Business Communication at Work	Chapter 14





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.�
When you begin the project ask Marilyn to reveiw with you the variuos deadlines.�
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2.�
We are pleased with the approval to increase our budget purchase new equipment and add 5 new assistance to our department.�
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3.�
3 boxes were received in our shipping department and we dont have a clue who ordered them.�
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4.�
Kim Ahn our new Comptroller will report to work on 5 January.�
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5.�
You will need approval to begin the project by January, 2001.�
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6.�
Have you ask maria if she can work overtime tonight.�
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7.�
We need a faster computer in our office one that is at least 200 MHZ.�
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8.�
If we scheduel the conferance by Spring, you can begin preparations soon.�
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9.�
My FAX machine can be set to automaticaly dail certain numbers.�
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10.�
Using a wrist pad appears to reduce the chances of getting carpel tunnel syndrome.�
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