Business Communication at Work	Chapter 15


   


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.�
You and me should volunteer to work overtime.�
�
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�
�
�
�
�
�
�
�
2.�
Its certian that Marian will transfer to the Accounting Department.�
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�
�
�
�
�
�
�
�
3.�
She asked Bryan if hed go to the workshop with her.�
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�
�
�
�
�
�
�
�
4.�
Rachael and Ruth recieved pramotions last week.�
�
�
�
�
�
�
�
�
�
�
5.�
I am concerned there isn’t more intrest in them there procedurs.�
�
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�
�
�
�
�
�
�
�
6.�
When can we expect you to aprove the companies knew proposal?�
�
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�
�
�
�
�
�
�
�
7.�
Whats so important about finishing the report before friday.�
�
�
�
�
�
�
�
�
�
�
8.�
The company is excellent to work for because they promote employee involvement in management decisions.�
�
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�
�
�
�
�
�
�
�
9.�
Howard is going to run the final copys of the report before 5 pm today.�
�
�
�
�
�
�
�
�
�
�
10.�
She quickly read edited and typed the report.�
�
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�
�
�
�
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