Business Communication at Work	Chapter 16

   

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.�Bringing brevity to meetings is often an problem, bringing brevity to the agenda is not.�����������2.�Preparing an effective agenda is critcical in format meetings, such as regularly scdehuled boards.�����������3.�Meetings fail because participants are now clear about what is one the table at a particular moment and what is ultimately expected.�����������4.�Most people spent to little time in preperation and too much time in meeting.�����������5.�All meetings require communication and all communication is assited by techniques that compliment the verbal message.�����������6.�A good agenda facilitats discussion, maintains strukture and advances the meeting.�����������7.�The agenda is a short doucment which references reports policy statements and future actions.�����������8.�There is a logical, and necessary order of discussion to most actions taken in a meeting.�����������9.�Management experts says that effective executives know what they expect to get out of a meeting.�����������10.�If you lead a meeting you must both prevent and correct misscommunications.��������


