Business Communication at Work	Chapter 6





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.�
The 3 employees took their brake together most afternoons at 2:00 p.m.�
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2.�
On July 14, 19—  the new office bilding will be completed according to plans.�
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3.�
Between you and I, we truly make a real efficient team.�
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4.�
Whom do you think will get the prommotion?�
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5.�
My sister and I as I mensioned before will be glad to work overtime.�
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6.�
The printer can also be used as a scaner and a fax machene.�
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7.�
When you received his letter did you answer it immediately.�
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8.�
The mouse had to be replaced and she had one in stock to install.�
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9.�
When will the 500 copys of the Johnson report be sent to the six departments.�
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10.�
You should proofread each document real careful.�
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