These errors may be typographical and/or may include errors in grammar, number usage, punctuation, or capitalization. Make the necessary corrections in each sentence and rewrite each sentence correctly.





1.�
Linda my assistant is extremly conscentious dependible and loyal.�
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2.�
You're plan was aproved as presented by the Bored.�
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3.�
Our secretery Barbara, is planing a trip to Los Vegas Reno and Lake Tahoe.�
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4.�
One of them had written their check but had failed to male it on tiem.�
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5.�
The personel department was located besides the adminstrative services department.�
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6.�
The florist sat the flowers among the two candlabras.�
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7.�
Niether of the two speakers were given an approprate introduction.�
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8.�
Jerome's artical were not excepted by the magazine and they were reterned to him.�
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9.�
The advise which was given did not corresponde to the questions which was asked.�
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10.�
When Mr Jennings arives please do not illude to the fact that we are not interested in altaring our contract.�
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