Comprehensive Worksheets for
The Gregg Reference Manual
Tenth Edition

Diagnostic Survey

Directions: Correct the punctuation and capitalization in each sentence below. If the punctuation is incorrect, draw a

line through it: an old/winter coat. If new punctuation is to be inserted, circle it: @o ope so. To change a small letter to

capital letter, draw three lines under it: £ @nstmas To change a capital letter to a'Small letter, draw a line through it:
@ough If a sentence is correct as given, write C in the answer column. References: Sections 1-3.

1. Dawr@ d I now use hghtwelgh@ompact camcorders in our training sessions ¢ 1.
2. Could

3. I've just read your memo of March ?@yhlch describes y‘ committee’s progress in

please ask you to evaluate my manuscript by this FridaypJuly 6@ 2.

updating the corporate guidelines on sexual harassment,many thanks g 3.
4. The neral ager of the Accounting|¢gpartment askéd how much your new

iMac costg 4.

5. Did we really win the bid for converting the old mill into condtastic@ 5.

6. It's funnydsn't itRow people with a push-button phone still listerrfor a dial tone 6.

7. Did the ’?@F reporter who calledffriday nigh@leave her name and phone number 7.

8. Inmy opiniox@w @mpany’s sales will triple by the year 20084 8.

9. While you're fraveling next mont ,.qould I please make use of your office@ 9.
10. I'm opening a fast-food outlet i 1n @n if fea&ble@ne in Bake@regon@ 10.
11. TItis critical-thereforeghat thej e51 en Kidg:sut out lavish corporate perkse 11.

12. Sort the sal®s data as follow, product typ mer clas d ZIP Code 12.
13. Sarah He A@as joined the@mpan@)@mll not relocate here untﬂ@ll@ 13.
14. Does the{Sfate have jurisdictio r must the case be tried in a@deral court@ 14.
15. When we went out West lastmeOve stayed in an ol¢ymining towne 15.
16. Joe’s holdings in the company must b& worth at least $425 ouldn’t you sa@ 16.
17. We have therefore decided not to seltgven though we got some good bidse 17.
18. The partners tried to save the businesgsbut it folded onfjune 1339990 18.
19. Isit tm%:%{ Sﬁl&t Harvey Sno e ﬁrman of CM@VIH run for public office@ 19.
20. In 2003 e almost hired Wim Vathet,.]r s0f Tubbinselnc.for the job of CFO® [ ,\'T,T:\.ﬁed 200¢
21. To operate the equipmenf#uirn the key to the ngl@o stop ]@JI‘CSS tle% panelo 21.
22. After he accepted the settlemen 8 y didn’t I ask for mor 22.
23. (See apter hthe boo a time to be gsaved @ 23.
24. The new ofﬁcers U Fo ] Bsiden ob Hengg{ nd Jon Po@@easurerﬁ) 24.

% sHowever, ¢ use
25. Your f1gures look o'kay to eﬁw oweverplease get thancepartment s approval® 25.

26. Isthe Inst1tut@ Management Constltants near Grand Central t10 26.

27. She has written articles onfaierican history/ind politics in the twentleth centur@ o= .- century. For.. ]
for exampl@er thesis was 0n the ‘ ression and the thirties® 27.

28. After I lostiy _]Ot@ went back to(duthern Oh1 ut I miss Washmgto 28.

29. Tony Nyezalong with his famﬂ@ew to Rome to ebrate %r S .reo 29.

30. Anad hodZ<ommittee was formed in June 200 j was it 30.

Name Date Class 1
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Directions: The following items deal with problems in number style, abbreviations, plural and possessive forms, spelling,
compound words, and word division. (Note: The symbol / is used in items 96-100 to show word division at the end of a
line.) If an item is correct as given, write C in the answer column. If an item is incorrect, circle the error and show the
correct form in the answer column. References: Sections 4-9.

31. (six)tapes and 15 CDs 6 402 66. o relocate preferred 702

32. no later than March@ 21 407b 67. {creditted)my account credited 704
33. priced under($100.00 $100 415 68. used sound{judgement judgment 708
34. more thanapiece 15 cents 418 69. felt quite relieved 712

35. ...said yes.(2)saidno.  Twelve 421 70. required(@ssistence; assistance 714
424
36. earlyin the@century twenty-first 438 71. is now superseded  716a

37. nearly@occupied two-thirds 427 72. retype your résumé 718a
38. sold inounce cans 8 429 73. the details don't jibe c 719
39. until I turned five (¥ 434 74. more e need than 719
40. a 15-year mortgage c 436a 75. it’s @far to go too 719

twent 437 720
41. more thanears ago wenty 437 76. look for aGoncensus) consensus

February 720

i

42. starts at 7 p.m. 453a 77. after nex

43. heard from: Malone B. J. 516a_  78. serve as liaison 720
44. referred by(DoctogMilano ~ Dr. 517a 79. discussed publicly 720
45. an nvestigation FBI 524a 80. just read the summary 720
46. @)epartment of Labor us. 525 81. too much paperwork c 801a

47. works in Washington, D.C. C 527 82. I’lln it followup 802
48. 8 $2.75 yd 535 83. review thesefint-outs) printouts 8034

49. atolerance of 2@ mm 538b 84. time for decision making € 805a

single-

50. an IRS audit c 522 85. likes it/Single spaced spaced gga
51. not ma_ny vacancies 604 86. investments high-risk 816a

nine-month or
52. talk to m attorneys 605 87.

bchedule nine months’ 817

o

53. built addition shelves 608b 88. areal estate syndicate c 818a
4, th hers-in-1 C 612a . t h tax-exempt  820a
54. both my brothers-in-law 89 aurc ase tax-ox

55. use only one criterion 614 90. becomeshabit forming forming 821a
56. called the l Peabodys  615c 91. toothigh priced for me high-priced  823a
57. throughout the 1990s 624a 92. a clearly written draft c 824a

58. can't read myotes boss’s 631a 93. is this{ip-to-date uptodate  831a

59. bought Edouse Jones’s 631ac  94. need tofe-emphasize reemphasize 835a

60. both agencies’ assets c 632a 95. is rather §elf serving self-serving _ 836a
61. ompensation women’s 633 96. theyoorly planned 902
62. it’s Daisy’s, not ours 636 97. onditions simi-/ lar 913
63. (Markhnd Tom's allergies Mark's 6422 98. (ontin-/ uousnotion continu-/ ous 914
64. bought six(dollaryworth  dollars’ 646 99. recall-/ ing the past C 922a
65. talk about @uying acar our 647a 100. easons compel-/ ling 922b
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Directions: Underline all errors and write the correct forms in the answer column. If a sentence is correct as given, write
C in the answer column. References: Sections 10-11.

101. Every videocassette and compact disc are now on sale. 101. is i§§§§
102. Not one of the photocopiers are working properly. 102. is 1008a
103. Does any of the orders call for out-of-stock items? 103. Do lgagg
104. Some criteria on eligibility for outplacement services has to be established. 104. have  1018a
105. The number of responses to our mail campaign were unusually high. 105. was 1023
106. Diane is one of those managers who always resolves problems quickly. 106. resolve 1008b
107. None of the bidders have handled this big a project before. 107. € 1013a
108. Iwish I was free to work with you on the Henderson case. 108. were 18283
109. Can the company maintain their dominant position in the marketplace? 109. its 1049a
110. Apparently, everyone on staff has been notified except you and L. 110. me 1055b
111. You obviously know a good deal more about this new technology than me. 111. ] 1057
112. Valerie and M are the only ones who still report to Mrs. Lee. 112. 1] 1060d
113. Whom do you think is going to get the Hong Kong assignment? 113. Who 1061
114. We had a real nice going-away party for Celia Frazier. 114. really 1065
115. I felt very badly about George’s decision to retire. 115. bad 1067
116. Idont seeming wrong with the plan you have devised. 116. anything1076
117. What affect will the increased sales tax have on your firm? 117. effect 1101
118. We've had a great amount of calls on the basis of one ad. 118. number 1101
119. TI'm afraid we won’t have more stock on Model 364-A for awhile. 119. awhile 1101
120. You need to work for greater precision and less mistakes. 120. fewer 1101

Directions: Rewrite the following sentences to correct all errors. References: Primarily Sections 10-11.

1053a 8093 1052a/ 10%3a . ]
121. Every businessman *should review his objectives contmuously All business managers should review

their objectives continually.

081k . . 630 644/ 1071 i .
122. They no‘? only plan to audit this yealas’ records but also last year. __They plan to audit not only this

year’s records but also last year’s.

- 005 . W4de i
123. /Neither the salesclerks nor the sales manage?' has received his bonus check. __Neither the sales

manager nor the salesclerks have received their bonus checks.

1037k
124. When ta.kmg a trlp, money can be 38ved. If reservations are made in advance. When taking a trip,

you can save money if you make reservations in advance.

037b 1010, note
125. The contract’s terms have been carefully reviewed by everyone of us._Every one of us has carefully

reviewed the terms of the contract.

Directions: On the reverse side of this sheet you will find a letter to Ms. Gina A. Hodgkins (typed in modified-block
style—standard format with standard punctuation). Correct all errors in style, grammar, and format; also look for errors
in typing and content. Circle all changes you make within the lines or out in the margins; if you prefer, show all changes
on a separate sheet, identified by line number. If time permits, retype the corrected letter on a plain sheet of paper, using
1.25-inch side margins and positioning the date on the first line below a 2-inch top margin. References: Section 13 plus
Sections 1-12. See also pages 358-359 or the inside back cover of The Gregg Reference Manual for a chart showing how
to indicate corrections on typed material.

Name Date Class 3
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Seco Valley Inn

Post Office Box 151 - Sonoma, California 95476
Telephone: (707) 555-9850 - Fax: (707) 555-9867 E-Mail: svi@aol.com

August
Augr ) 2007 13
’ 14
15

16
Gina A. Hodgkins 17

Director ofministrative rvice@ 18
Robb, Steele=% 19

Baggett
suite (1/350 20
612(7. otn scywesT Sixth Street 21
Los Angeles, C@ 90017 22

23

bear s (Goiperimy—(Rodgking)) 24

25
Thank you very much for yo@letter of Augustn which you expre 26
o

an interest in bringing the partners in y aw firm to Seco Valley 27
Inn for their annual retreat later this ll. We would be delighted to 28
serve you and your associates in that we can. Let me try to an- 29
swer the questions you asked in your Tetter. 30

() 31
. _l&lt will {take you about an hour o 0 drive from the rportth 32
of San Fragfisco to the inn, depending on the time of day you come across 33

the Golden Gateidge. 34
35

Hole golf course surrounds the Also readily accessible are 36

eight aeather tennis courts, a fulquipped exercise roo@and @ 37

and outdoor swimming pools. 38

- 39
s . oo/, o
_ Room service is available from{s/f@#¢ a,(nhllf@‘@( pa- /The Coffee Garden 40

provides a menu throughout the da@na_the Elbow Room offers an 41

] e_legan‘@awa i% menu for lunch and nner. 42
D 43

[ 1 am enclosing a brochur@ﬁiescribes all our faciln 44
greater detail. Also enclosed 4= a schedule of our j#qom rates and a 45
reservation form on which you can indicate _the accations you want. 46
A1l of us here at Seco Valley Inn look frd to~s€rving you. 47

48

Sinc yo 49

50

51

52

Lyle A. Montoya 53

General Manager 54

55

. s . 56

Note to Instructor: There is a total of 50 errors in this material. 57
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Comprehensive Worksheets for

2 The Period, the Question e G e
Mark, and the Exclamation Point

Directions: Supply the appropriate mark of punctuation at the end of each sentence and circle it. If no additional punc-
tuation is required, write C in the answer column. References: {{1101-121.

1. I'want to thank you for the fine job you did on the Miller-Jacobs studye, 1. 101a
2. May I please get your thoughts on how the seminar should be structured ¢y 2. 103a
3. May I invite outside speakers to participate in the seminar@ 3. 103b
4. I doubt whether you can find a flight that leaves before 6:30 a.m. 4. C 101a
5. Does the CEO really expect the staff to buy that story? Incredible @ 5. 119a
6. Would you please have the bill sent to my home address g 6. 103a
7. Would you please take care of my cats while I'm away for a month@ 7. 103b
8. Why don't you shift your advertising account to Bell, Buch, and Kendall Inc. @ 8. 110a
9. The only remaining question is, Do the benefits justify the risks @ 0. 115
10. The only remaining question is whether the benefits justify the risks ¢ 10. 115
11. Be sure to verify any figures that Harry Hanks comes up with g, 11. 101a
12. May I suggest that you talk to your lawyer before signing this contract ¢ 12. 103a
13. Iwould like to ask why the Bolling project is 50 percent over budget o 13. 104
14. What do you make of this phrase—“at a date to be speciﬁed”@ 14. 110
15. I can rely on your support at the board meeting, can’t I @ 15, T4a
16. I question the wisdom of doing business with a company called Quality Ltd. 16.C  101a
17. To obtain a copy, would you please send us a stamped, self-addressed envelope 5 17. 1038
18. Would you let me keep the battery of your BMW charged while you're gone@ 18. _ 103b
19. The sales manager has asked when Model GRX-10 will be back in stockO 19. 104
20. When do you expect to receive your M.B.A.? Next year@ 20, 111
21. Now, to return to the main point of my argument ¢ 21. 101b
22. Would you please let us know whether we can do anything more to helpyou o, ~ 22. 1038
23. Could you please arrange to have all the papers ready for me by Friday @ 23. _ 103b
24. You need to deal with the question of how much money you can afford torisk y 24. 115
25. Why not consult your accountant and ask her for her opinion @ 25. 110b
26. Where the newspaper got its information will be revealed in tomorrow’s issue o) 26. 104
27. Has anyone thought about the page design? the font? the type size@ 27. 117
28. The action we need to take is obvious; the question is how to break it to the
members of the staff ¢ 28. 104
29. We still have the right, do we not, to terminate the agreement in thirty day@ 29. T4
30. We just read about your graduating summa cum laude. Congratulations @ 30. 120
Name Date Class 5
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Directions: Rewrite the following sentences to correct all errors in punctuation and to eliminate sentence fragments.
Change the capitalization as necessary. References: {1101-121. Also see {1101c for a brief discussion of sentence

fragments.
31. Be sure to proofread the originals carefully. Before you run off 250 copies. Be sure to .
a
proofread the originals carefully before you run off 250 copies. 101c
32. Did you actually tell your boss that you didn’t want the promotion, why? _Did you actually tell o
a
your boss that you didn’t want the promotion? Why? 111
33. Isit true that you're planning to move back East, when, where? _Is it true that you're planning
to move back East? When? Where? 117
34. Why don’t you call the box office? To see whether there are any seats left. Why don’t you call o
a
the box office to see whether there are any seats left? 101c
35. You can estimate, can’t you?, how many units you expect to sell this year._You can estimate,
can’t you, how many units you expect to sell this year? 114a

Directions: Supply missing periods, question marks, and exclamation points. Change the capitalization as necessary.

Circle all changes you make. References: f1101-121.

36.

37.

38.

39.

40.

41.

42.

43.

44.

45.

46.

The objectives of this special exercise program are:
Iglo teach you new techniques of relaxationg
240 restore your energy and your sense of well-being ¢y
Illustration caption: Figure 2-6F'ederal Reserve Discount Rate Changes
I bought a quilt in your store about a week agogidwever, it doesn't go with the color scheme
in my bedrool you please refund my moneyﬂwhen I return i@

You asked whether I would consider forming a partnership with you and your two brothersg,

all meanseg [okz@j

Jack reports that we did twice as much business this year at the jewelry show as we did
last ye believablethdw do you account for i@
How we can get our candidate elected is the big questi can count on your backing,
can't We®
Why not rent a videocassette from our extensive collection of new releaseter yet,
buy one outriglpiyr prices are so low that they’ll seem unbelievable@ LOR-.O®]
Will you please make sure that all the managers attend the special meeting set for this
Fridayg want to ask how we can cut costs without affecting qualitye
I want Martha Bradley to have the divisional sales reports as soon as possil you
please send her a copy of the printouts by messenge y thanks g -
May we ask for your helpwduld you be willing to contribute $20 to send a city child to
camp this summeqrfthink about it, won't yo
I hear that Anne Bonney has seen an advance copy of my new boo@at did Mrs. Beghink
of the coverae organizatiof) thy writing sty

T_oR: ... The coverages the orga n'lzaTlon@ and my wfiﬁng 5-}}43 ?]
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106
107

108

101a
103b

104
101b
119a

101a
119a
110a

116
114a

110b
101a
119

103a
104

101a
103a
101b

103b
110a
114a

101a
109a
117

105
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

The Comma

Directions: Supply missing commas and strike out inappropriate commas in the following sentences. Circle all changes
you make. If a sentence is correct as given, write C in the answer column. References: {1122-125 (the basic comma
rules).

1. The new warehouse has to be complete@s I understand ity the end of the year.

Your people can finish the job by the 't they? 1. —}ggg
2. Itis obviou@oweve at you cannot complete the work by December 31. We are

therefore proceeding to cancel the contract. 2. 12%¢
3. Newsweek carried a review of your wife’s new boo]@(lanagmg Your Spous@n the }g%g

past month or so. The issue was dated September 17,2007 believe. 3. 122b
4. Dean Morgan Henness d.D ill be speaking at an educational symposium in 12t

Knoxvill ennesse@n stresd teacher burnout in the classroom. 4, 125f

5. Luke Wharton II has been named to the newly established position of vice
president and creative director of R. U. Kidd Inc. 5.¢  122f
6. Marla and I have already signed up for the Caribbean cruis@ut Sands@ﬁ’e@nd

Bud are still mulling the trip over. 6. —}gg’g
7. Alot of creativity and time and hard work went into developing all these 123b
handsomg<4maginative layouts. 7. 123¢
8. Only $Zé§20 is required on the signing of the contract; $2 l@ogﬁn the 1234
completion of the project. 8 123
9. When I graduated from business school in 200}y hung out my shingle as a
corporate turnaround expert. In order to deal with the extraordinary demand
for my serviceg:d had to hire three associates in the very first year. 9. 124
10. You see;dve worked with that pair on a number of projects. How they ever got 124a
their reputation for competenced.1l never know. 10. _ 123¢
11. In 2002 we established a new set of terms from credit card purchases. In my
judgmer@hose terms are now outdated and need to be rethought. 11. —}gg:
12. Our whole€ staff, I am sure=will appreciate your kind words. 12. 125
13. Margaret Pierce always turns in competent, Well-writtel@'esearch papers. 1250
Obviouslyshe is ready for bigger things. 13, 124b
14. I'm sure@ieard the commissioner sa?jThese rate increases will be approved.” 125b
Howeveghis assistant says that he didnot. 14. _ 124b
15. We hope@?hat you will find the meeting facilities satisfactor@.nd that you will 1250
tell us about any special needs. Our stafégf cours@s always on call. 15. 122
Name Date Class 7
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Directions: Supply missing commas and strike out inappropriate commas in the following sentences. Correct run-on sen-
tences (see 1128) by changing punctuation and capitalization as necessary. Circle all changes you make. If a sentence

is correct as given, write C in the answer column. References: {[1126-137 plus the basic comma rules (f1122-125).

16.
17.
18.
19.
20.
21.
22.
23.

24.
25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Either the contract must be renegotiateger we must find another supplier.

We must either renegotiate the contract or find another supplier.

Give Jamie whatever data you've assembledfa
3 [OR.G]
care of N to Z.

iy partner runs the business.

d let her finish the analysis.
You handle the names from A t
I handle creative assignments and
If the meeting starts at 8 a. will have to fly in the night before.

However you want to organize the all-day meeting will be fine with me.

My accountant warned me tha@efore I accepted the financial settlement,

I had better consider the tax implications of the arrangement.

This policy applies to employees who have less than six months of service.
Jason Argonne-whom I met on a flight to Wa_rsax@urns out to be the uncle
of the young woman who is engaged to marry your son.

Most customer@?hen asked to take a blindfold tes@ould not distinguish the
taste of one cold from another.

I sense that Ben Frost is trustworth@ven though I have never dealt with
him before.

This year’s convention takes place in PortlandMaineat the end of May hut
if you come a week earlyyve can easily work in a trip to Nova Scotia.

Having observed how Joe‘handles the bids I think I can cover for him.
Finding an affordable apartment in this c@ is not easy.

To receive our highest discoungyou must order a minimum of 500 units.
In all the years I worked for ]\@ Stebbir@ never saw her smile.

On weekdays we are open till 8 p. rﬁ urdays we close at 6 p.ny[oll'-ogn]

The president has announced that out of respect for the memory of Mr.
Zucherman, the office will be closed on Friday.
What you $tfould do in the meantime is review for the exam.

What you should do-in my opinion.is review for the exam. faa: 3 Afte rj
We would like you te’speak for about thirty minutef, gfter a coffee break there

will be time for questions and answers. comma not necessary
At the meeting in Dallas{f ran into Ben Hurly.who is now with Gaspo@j.nd

spent a few hours recalling old times.
While I was in graduate schoitbhad to struggle to get through my course@
whereas my roommate seeme ¥ coast toward his doctorate.

I'd be willing to meet next Wee]@ut considering the amount of work you need

to do in advance@jjhy don't we g&t together sometime in the following week?
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16.
17. €
18.
19.
20. C
21.
22.C

23.

24. C

25.

26.

27.

28.

29.

30. C

31.

32.

33.

34.

35.C

36.

37.

38.

39.

40.

126a
127b
127c
128
129
130a

130c

130d

131a

131b
131a

131c

132
122f
133
132
130a

135a
135a
135b

135¢

135¢
128

136a

137a

122¢
137b

128
135¢c
136a

135¢
131b

130a
132

126a
127a
127d
136a
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

The Comma (Continued)

Directions: Supply missing commas and strike out inappropriate commas in the following sentences. Circle all changes
you make. If a sentence is correct as given, write C in the answer column. References: 19138175 plus the basic comma
rules (91122-125) and the rules on clauses and phrases (111126-137).

1. As arule.we can go from the drawing board to the marketplace in less than a

year. TheTe are timeg.of coursgavhen it takes a little longer. 1. —ﬁ;
2. Thus you can now afford an in-ground swimming pool too. 2.C_ 143
3. The advertising directo 9 ong with the marketing managerwﬂl present next 146a
year’s plans on MondayNovember @t 2 p.m. 3. 148
4. The word parameter is 6ften misused by people who should know better. 4.C 149
5. Thank you for your letter of December 12@'; which you expressed a number of }%
reservations about my new boo%?jlﬂer the Millennium. 5. 149
6. Doris Morle@ccording to our personnel file@erved as promotion director from }gg:
May 2002 unfil June 30-2004.the date she resigned. 6. 154
7. Honorary degrees were awarded yesterday to Wilford B. William@sq@nd 157
Sarah Kennedy Millstei@rustees of Collingwood University. 7. 148
8. If you want to reach me While I'm on vacatio ite to me at this address: 1308
Arrowhead In@Oé Mason Roag¢-Durham-North Carolina 27712. 8. —}g;
9. Two aspiri@n some stron@laok coffee always fix me up. 9. —}gga
10. To sum upthese marketing stfategies need to be rethought. 10. _ 17%a
11. In sho Eg‘nk Marianne Yates has the appropriate skills and experienm@ }ggg
and in my opiniop;ghe ought to be promoted. 11. —}gzg_
12. Wel&é.}sle is the shréwdest, although not the pleasantes@erso@ know. 12. 144a
13. Dr. Eileen Fahey:head of the Halston Health Clini 3 Tetire this year. 13. 148
14. A parentheticaé?r nonessentia@xpression should be set off by appropriate
punctuatiop-tha E‘?y two commas within a sentence or by one comma at the 151
beginning or end of a sentence. 14. 148
15. On April 2@00 e initiated discussions with Llewellyn Perkins of the
Micropro Company in Irvin@aliforni@onceming the acquisition of his }gga
software business. oR: @) 15, 160
16. Hastings-McConnelldnc #vill hold a dinner-dance at the Glen Ridg@w
]ers@gggg Club 1n honor of Weldon Wrigh{ Jr.’s retirement. (Both the }gg
company and Mr. Wright use commas in their names.) 16. 156
17. However you want to reorganize your group is entirely your decision. 17.¢_ 13%
Name Date Class 9
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18. Senators AllenRarlo d Cantor all agree that the state’s methods for
financing pub educ@; are unfairthat the way funds are distributed is
inequitable-and that a special panel@t

19. The more Mr. Felker attacks the pla.l@he more Mrs. Ketcham seems to endorse

ould investigate fairer approaches. 18. _ 162a

it. I think that we ought to get Mr. Glenp.rather than Mr. Felke@fo point out }ng

the disadvantages of the plan to her. And the faster the better. 19. 172d
20. I'd like to recommen re%};hat you recruit a new controller. The auditors,] am 145

sorry to say.have discovered serious lapses in Don Springer’s performance’ 20. 144
21. My wife Monica and I myself were part of the ecstatic crowd that gave the tenor

Thomas Hampson a standing ovation for his performance as Figaro. 21. C—:gg
22. Our long-terr@inancia@ituation now looks muc@nnch better than it did a };;C

fe@short months ago. 22, 169
23. A great many ambitious~career-minded employees have signed up for

Mrs. Horowitz’s populat English communications seminar. 23. 170
24. The first three letters should be referred to Customer Service for handling; the

other five to the Accounts Receivable Department. 24. 172
25. Jim nowé(jels that whatever he doe@ﬁoes not count for anything with the people

he reports to. 25. —:Zgg
26. You, too, can qualify for this low-cost, easy-to-obtaiWutomobil nsurance };?

if you are over Z@Hd have a clea@riving record for the pa@hree 125f

years. 26. 169
27. Tam pleased to be able to tell yo@lr. Bergep-that the camcord@ﬁhich you

ordere@s finally back in stock. You can pick one up at the store @f you }g?a

prefe@ave it delivered to your home. 27. _ 122a
28. Iél:ﬂ}ioweve ou and your partne&%ouis Meltze@refer to lease the property

rather than buy it outrigh@ think I can persuade the owners to agree to that }zgc

kind of arrangement. 28. 130a
29. On a trip to LondO@?ntaﬁ@}j met an old friend of yourg:Roy Galt IIL.who is the 1608

managing director 6f Cheswick and Forster Ltd. (Styling preferences of Galt and }gg

the firm Cheswick and Forster are unknown.) 29. 159
30. Please remember.a team of five people has already invested manyanany hour

not to mention thousands of dollars.jn studying the commercial applications oﬁ? }%2

this new compound. 30. 144
31. To scrub the project at this timewhen the firs@lseful data is being uncovere%\) 148

would come as a crushing disappointment. 31. 169
32. We Woul@therefor@'ecommend that the present vacation policy be extende@ "

until we can investigate what other companies in our industry are doing. 32. 132
10 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

5 The Semicolon, the he Greas et Fie
Colon, and the Comma

Directions: Supply missing punctuation and strike out or correct inappropriate punctuation in the following sentences.
Change the capitalization as necessary. Circle all changes you make. If a sentence is correct as given, write C in the
answer column. References: 9176-199 (on the semicolon and the colon) plus 1122-175 (on the comma).

1. My wife thinks we should move to Main@ myself prefer to stay where we are. 1. 176a
2. We need to resolve our differences within the next ten day| erwiseé’ll take | OR: @ Otherwise .. ]
our business to another order fulfillment company. 2. 8

3. We have a number of objections to the draft of the agreemer exampleegc failsoR: ® For...]
3.

to state by what date you will complete the construction. 181a
4. Asarule, I don’t take on malpractice cases, but given the facts as you present }';gg

them, I would be pleased to represent you. 4.C 136

5. The entire labor dispute boils down to one issu@amely ho will set the

standards of productivity? 5. 181b
6. Watch out for words that contain silent letter exampl@utum@lortgage@
subpoena.gphthalmologist. 6. 182a
7. Three oiééﬁr biggest accounts namély Fearoff-Lyon the Porterry Co,and Worth
ave submitted strong protests about our-plans to close thé distribution
center in their state. 7. 183
8. I plan to call on clients in the following locatio % awnee Missionéa.nsas@ }gga
La Crosse-ndia % d Fond du La@lisconsin. 8. 184
9. The Vreeland property looks like a good bujy the asking price seems in line with
the assessed value@nd the buildings haveeen maintained in excellent }g;
condition. B)a: © However) 9. 167
10. The Vreeland property looks like a good bu owevex&é’ d like more data on the
zoning laws and the tax rates before I make an offer. 10. —}782[)_
11. We need only one final piece to the puzzle'namely-the source of the rumor. 11. 188
12. Those representatives in the Southern Region wl@exceeded their sales goals by 1916
more than 10 percent Wer@Amanda Collin@ue Ellen Mobley-and Paul Cox. 12. —:gg’d
13. The consultants each identified the same problemh we are undérstaffed. 3. 197
14. In shortdere is what the management consultant told e business will need
a cash‘@usion of $200,000 at on M business also needs an experienced }gga

Az 199a
manager to oversee the day-to-day opera'tm‘[}’“'-] 14. 176

Name Date Class 11

110 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.



Directions: Supply missing commas, semicolons, and colons as well as the appropriate punctuation at the end of each
sentence. Change any incorrect punctuation already supplied. Change the capitalization as necessary. Circle all changes
you make. References: 19176-199 plus {1101-175.

15. Thank you for your get-well c still confined to be@ut I have been assured that the hip
16.

17.
18.

19.

20.
21.

22.

23.
24.

25.

12

replacement was a complete success’] gxpect to be up and about in another Week@nd to be
calling on customers within a month g [o R ]

The Gephardt estimate is not as high as it looKs on the contrar@e amount Gephardt is
a

asking is about the same as the estimate from Kitchens Inc.

closely&Gephardt’s is better because of the longe gan_t@___{om o Yet.. _J
Natalie’s memo explains why we ran out of sto@“

we can avoid running out of stock againg 4
oR:
[

Asit happen@ have a number of reservations about the Hepler Associates market surv

example-why did they send questionnaires only to people who own their own homes /
regoen I'll be going on to Bellingham ashington g

n assumin@ may drive up to visit friends in Prince

I'll be traveling first to Klamath Fall
he negotiations go faster than I'y
eorge-British Columbiay

OR'.]

and chairs individually or as a total packag

Mr. Workman from The Furniture Recycler@ants to know whether you are selling the desks

@her the stockroom shelvewe lighting

fixtures-and the filing cabinets are also for sal
any of E%Ze items before Wednesday-September 28¢
When selecting a format for a reporjgonsider the following factors (3)
1gFor whom are you writing the report @
2cWhat outcome do you hope to achieve @
3What is the exjsting mind-set of your reader@
Dear Mrs. Warneck@
Thank you for sending us your proposal for a book entitled How to Start a Successful

Busine Practical Guide for Eutrepreney s?vl_/o 1d you be able to send us two sample

chapters that we can evalua eove@ nid you please tell us how long the complete
manuscript is likely to run g

Why don't we discuss this matter at lunch at 1 on Monday she 14th of Apri]@

I'll proceed to make reservations for us at Thai Won A@ chafming restaurant at
other

I'll be leaving the following day on a two-week business trip
after the first of May@

ctH you analyze the estimates

t it does not address the question of how

d whether his drivers can come to collect

o]
edule our lunch if that proves necessary ho everé)should note that since

won't bé able to see you until

176b
126a
101a
125f
101a

178

139a
130a
101a

179
104

for...
Oa j]
181a
110

160a
128
178
101a
130a

186
162a
148
104

130b
189
106
107
110

194a
195a
101a
110

139a
103a

192

148
110

148

101a
114a

132

101a
139a
130d
101a
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Comprehensive Worksheets for

6 Other Marks of Punctuation

Directions: Supply missing punctuation and strike out or correct inappropriate punctuation in the following sentences.
Change the capitalization as necessary. Circle all changes you make. References: 1201-226 (on the dash and paren-
theses) and §1299. For guidance on how to show corrections in these sentences, see the chart on pages 358-359 or the
inside back cover of The Gregg Reference Manual.

1. Here’s a year-round vacation house that’s ideal for you and your famid at a price you

can afford! 207
2. Chapter 8 discusses the techniques that can make regional marketing work for your

compaay (see pages 86— [on.'. o (See pages 8&:-890)] 220
3. Family that’s what justifies the struggle to make this business succeed. 210

4. On all €xpense account items over $25, please be sure to provid dated receipt and

explanation of the business purpose served by the expense. 222a
at’s all you

5. Three parts of olive oil, one part of vinegar, and one part of pure maple s

need to make an outstanding salad dressing. 211b
6. Al Riesms the marketing guru we frequently conshinks that the approach we’re -

taking in our new advertising campaigns is a total disaster. 224¢
7. Enclosed are the layouts for the cataljust the way you wanted them. 213
8. Ithought we had agreed on a formula for compensation in the event the project is terminated

before completion. (See your letter dated June 226¢

9. We will need the large meeting room we had last year—you will surely remember the one I
meme, we will have to break intmoni e O'l"n&r‘wise..] 215¢
10. In two Weeober 4, to be @ President’s panel is expected to release its

recommendations on a national health insurance plan. g;ga
11. Once a week (on Thursday nigh |® o-stay pe@lntﬂ 9 o’clock. 218
12. At least three people in the comp idinger, Gertrude Flanagan, and Hope Craw -

have volunteered to donate O ppsitive blood. 219
13. In about three months from nn@y November J0,why don't we meet to review the

committee’s progress in drafting guidelines for an internal recycling program? 211a
14. Attached are the notes I made during each session at the management seminar (except the

session on reducing employee absenteeism, which I misse 225a
15. Timothy Noonan, the head of our-Chapel rth Carolina@@itions, may be taking over

as manager of the Mount Vernop 'New Yotk dffice 219
16. Ella Garner@e used to work in your legal department, didn’t shas a good chance of

being appointed a federal judge in the Ninth Circuit. 214b
Name Date Class 13
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Directions: Supply missing punctuation and strike out or correct any inappropriate punctuation in the following sen-
tences. Change the capitalization as necessary. Circle all changes you make. References: 9227-299 (primarily on quo-

tation marks and the use of italics or underlining).

17.
18.

19.

20.

1]
All he would say to the reporters wag; 4 haye no comment to make at this tim

Please forward any mail marked “Personalf’ otherwise, hold everything else until I return to
2 .
the office. OR: @*?/GTherwnse.._,T

What was the meaning you intended to convey in the phrase “must be completed within a

reasonable ti

I think you ought to read Chapter @magmg Your Problem-Solving T1(R1ght on Time!:

The Complete Guide for Time-Pressured Managers. )

21.
22.
23.

24.
25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

14

I've been give@the design and packaging of-epr new cologne.
All personnel evaluation memog, must be labeled “Confident @

All Beve would say was thi fyou want to get to the bottom of the matter, why don't you

aSk Te o 53
Why would Gina sayy‘I'm going to start updating my resu
The term draw a conclusion from someone else’s words or actlohe term

eans ffo 51 ggest something by your own words or actiong

“How will we explain this decision to the shareholderf?,” I asked.

How did you like Hank’s latest article, “Are Happy Days Rea ere Again?

In her memo of June 3 Hazel says, “I'll keep you appraisef our progress in improving
language skills throughout the organization.”

The real question is@hould we be expanding into areas where we have no in-house
expertise

Altschuler’s speech to the financial-anatystswas welt Teceived;
pres the December 13 issuelof@he Wall Street ]ournal"j
understand.)

How many of our employees have read TheCJArt,quIQetting{;hinge,_’Done?

What this company needs is an' mbudsman,@someone who would represent our customers’

(His later comments to the

¢reated quite an uproar, I

interests and make sure that their complaints were fairly resolved.

Harry Halpin, the noted financial analyst, says, “In my experience . . .@hese short-term

fluctuations in stock prices mean nothing.”

Here are the procedures one authority recommends for typing messages on postcards:
“First, set the left and right margins at 0.5 inc
“Next, type the date on the third line from the top of the card, beginning at the

ce

@ni‘c the name and address of the person to whom the card is,being sent@
@rould like to urge you a@as@the speaker, Nancy Elling‘con@ read an article entitled

e Salvation of Our Cities®in this month'’s issue of The Atlantic.”

Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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256a
247a

248a

249b
242
247a
289a
287

247a

256b
249a

256a
257

286
248a
247a
254
258

283
296a

229

296b
289a

290a

287

274

265b

262
245a
289a
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Comprehensive Worksheets for

7 Editing Survey A

Directions: Supply missing punctuation and strike out or correct any inappropriate punctuation in the following per-
sonal letter. Change the capitalization as necessary. Circle all changes you make. References: Sections 1-2.

Dear Ma;j;]@m 43 1
124/130,

€n you came to visit last Sunday mtlzlqsgly an(}ztgs kigS§,you were obviously lgrooding about 2

your “%ead-end job as a corporate accountesterda@l came across an article in The-New 3
Yor! m?es that mlght provide the solutlon to your problem. (I seem to have mislaid the articlg233/1265 4
but I'll send it alon s soon as it turns u . 25 '-l 5
Have you considered becoming a CM What s that//1 hear you aski 6 ou know that 6

a CPA is a certified public accodr‘lbtmeone Wh(1))works for a variety of chen@an@h&s 7
passed a number of required courses and exams administered by the American Institute of 8
Certified Public Accountants. To become a Cl\/[lzq/élslshl;ve to work within a corporation, have at 9
least two years of managerial accounting expenem@nd meet all the certification requirements of 10
the Inst1tute gf Management Accountants. 263 2243 11
“B1g de I can hear you thinkin y bother?” According to the artlcl@(whlch has to be 12

around here somewhe ({rporate executives are looking for management accountan ho 13
can play a bigger part shaplng corporate strategies in an age of intensified global competitio@’zsf 14
and rapid technological changes. Because these top executives recognize the value of certification, 15
corporate accountants I\g/éth a CMA rating are more likely to get the higher- leve@g’ N f‘%}b . Fo'_”] 16
accounting jobs. Moreov e CMA designation typically commands a higher sal or exdmple 17
CMAs in your age group (30-39) earn about $10,000 more than people with the same experience 18
but without the certification. 1,/19lc 19
If you want to follozxi up on tildea the Institute of Management Accountants is located @ 20

10 Paragon Drive, Montvalg:N] 07645, the pilone number is 800-638-4427. If you're not 21
interested, just pitch this lefter in the nearest circular fi 1éﬁ I1\:5'/v:7‘141ere all of your father’s 22
brilliant ideas typically wind up. I really don’t car@ia‘ %a;c‘c/e‘rqgifafg@rhat happens to your career. 23
It’s my grandchildren’s future that I worry about. Give them all a hug for me. 24

Note to Instructor: There is a total of 30 errors in this material. |

Name Date Class 15
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Directions: Supply missing punctuation and strike out or correct any inappropriate punctuation in the following per-

sonal letter. Change the capitalization as necessary. Circle all changes you make. References: Sections 1-2.

1944

Dear Mary Lee, a 1

You've been working much too hard lately, don'’t you thin@[’d like tl?lpropose a three-day 2
getaway for the two of us—and maybe our husbands as well. The occasion? A conference 3
spgglbgotge North Carolina Bed & Breakfast Associatilgnjf Friends of ours—Barbara and Gerry 4
Ryan t¢ll me that the conference is designed to appeal not only to perspiring innkeepers (those 5
who are currently doing it) and expiring innkeepers (those who want to get out from under) but 6
also to aspiring innkeepers (namel 288 and m 2}fgaconference formally begins on Saturday, 7
February 2 ‘3P4 p.m., and it runs until 12:30 p.m. on Monday, the 26th. If we register for only 8
one day’s seties of meetinlgo :esfzee is $75; for all three d‘zg 2$125. 9

It sounds a little cr mi?r{c;w Bt you and I are always talking about how much fun it would 10
be to move away from Washingtonf). "bdoget ourselves up as country innkeepers. Even if the 11
idea is only a pipe dream right noy; n {can’t be seriously pursued for another thirty years, it 12
would still be a lot of fun to find out what’s involved from people who really know. 13

The location of the conference alone makes the trip worthwhile—the Biltmore Estate in 14
Asheville, North Carolina. The Biltmore House itself is a national tr‘e%agl? \H:}g told. Commissioned 15
in 1887 by George Vanderbilt and modeled after elegant French chateaus r:e%ﬁ%nass‘&le large 169 16
private home in this country today, with its 35 guest rooms, its banquet 1all and library, its 17
handsome collection of sculpture and paintinglbzad its extensive grounds. It will take us from six 18
to eight hours to get the1!37 epending on which of us does most of the d 'x{%ng. 19

All the meetings Will be held right on the grounds of the e;%;:ca utb‘glere will be timg gich 20
day to work in as much exploring and sightseeing as we like. It may help you to know tha@f we 21
register by January 15, we can be sure of getting attractive accommodations at one of the local 22
in r‘%lﬁ:ly $50 a night. 23

The conference offers formal presentations on virtually every topic you can think of. (For 24
exan{}s)?a ﬁgqtitle of one speech issHow to HanzdlfezDifficult Gues r%g gspecially nice feature of 25
the pro a?ys.; is all the time set aside for networking. In that way we can talk with some 26

b . 1786 [oR: @ Moreover,.. ]

of the perspiring innkeepers, the ones who know what it’s all abou@moreover, we can meet some 27
of the expiring innkeepers, the ones who might have just the place you’d love to take over. ioa 28

One final thought. Why don't you persuade your husba‘n@f)]| gf?@to make the trip with yoli/If 29
he says@z:sa,él‘m sure I could get Dave to corﬁ%%oo. The only question ilvl\?ca.n you resist so 30
attractive a propos{tll%@oo ‘zqﬁy don't you talk this over with Jeff and getback to me? The 31
sooner I get a positive response from yd%ﬁe faster I can make all the necessary arrangements. 32

Note to Instructor: There is a total of 30 errors in this material. |

16 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Capitalization

lows: To change a capital letter to a small letter, draw a line through i e. To change a small letter to a capital letter,

Directions: If the boldface word or phrase is correctly capitalized, write zin the answer column. If not, correct it as fol-
draw three lines under ite. Circle all changes you make. Referencesr1301-330.

1. Have you found the Pelikan@mpany to be a dependable supplier? 1. gggg

2. Let’s meet in the lobby of the hotel and then go on to the convention. 2. 308

3. Attomeneral Harriet Cox has not yet issued an opinion. 3. ga;a

4. While you're in Washington, get a reaction from several senators. 4, 314

5. My uncle gave me his medical library when he closed his practice. 5. 319a

6. Please ask the legalfdépartment to review the attached letter of agreement. 6. 322

7. That legislation was passed in 1986 by the Ninety-@nth Congress. 7. 325

8. I seriously question whether the proposed bill is constitutional. 8.C 304

9. Do you think theemor will support the antipollution measure? 9. 313b
10. Our new offices are’at the corner of Wilson and Sixteets. 10. ggga
11. I have applied for a fellowship at the University @ G e South. 11. 320
12. Our aim is to set up a franchised operation in every state in the @ ion. 12. 330a
13. How do you plan to increase revenues, fgovernor, without raising taxes? 13. 315
14. The people incounting want us to CI@IS percent from our budgets. 14. 323
15. Should the chapter numbers go inma.n numerals or be spelled out? 15. 306
16. I think we ought to submit a bid on thefvan Vleck property along the river. 16. 311e
17. The president of Benjamin Brothers ha§announced his resignation. 17. C 313d
18. I would like some more information about the company’s health plan. 18. C 321
19. Alderal and state funding for this training program will end on June 30. 19. —g’gga
20. The flower garden was sponsored by the Belmonber of gu- merce. 20. 320a
21. Do you still have an opening for astems @alys ? 21. 313e
22. The remaining question is,{how will this new program be funded? 22. 301d
23. Attending the conference was Watertown'’s mayor, Gilbert Kohlman. 23. C 312b
24. We had the premises inspected by someone from our local@epartment. 24. 327
25. How do you think Sena.torct Coghill will vote on the bond issue? 25. 317
26. There has been some talk about an antitrust action by the deralvemment. 26. 329
27. Noel Byrd@sident of Milex Labs, will testify at an FDA hearing. 27. 313d
28. A detailed analysis of the responses to our survey is given in Appendix A

(83e pages 216-224). 28. __ 3ma
29. The massive murals in the Metropolitan Opera House were done by@.inter
Marc Chagall. 29. 312

30. Someone in theiounting@partment should be able to explain. 30. 322
Name Date Class 17
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Directions: Correct the capitalization in the following sentences. If a sentence is correctly capitalized, write C in the
answer column. Circle all changes you make. References: 9301-330.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

18

Ms. Eileen Kilmer@ecutivesident of the Hamptor@altateency

says,|{“rdal estate prices are expected to remain stable for thé restof th€year.”  31.

The curren@yor, Walter Marx, will honormer Mayor George Gille and
Mayor@ect William Pavlick at a reception. 32
In a company memo: Janet Russo @%nager of th sourcestartment
has been named head of the ual ployment portum bmmit 33
This conflict between the U @partment of th €asury a th Hera g erve
,ard dates back to the days 0
as brought the matter before the!preme.urt the gn urt feels that this isan
administrative rather than 0 ns
Leaders from both the(rdpublican and th mocratl ies met today with the
e51dent at the I te use An announcement from .a.!.ﬁce will be sent
ortly to th nate a.nd the use 35
Dr. Wanda A. ry,@searc f firector for B1ogenet1 dbs, will be an-adj

the Roosevel Hministration. Although the]

professor at our loc iversity for the coming acad ernlc year.

r.apﬂal \cﬁersare
51@1 acceptable but not B6.
. hecessary
I would like to apply for the job ofglonal anager in your sales depal 7.

Youri¥acle, John Traynor, was identified in @ Wall Street Journal as the person

behind the{du Hamel takeover attempt. 38.

From a city agency’s memo: The fmayor and thefcity £quncil will meet tomorrow

to discuss the Garveyrnpany’s application to construct opping@ﬂ on the

block bounded bi Summer, Marsh, Oak, and Maplefstyeets. 39.

Wher@dic thor William Boynton accepted a tio-year grant from the
Huntingtondation, reporters asked this question: “Tell uSr how does it

feel to be stpported by thegsfablishment?” 40.

From the Whitlock Universitil course catalog: Thefuhiversity offers a wide

variety of courses to first-year students. However, for course titles marked with

an asterisk, please get the approval of th@partment@ad before signing up.  41.

From an educational journal: Whitlock University has announced plans to
establish dichool in the next three years. Details of the@iversity’s

plans were released today by th esident. 42.

I want to apologize for the problems you had with our credit department.

According to Ms. Marie Longo, the@nager of thpartment, you now have

a credit balance of $78.10. 43.

utional 1Ssue 34.

313d
309a
320a
301c

312b
317

313d
322

325
328
326
304

309a
313b
305
326
313d
309a
320a
308
313e
322

319a
324a
311e

313c
327
307
309a

312¢c
309a
315
305

321
308

307
321
313d

322
313d
321
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition
. . . o

Capitalization (Continued)

lows: To change a capital letter to a small letter, draw a line through i e. To change a small letter to a capital letter,

Directions: If the boldface word or phrase is correctly capitalized, write zin the answer column. If not, correct it as fol-
draw three lines under ite. Circle all changes you make. Referencesr1331-366.

1. My investment portfolio is managed by a Manhattan brokerage house that has

excellent contacts on the Street. 1.¢ 332
2. Our business is targeted chiefly at th ter tourist trade. 2. 343
3. Please read “Sales T: Sure t e Reduced” in today's newspaper. 3. 360
4. I used to stay at the Me rose Hotel ut th -. tel has gone downhill recently. 4. 331
5. Will we need a special charter to do business in thte of Georgia? 5. 335a
6. What undergraduate courses does the university offer in the area of Western 340
ilization? 6. 352
7. In the late nineties we had to shift our business to new product lines. 7.C 345
8. You can quickly find the names of other suppliers in the yellow pages. 8.C  35a
9. I'm still not happy with the wording iagraph 3. 9. 389
10. Bud’s living in th' ea, but I can't tell you precisely where. 10. 333
11. Ndwesterner W ou know what you meant by an “egg cream.” 11. 339
12. Ted’s"promotion is a perfect illustration of the Peter'nciple. 12. 346
13. At times like this, we could use a crash course in the? mandments 13, 350a
14. Please be sure to give your social security number aldng With your name. 14.C  347a
15. I grew up in Ripley, a small town i stern Tennessee north of Memphis. 5. 3
16. When do you think the of Clifton will change its zoning laws? 16. 334
17. This year we will work only a half day on Christmag'€ye. 17. 342
18. Iremained in Santa Fe when my parents moved back/east. 18. 338
19. I expect to receive m ster’s degree next spring. 19. 388
20. In a contract: Roger L. Bork, hereinafter called thyer, agreesto . .. 20. 388
21. My father foresaw the boom in residential real estate after World War II. 21.C 34k
22. We'll be touring northern Vermont for much of our vacation. 22. 0—254;
23. In an advertisement: Try Northridge’s All-Natural Wheat Bread for a treat. 23.C 37
24. Mrs. Fry said in her letter that she did not pretend to speak for alacks. 24. 3488
25. Our daughter Ellen is doing he@nior year of college abroad. 25. = 354
26. In a heading: Twentientury Achievements in Civil Rights 26. 363
27. T'm taking courses in nglis@terature in a special weekend program. 27. 352
28. Mr. van Lieuw was originally a native of the Netherlands. 28.C  337a
29. Ijust put my faith in the Lord and let him work things out for me. 29. C—g’ggg
30. Under separate cover I'm sending you a copy of Growing@x at Last. 30, 36lc
Name Date Class 19

Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.



Directions: Correct the capitalization in the following sentences. If a sentence is correctly capitalized, write C in the
answer column. Circle all changes you make. References: f1301-366.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

20

My family down/&quth can't understand how I can enjoy living in the Apple.
Wait till they see my apartment in thefyillage.

I will check with American (aiflines at Kennedyjfaiyport to see whether anyone
has turned in the@nﬂa envelope you lost.

You may get a laugh out of Ella's new article, "Nirvant as @at ce

asfit}s/cha cked@ to

Thé supporting™data 15 presented infappendix 4. (See, in particular,art 3 on
page 514 and £qlumn 2 of ftable 14 on page 631.)

Jennie Moore Will be coming back gdst to serve astricager for all of
New England plus theate of New York. All of her customers and business

associates from the@in @ ies are going to miss her.
At the beginning of -é’ entieth@ntury, m @andfather moved out st and

founded a small seed business. By the late{ Niheteen-thirties, just before the start

of thecond @)ﬂd@:, thempany had annual sales of $3,000,000.

I am now a@nior at the finiversity of Tennessee, majoring insiness
inistration. I expect to get my{Bachelor's degree this @ring.
The@i-March reports indicate that sales are strong in the @rtheast but are
faltering in the Farm Belt and the S n’E_et.

My brother-in-law works for theate :s otographer in the @partment of
Vel a_nrism.

I have asked thefreverend Frank Carleo,@stor of St. Mark'mantholic
.;:rch, to give the invocation at the Lionsb banquet on erans .
When Bart Peterson returns to the States t 's@ring, I will take over his job
in they dlst.

We need strongevironmentaltection@ws if we are to save theh
from destructive pollution.

Wilma Cooley, the ngresswoman from South Dakota, will head use
committee studying safety procedures in nuclear plants, especially those in
earthquake-prone areas on thefcéast.

For our upcoming@mputer@nvention I think we ought to invite someone
like Tracy Kidder as our keynote speaker. Among his impressive credentials is

the fact that he won the Pulitzerze for The Soulew Machine.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

338
333a
332

309a
331
306

360
361

359

338
313e
335a
333a
345
319
338
345
344a
321

354
309a
352
353
343

363
338
333a

335b
313e
325

312a
313a
320a
309a
342

335a
343
338

346b
351

313b
326
332

308
364
360a
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Numbers

Directions: Circle all errors in number style, and write the correct forms in the answer column. Follow the figure style
(1401-403) unless another style is called for. If a sentence is correct as given, write C in the answer column.
References: 171401-428, 461, 465.

1. We'll be leaving in ays for a month'’s trip to Australia. 1. ﬂgh_h 401a
2. Last year we mailediers; this year, 2. g,(%lo:ggl;) b zg?b
3. Iwould like to respond to your letter dated May -twenty-first. 3. 21 407b
4. Our new van cost several a ollars more than we had budgeted. =~ 4. thousand 423
5. Effective July 1, parkway tolls will be increased t 5. 40 cents 418
6. Nelson E. R. Dillons forming his own law firm. 6. 1Nl or 3d 426
7. 1 requisitioned@laptop computers but got approval to buy only two. 7. six 402
8. The council consists of 11 Democrats,epublicans, and(one>
Independent. 8. 8,1 402
9. Word style: We have invited@eople to our daughter’s wedding. 9. seventy-five 28?,‘2
10. Please call the banquet manager and say we expect about 300 guests. 10. C 40Ta
11. We will celebrate the company’s 150th anniversary next month. 11. C zgza
12. Word style: Over@million TV viewers saw our show last night. 12. twenty-one 465a-b
13. A really good attaché case can cosr more. 13. s150 415
14. Eighty people out oould not remember the advertiser’s name.  14. a hundred Zgla
15. Word style: Between 300 and 325 people responded to our ad. 15. € 405
16. Pergola Industries stock was selling today at share. 16. $2 413a
17. Formal style: We will arrive in Paris on the@f April. 17. sixth 407a
18. Emphatic style: Our Summer Sale will run until the 1st of September. 18. C 407a
19. The building will cost between §18 hnd $20 million to construct. 19. $18 million 416d
20. Nearly@of those surveyed preferred the package done in orange. 20. two-thirds 427a

21. The warehouse expansion is scheduled to begi 21. July 1, 2006 408
22. The cost of gas is now{three and a half times what it was in 1970. 22. 3% 428a

23. The outside of the building has not been painted since June 2000. 23.C 410
24. Ifound a printer who can do these brochures for onlypiece. 24. 30 cents 418a
25. ages of the book contain full-color illustrations. 25. Sixty-four 421

26. Last year our sales were $3,574,119; this year we will do over 40h
$4 million. 26. $4,000,000 461a
$500,000 OR 417

27. The owners of that office building have cut the price by($" million. 27. a half-million dollars 461

28. You may participate in the pension plan after yourirthday. 28. thirtieth 424

Name Date Class 21
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407a

29. Our semiannual sales meeting starts on theof March. 29.2d 425
30. Payf the balance now and the other half in six months. 30. one half _ 427c
31. Fran can give youeasons why the report is not yet completed. 31. ahundred 401c
32. The variance is less tha.n@ree-sixteenths of an inch.) 32. %ﬁsinch—‘*m
33. The pattern calls forards of material. 33. 0R7% 428D
34. Our chief competitor has just cut prices by percent. 34,10 401b
35. Abou@o 15 callers mentioned the typo in last Sunday’s ad. 35.10 402
36. Word style: Can your living room hold as many as 125 people? 36.C_ 404a
37. All I wanted was 50worth of rubber bands. 37. cents’ 4182
38. A good fax machine will run between $175 an 38. 5250—2;%
39. f our orders come from just three states. 39. Four-fifths 421
40. My bank statement shows a balance of only@ollars and 14 cents. 40. $6.14  413a

Directions: Rewrite the following sentences to correct errors in number style and related punctuation. Follow the fig-
ure style unless another style is called for. References: 11401-428, 461, 465.

41. We sold eight refrigerators, 11 stoves, and three freezers in only two days. _We sold

8 refrigerators, 11 stoves, and 3 freezers in only two days. 402
42. Thank you for your letter of May 9th, in which you asked about a deed dated 3/3/01. _Thank you 407b

for your letter of May 9, in which you asked about a deed dated March 3, 2001. 408c
43. On July 10, we will submit the will dated August 11th, 2004 for probate. _On July 10 we will 410

submit the will dated August 11, 2004, for probate. 408d
44. Allow $750,000 to $1 million for expenses plus another $100 thousand for fees. _Allow 4160

$750,000 to $1,000,000 for expenses plus another $100,000 for fees. 461
45. The unit cost of $1.71 represents 56 cents for parts, 93¢ for labor, and $0.22 for shipping.

The unit cost of $1.71 represents $.56 for parts, $.93 for labor, and $.22 for shipping.

418b

46. On the first of May, 2008 I promise to pay Six Thousand ($6000) Dollars . . . _On May 1, 2008, 2?8

| promise to pay Six Thousand Dollars ($6000) . . . [oR Six Thousand (6000) Dollars . . . ] 420a
47. $325 seems to me to be a lot to charge for so small a repair job. It seems to me [or I think]

$325 is a lot to charge for so small a repair job. 422
48. Join the 100s of voters in the 21st Ward who want to return Tim Bannigan for his 5th term in

Congress._Join the hundreds of voters in the Twenty-first Ward who want to return Tim Bannigan 423

for his fifth term in Congress. 424
49. In % of an hour we can show you how to cut your packaging costs in %. _In a quarter [or one-

quarter] of an hour we can show you how to cut your packaging costs in half. 427

50. Word style: On the 25th of September we expect more than 20,000 residents will help to
celebrate the 100th anniversary of the founding of the city. On the twenty-fifth of September we

expect more than twenty thousand residents will help to celebrate the one hundredth anniversary of the 407a
404a

founding of the city. 427d

22 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Numbers (Continued)

Directions: Circle all errors in number style, and write the correct forms in the answer column. Follow the figure style
(1401-403) unless another style is called for. If a sentence is correct as given, write C in the answer column.
References: §9429-470 plus the basic rules (11401-406).

1. Take Route I-95 to Exit 69, go north on Route 9 to the Essex turnoff, and then go

west foriles to Ivoryton. 1. 429a

2. Children who are not 5 years old by October 31 may not enter school this fall. 2. 433
3. A 48-month automobile loan might be easier for you to carry. 3. 436a
4. Why hasn't Bly & Bly reordered from us in the past@nonths? 4. Six—z%a
5. You can avoid the tunnel traffic if you leave home by 6 5.am.  440b
6. If you order by August 15, take an extraercent off the total. 6.5 447
7. Perhaps @8312 was voided and a new purchase order was issued. 7. '1\&5—‘55
8. Our markets expanded dramatically between 8. and 2005 _ 459b
9. We are planning a first printing of 8000 copies. 9.C 461a
10. Feel free to call me at home betweend 9:30 p.m. 10. 8 440c
11. The table on pagehows the properties of the tested alloys. 11. 1157 462
12. General style: The reception room needs only a 9- )12-foot rug. 12. :_va‘mw_—m
13. We plan to fly to Bermuda to celebrate our@wedding anniversary. 13. fifth—zgg

14. Our capital needs were far simpler in the early 14. 1990s 464
15. Formal style: The Ebert-Rogers reception will begin at@o‘clock. 15. seven  441a
16. The council approved the tax increase by a vote of 16. 8to2 451
17. There may be a@20° drop in temperature at night. 17.15°  453b
18. It’s unheard of for someone in her early o be made CEO. 18. ;m—m

p—
A
-
O

By the late over half of our sales came from exports. sight

20. Formal style: The awards ceremony will begin at 20. thirty 442a
21. In the markets we serve, women outnumber men on a ratio of 5 to 2°. 21. € z?gﬁ
22. Footnote in catalog: *Addto cover the cost of handling. 22. 50¢ 453a
23. Footnote in a report: *See pages 400402) 23. 402 u60b
24. I can trace my family back almostears. 24. hundred 437

25. To approximate our unit cost, divide the list price by 5. 25.C 452
555-4989
26. Let me give you my unlisted phone number—{555/4989 26. Or 555.4989454a

27. The year 2008 in roman numerals is 27. 'V"V“""—zg?
28. Maude is in her §eventys) but she doesn'’t look more than sixty. 28. seventies 434
29. In an ad: Salary up to $50K to qualified person with solid experience. 29.¢C 40
30. During the summer the temperature rarely goes above the low 30.80s 464
Name Date Class 23
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Directions: Rewrite the following sentences to correct errors in number style and related punctuation. Follow the
figure style unless another style is called for. References: 1401-470.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

45.

46.

24

I will be at the booth between 9:30 a.m. in the morning and 12 a.m. noon. _I will be at the booth

440h
between 9:30 a.m. and 12 noon. 440f
Mrs. Engle will get a finder’s fee of $12000, or .5% of the price paid for the property. _Mrs. Engle 4618
will get a finder’s fee of $12,000, or 0.5 percent of the price paid for the property. 23?2
I have 2 questions about Invoice No. 10,414 dated May 3rd, 2007. _I have two questions about zgga
Invoice 10414, dated May 3, 2007. 408d
In 1999, seventy percent of our revenues came from only eighteen items in our product line. 22%
In 1999, 70 percent of our revenues came from only 18 items in our product line. 401a
2,000 64-page booklets can be printed for about 90¢ each. _Two thousand 64-page booklets 2%;
can be printed for about 90 cents each. 418a
From 2005-2008 we plan to do an intensive study of 8th-grade students. _From 2005 to 2008 459
we plan to do an intensive study of eighth-grade students. 424
On January 1 2008 1 will be exactly 22 years, 4 months, and 7 days old. _On January 1, 2008, 410
1 will be exactly 22 years 4 months and 7 days old. 433
I am five feet, five inches tall, and I weigh a hundred and forty-two pounds. _I am 5 feet 5 inches 430
tall, and | weigh 142 pounds. 429a
Since 2003, an employee with more than twenty years of service can get full retirement
benefits at age sixty-two._Since 2003 an employee with more than 20 years of service can get full gga
retirement benefits at the age of 62. 433
On her 21st birthday Jane Best will inherit % of a million dollars. _On her twenty-first birthday
Jane Best will inherit one-quarter of a million dollars [or $250,000]. 2??
Back in the 90’s it was easy to get a thirty-year mortgage at six and a half %. _Back in the %%E%
nineties [0R '90s] it was easy to get a 30-year mortgage at 6} [or 6%] percent. 447a
I like to get to the office at 7 and leave early in the p.m. _1 like to get to the office at 7:00 si2a
[or seven] and leave early in the afternoon. 440d
Formal style: Let’s meet on the 21st of June at 9:30 o’clock._Let's meet on the twenty-first of 4078
June at half past nine o’clock [or half after nine o’clock]. 441b
In an ad: All inventory must be sold! Enjoy 50-70% price reductions!_All inventory must be sold!
Enjoy 50%-70% price reductions! 453b
Between 2005-2008 we plan to open three discount outlets in Ohio, one in Kentucky, and
twelve in Indiana. Between 2005 and 2008 we plan to open 3 discount outlets in Ohio, 1 in
Kentucky, and 12 in Indiana. zggb
Formal style: Over 1500 guests danced till 2 a.m. o’clock at the University Club. _Over fifteen zgga
hundred guests danced till two o’clock in the morning at the University Club. 440e
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Abbreviations

Comprehensive Worksheets for
The Gregg Reference Manual

Tenth Edition

Directions: Supply the correct abbreviation for each of the following terms. References: 19501-550.

T S S G O S = S SOy o
© 0 N o N, DO

© ® N o Uk WD

Senior
Corporation
continued
vice president
Doctors
Company
Wednesday
pounds

liter

end of month

. chief operating officer
. bulletin board service

. bachelor of laws

Incorporated

. United States

south-southwest
miles per hour
kilometers per hour
for example

postage and handling

506a
Sr. 518
520b
Corp. 541
50ba
cont. 541
VP 541
Drs. 517a
520b
Co. 541
Wed. 532
53ba
b 541
b37a
L 541
e.o.m. 541
orR EOM 542
[of0]0] 541
BBS 544a
509
LL.B. 519a
520b
Inc. 541
U.S. 525
SSwW 531b
53ba
mph 541
538a
km/h 541
e.g. 545
P&H 541

21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

509
doctor of philosophy Ph.D. gl ?a
personal computer PC gg;a
that is i.e. 545
N. Dak. 527
North Dakota or ND 1334b
cucm 509
cubic centimeters or cm? ggie
fiscal year FY 541
) 537a
kilogram kg 541
December Dec. 532
year to date YTD 541
modulator and demodulator modem 522¢
not applicable NA 541
input/output 1/0 544a
digital video disc DVD 546
facsimile fax 510
[Jay Fenn] the third 3d or IlI 518d
and other people etal. 545
not in my backyard NIMBY 522a
Felicity R. 0’Malley FRO 516¢c
random-access memory RAM 544a
MEGO 522a

my eyes glaze over

Directions: Underline any word or abbreviation that is incorrectly styled, and write the correct form in the answer col-
umn. If a sentence is correct, write C in the answer column. References: 19501-550.

41.
42.
43.
44.

45.
46.

Name

When I next visit Mount Vernon, I hope to visit Doctor Cali.

How long will it take to drive from Sandpoint, Idaho, to Eugene, Ore.?

Samuel Potter Junior is expected to be named the new CEO.
Attached are copies of the following purchase orders: Nos 61715, 63821,

and 64111.

We need another Wats line to handle the dramatic surge in orders.

The best programming consultant I know is J. G. Head of Saint Louis.

Date

Class

529a

41. Dr. 517a
504

42. Oregon 526
518a

43. Jr. 541
506a

44. Nos. 455
45. WATS 522a
516a

46. St. Louis  529b
25
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47. Either a tax lawyer or a C.PA. could advise you on how to treat the proceeds 519
of this sale for income tax purposes. 47. Cme 541
48. Next year we plan to open more discount outlets throughout the U.S. 48. Statgf 525
49. When the temperature reaches 30°C., you'll want a bathing suit, not an overcoat. 49. Celsius) gggg
50. How do you feel about a breakfast meeting at 7 oclock? 50. o’clock ggg
51. Ineed to get ready for a tax andit by the LR.S. 51. IRS 524
52. Top management wants a Harvard MBA to critique our long-range plans. 52. C 519b
53. Representatives from the Afl-Cio are now evaluating the impact of automation
on employment levels. 53. AFL-CIO ggga
54. Edna Helmstatter does liaison work for us in Washington, D.C. 54. C giig
55. Sales of our CD-ROM products have increased 22 % this year. 55. 22% gggg
56. Note at the bottom of a page: Cont’d on next page. 56. Cont. 541
57. Would you be willing to serve on the ad. hoc. committee being set up to study 545
alternative HMO plans? 57. ad hoc ggl
58. The morning session begins at 9:30 a.m.; the afternoon session, at 1:30 PM. 58. p-m. ggg
59. Bette Dorsey will receive her Ed. D. this spring. 59. Ed.D. 519a
60. The next meeting of the Alumni Club is scheduled for the 14th. of May. 60. 14th 510
61. Why do our customers prefer Brand X. over our product line? 61. X 547
62. Our uptown office is located at 4139 Burney Boulevard, SE. 62. C gi;’g
63. We should be doubling our investment in R & D if we expect to grow. 63. gf.l?wark Duf5f46
64. Doctor Mark Duff, Ph.D., has been appointed to a federal advisory panel to OR 517a
Mark Duff, 519c
study ways to boost the growth rate of our GDP. 64. Ph.D. 546
65. These relics must date back at least to 500 BC. 65. B.C. 508
Directions: Rewrite the following sentences to correct any errors in abbreviation style. References: 171501-550.
66. Mr. Morton Li, MBA, CPA, is an expert on L.B.O. strategies. Morton Li, M.B.A,, C.P.A,, is an g}gg
expert on LBO strategies. 541
67. The Hon. Frieda L. Goodman will speak tomorrow at 10 a.m. and at 3 o’clock. _The Honorable 5176
Frieda L. Goodman will speak tomorrow at 10 a.m. and at 3 p.m. 504
68. Ask Ed. whether he thinks Mr. G wants to sell his condo. in L.A. _Ask Ed whether he thinks Ei%d
Mr. G. wants to sell his condo in Los Angeles. 526
69. Messers Amory and Powell have talked with L.B. Kelley about a partnership._Messrs. Amory 5178
and Powell have talked with L. B. Kelley about a partnership. 516a
70. Mister Rudolfi has OK’d your trip to Ft. Worth. _Mr. Rudolfi has okayed your trip to Fort Worth. E%éa
529a
26 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Editing Survey B

Directions: Edit the following material (a draft of a news release) for capitalization, number, and abbreviation style.
Circle all changes you make. References: Sections 3-5; pages 358-359 or the inside back cover for proofreaders’ marks.

532 5 (72 313d

5 DoctoRaymond Ka an,@esment of Computer Concepts, Inc., has announced that on 1
eptember 433 3034
Sepk ]l Frederick de Winte ﬁ join the company a@zecutivmesident in 2
charge of special projects. 437 3
35121/&' de Winter developed his passionate interest in computers ovars ago. During 4
S0
hi ior year a‘chis8 brilliant software engineer achieved his first commercial algc‘cess 5
a
with a spreadsheet program, which he sold to a major so'fstware publisher for($100000)plus 6
. . . . . 382 . . .
royalties. Following his graduation with a degree n'@mputience, this compli er whiz 7
devoted his newly won profits and his extraordinary talents to developing a machine that could 8
scan printed mg:terial and convert it into synthesized speech for the blind. 9
e
It if d¢ Winter’s extensive background in synthesized speech that brings him to Computer 10
343 308/32) . . .
Concepts. Las r‘?, 1 the@mpany announced plans to speed up its development of a voice-activated 11
computer. Dragon Systems and Lernout & Hauspie have already deye - ed software Lti}%%tacan 12
160

recognize 250,000 words and convert speech to text at a rate ‘ ords a minute. 13
508/5204 The progress made by these companies has attrae interest of industry giants like 14

L]
omputer-aiged

nite ate,s. 52 . . -
,‘. n. . anafysts estimate that sales could easily 17

S08/543b, not . N 16 541
d s B el 4 Satler innovative firms enaaigcb ;ch :@- Computer 15
Ha, c
0 (g ided design), says, ‘@ice-a 7ated computers repre 16

mcepts and an expert o

otentially huge market in th
2 billion
excee 4163 42) 18
The field haats already come a long way from its early beginnings ago«i;l o 19
Parcel Service America was using a limited-vocabulary system that permitted workers to 20
call out routing and sorting directions for each package without physically handling it. The 21
latest software consists of continuous-speech recognition programs that allow you to dictate 22
to your computer in a relatively natural manner (without having.to pa S e between words). 23
ercent) 447a
Yet the programs currently available have not yet achieved the uracy rate that 24
experts consider a critical standard. And that is the challenge facing Computer Concepts. 25
Fred de Winter recognizes the high risks entai;ead in his project, but he is eager to start 26
work as soon as he transplants his family from the st@ast. When interviewed at the 27
3095/331 . . . 338 four) Hola /H0o4a
@port, he said, “My wife and I are excited about coming back/exst, and nwds can’'t wait 28
340
to experience their firsrtkfiern winter. If you think developing a voice-activated computer 29
is a challenge, have you tried developing a voice-activated child?” 30

| Note to Instructor: There is a total of 30 errors in this material. |

Name Date Class 27
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Directions: Edit the following material (a draft of a term paper) for capitalization, number, and abbreviation style. Circle
all changes you make. References: Sections 3-5; pages 358-359 or the inside back cover for proofreaders’ marks.

36lb 363

3blc
Gettint the Vote:@ Up-toe Approach 1

My?a:?d?ather recently recalled that when he was a young man, getting out the vote 2
usually meant that workers for each political machine went out and twisted a few arms. He 3
was reflecting on the fact that in the final decade of the @?grf ig‘?l?@ntury the computer had 4
revolutionized the way politicians get people to vote for them. 5
Both the Republican and the Democratiﬂaas are increasingly basing their strategies on 6
computer analyses. In a recent campaign for3 l“le51 ent, one election committee asked a computer 7
to match the names of all registered drivers against the names of all registered voters in a 8
particularz?t?’es.afhe result was a list of unregistered voters, which was further analyzed so as 9
to i;lglgtify those people most likely to vote for the@?norﬁittee’s candidate. The results on 10
ction?y were a dran;alt%(é vindication of this approach. 303 11
ccording to @llster Norman Monagle of the Center@r Public Research, “The election 12
game began to change in the@%?igé.qégn%idates at all 1evels—®3ezrgl, state, and local—must 13
now find out all they can about the age, gender, and economic status of the voters.” Even managers 14
of spall-scale campaigns can now buy commercial software programs jhat-sell-fex as little as 15
H419/483h ) ] thousands
$7@0. (The cost of customized programs, of course, can run into 44 16
The computer can do more than target unregistered voters. One candidate from the 17

0 3353 ilb
@stern part of Washingtonte, running for a seat in the@use, learned from computq 33 18
2y

analyses about a dramatic incfease in the number of 18- to 24-year-olds and those over 19

his dig&r%ct. He immediately started to call on more schools and strengthen his support for those 20
L]

oncia.l @c;}ﬁty Asa reslt,olsleswgarll by a substantial margin. m uzy 21
Anator from the g tmeg g.’. te, running for election for the.Zad-fime, had access to a 22

computerized file of past speeches of her opponent. Once she publicly compared his past 23

positions and h.

. . . —~34b b .
8 ertpromises—especially on the fZhvironmentalf Ppotection/¥aw—you 24
e e S
o 1

wouldn't have given 2¢-€or Mer opponent’s chances. 36l 25

A recent article, entitled “The Powerful Machine éﬁe Political Scene,” noted that the 26
computer would continue to effect massive changes in the conduct of our political campaigns, 27
changes that ourfiqundingffathers could never have foreseen. Nevertheless, even with the ready 28
accessibility ofq$i’é , oftvvatre,3 Ef'_llebskills of political pros will always be needed. Even though 29
we advance further into thmpute@e, the conduct of politics will always be an art. 30

Note to Instructor: There is a total of 30 errors in this material.
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Plurals

Comprehensive Worksheets for
The Gregg Reference Manual
Tenth Edition

Directions: Supply the correct plural form for each of the following items. References: 19601-626; a dictionary (optional).
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Name

area
ability

memo
business
belief

rule of thumb
phenomenon
criticism
printout

agency

. crash
. Mr. and Mrs. Duffy
. highway

foot

. vol.

byte
hang-up
apology
portfolio
child
CEO

. pro and con

. tax

taxi

. index (of a book)

X

inquiry

the German
1990

menu

areas 601
abilities 604
memos 607a
businesses 602
beliefs 608a
rules of thumb 612a
phenomena 614
criticisms 601
printouts 611
agencies 604
crashes 602
the Duffys 615¢C
highways 605
feet 609
vols. 619
bytes 601
hang-ups 612b
apologies 604
portfolios 606
children 610
CEOs 622a
pros and cons 625
taxes 602
taxis 601
indexes 614
Xs 622a
inquiries 604
the Germans 617a
1990s 624a
menus 601
Date

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.

address

day

shelf

sketch

company

fee

trade-off

stereo

woman

alumnus

Mr. and Mrs. Gaines
contract

boy

t

photocopy

two

property
customer

echo

traveler’s check
graffito

witness

M.D.

Mr. and Mrs. Heinz
runner-up
attorney

Ib

Mr. and Mrs. Caro
basis

fallacy

Class

addresses 602
days 605
shelves 608b
sketches 602
companies 604
fees 601
trade-offs 612b
stereos 606
women 609
alumni 614
the Gaineses 615b
contracts 601
boys 605
t's 623
604
photocopies 611
twos 624b
properties 604
customers 601
echoes 607b
traveler’s checks 612d
graffiti 614
witnesses 602
M.D.s 622a
the Heinzes 615b
runners-up 612a
attorneys 605
Ib 620
the Caros 615a
bases 614
fallacies 604
29
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Directions: Underline any word that is misspelled or misused, and write the correct form in the answer column. If a sen-
tence is correct, write C in the answer column. References: 601-626; a dictionary (optional).

61. In selecting projects, he has only one criteria: profit. 61. criterion 614
62. Have the Weaver’s moved out of the area? 62. Weavers 615a
63. Let’s get bids from three or four studioes before we decide. 63. studios 606
64. Hal likes to flash a wad of twentys and fifties. 64. twenties 624b
65. Attached is a list of do’s and don't’s for the newcomers. 65. dos and don’ts 625
- . The Miss Perrys or

66. The Miss Perry are the sole heirs to their mother’s estate. 66. The Misses Perry 618b
67. The two Terrys in our office keep getting each other’s calls. 67. C 616
68. I have had no response to the six faxs I sent to Ted. 68. E:))ifescmr,s 602
69. These drawings could become collectors’ items in a few years. 69. items 612d
70. My sister-in-laws will help me with the painting. 70. sisters-in-law 612a
71. Please give my best regards to the McNeelys and the Welchs. 71. Welches 615b
72. Economists are now analyzing the effects of globalization on

international markets throughout the 1990s. 72. C 624a
73. We're looking for men and woman with financial backgrounds. 73. women 609
74. As aresult of the environmental damage, the company now faces

a crises of confidence as well as numerous lawsuits. 74. crisis 614
75. All those editor in chiefs have rejected my manuscript. 75. editors in chief 612a
76. Let’s invite the Farleys, the McCoys, and the Tullys. 76. C 615¢
77. It's hard to distinguish the n’s and u’s in his handwriting. 77. C 623
78. Our attornies will send you a revised draft of the contract. 78. attorneys 605
79. How soon can I get an analyses of our quarterly sales? 79. analysis 21?
80. Please make two photocopies of the attached bill of ladings. 80. bills of lading 612a
81. We hope to attract new customers from outlying communitys. 81. communities 604
82. The supporting data is given in Appendix B (see p. 48-52). 82. pp. 621
83. Our Februarys and Marchs are slow months as a?ule. 83. Marches 617a
84. I am looking for results, not alibies. 84. alibis 601
85. Our wifes have opened a real estate agency in Mill Valley. 85. wives 608b
86. He offered the cashier two handfuls of pennies. 86. C 613
87. Ihave always considered myself a loyal alumni of Duke. 87. alumnus g}ga
88. Have the Romeroes returned their proxies? 88. Romeros 604
89. We must devise more effective marketing strategys. 89. strategies 604
90. Their field staff consists only of Ph.D.s. T 90. € 622a
91. Mme. Lenard and Tremont will oversee the arrangements. 91. xlrg?\?l'rg.R Tlxle:lﬁ'olrﬁnard 618
92. How many new Macintosh’s have been requisitioned? 92. Macintoshes 617a
93. Four agencys are competing for the Longyear account. 93. agencies 604
94. The feetprint outside the window prove there were two thieves. 94. g)g;nar:_tsF T 611
95. We have retained Messrs. Fina and Sternhagen to represent us. 95. Mr. Sternhagen 618
30 Copyright © 2005 by the McGraw-Hill Companies, Inc. Al rights reserved.
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Possessives

Directions: For each singular noun in the first column, supply the correct forms for the singular possessive, the plural,
and the plural possessive. References: 1630-638 for possessive forms; 1601-626 for plural forms.

SINGULAR SINGULAR POSSESSIVE PLURAL PLURAL POSSESSIVE
1. contractor contractor’s 630a contractors 601 contractors’ 632a
2. boss boss’s 631a bosses 602 bosses’ 632a
3. Hirsch Hirsch’s 631a the Hirsches 615b the Hirsches’ 632a
4. attorney attorney’s 630a attorneys 605 attorneys’ 632a
5. child child’s 630a children 610 children’s 633
6. Columbo Columbo’s 630a the Columbos 615a the Columbos’ 632a
7. lady lady’s 630a ladies 604 ladies’ 632a
8. file clerk file clerk’s 634 file clerks 612a file clerks’ 635a
9. woman woman’s 630a women 609 women’s 633
10. Koontz Koontz’s 631a the Koontzes 615b the Koontzes’ 632a
11. wife wife’s 630a wives 608b wives’ 632a
12. son-in-law son-in-law’s 634 sons-in-law 612a sons-in-law’s 635b
13. shareholder shareholder’s 634 shareholders 611 shareholders’ 635a
14. alumna alumna’s 630a alumnae 614 alumnae’s 633
15. Willis Willis’s 631a the Willises 615b the Willises’ 632a
16. hero hero’s 630a heroes 607b heroes’ 632a
17. Kennedy Kennedy’s 630a the Kennedys 615¢ the Kennedys’ 632a
18. CPA CPA's 638 CPAs 622 CPAs’ 638
19. emcee emcee’s 630a emcees 623 emcees’ 632a
20. secretary secretary’s 630a secretaries 604 secretaries’ 632a

Directions: Underline all errors and write the correct forms in the answer column. If a sentence is correct, write C in
the answer column. References: [1627-652.

21. Some changes in worker’s compensation laws may be enacted this year. 21. workers’ ggg
22. Mary Jo is applying for a six month’s leave of absence. 22. months’ 646
23. They seem to have no respect for one anothers’ viewpoint. 23. another's 637

24. The alumnis’ contributions to the Centennial Fund are 13 percent ahead

of last year’s figure. 24. alumni’s ggg
25. It’s hard to manage two boss’s correspondence at the same time. 25. bosses’ 633
Name Date Class 31
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Adams’

26. Anyone on Mrs. Adam’s staff can handle that kind of problem. 26. or Adams’s 631c
27. Our division’s sale’s goal for the year is $3.2 million. 27. sales 628a
28. The green binders are mine; the red binders are her’s. 28. hers 636
29. Two CPA’s audits have turned up no evidence of fraud. 29. CPAs’ 638
30. Look for special discounts this month at your dealer. 30. dealer’s 644
31. Lida Wolfe has had fifteen years experience in the office automation 629

industry. 31. years’ 646
32. The job offer depends on him being willing to travel. 32. his 647
33. Do you know John and Kathy’s birthdays? 33. John’s 642a
34. You will need a vice presidents’ signature on this invoice. 34. vice president's 634
35. We plan to enter the childrens’ wear market next fall. 35. children’s 633
36. Did you know that your favorite bakery has just lost it’s lease? 36. its ggg
37. The scholarship was given by the Womens’ Union Club. 37. Women’s 640a
38. Were you impressed with Frank Parker Jr.’s new partner? 38.C 639
39. Was there a witness to Ellis’s and Marsh’s contract? 39. Ellis 643a
40. What did you think of our hostess’ comments last night about her guest

of honor? 40. hostess’s 631a
41. We've been invited to the Fergusons after the banquet. 41. Fergusons’ 644
42. All manager’s travel plans may be curtailed for two months. 42. managers’ 632
43. My surgeon was a college roommate of my wife. 43. wife’s ggg
44. Two dollars worth of oil could have prevented the problem. 44. dollars’ 646
45. I have to admit that their catalog looks a lot nicer than our’s. 45. ours g'g‘g
46. Next year the separate men and women’s tournaments will be combined. 46. men’s 642a

Directions: Rewrite the following sentences to remove all errors and awkward expressions. References: 11627-652.

47. I'm reluctant to put more money in my brothers-in-law’s business. _I'm reluctant to put more

money in the business owned by my brothers-in-law. 635b

48. It was Wendy Donnelly, my lawyer’s idea to insert that clause. _It was the idea of Wendy

Donnelly, my lawyer, to insert that clause. 641

49. This quarter’s inventory turnover rate is much better than last quarter. _This quarter’s inventory

turnover rate is much better than last quarter’s [or than it was last quarter]. 644a
50. You'll find the quotation in the article’s last paragraph. _You'll find the quotation in the last

paragraph of the article. 645

51. A friend of mine’s sister has just joined our firm as a partner. _The sister of a friend of mine has

just joined our firm as a partner. 648c
52. The new ad grew out of the product manager’s nine-year-old daughter’s sketch. _The new ad

grew out of a sketch done by the product manager’s nine-year-old daughter. 649
32 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Spelling

Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Directions: In the answer column write the correct form of each word given in parentheses. References: 71701-711; a
dictionary (optional).
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15.
16.
17.
18.
19.
20.

We are now (ship + ing) over 2000 units a day.

They have not yet tracked down the missing (ship + ment).

I gather Frank was (offer + ed) the West Coast opening.

Bart (refer + ed) to an earlier letter that I had never seen.

Feel free to give my name as a (refer + ence).

Sybil and I were shocked when the waiter (total + ed) our bill.
How has Kitchens Inc. (maintain + ed) so high a rate of growth?
I am currently (manage + ing) a retail jewelry store.

This decision has to be approved by higher (manage + ment).

Please record your (mile + age) and any expenses for gas.

. You used superb (judge + ment) in answering Roy’s complaint.
. We need to probe into the (underlie + ing) causes.

. Thave tried and will go on (try + ing) to get some response.
You (display + ed) remarkable poise when you were challenged at the

board meeting.

I (cancel + ed) the order on the basis of the first sample.
My assistant will be (record + ing) all the sessions.

Do you think these new regulations will be (enforce + able)?
We need a consultant with a (program + ing) background.
(Equip + ing) a new research lab will not be cheap.

Was Palmer (full + ly) aware of your feelings?

1. shipping 701
2. shipment 703
3. offered 704
4. referred 702
5. reference 702
6. totaled 704
7. maintained 705
8. managing 707a
0. management 708
10. mileage 707a
11. judgment 708
12. underlying 709
13. trying 710a
14. displayed 711
15. canceled 704
16. recording 706
17. enforceable 707c
18. programming 704
19. Equipping 705
20. fully 706

Directions: Select the correct form in parentheses, and write your answer in the column at the right. References:
91712-718; a dictionary (optional).

21.
22.
23.

24.
25.

26.

Name

Property owners are hoping for some tax (releif, relief ) soon.
You need to adopt a more (flexable, flexible) position.

We have to become less (dependant, dependent) on our domestic markets

and give new emphasis to exports.
The Fox project is (proceding, proceeding) on schedule.

Our research director will (analize, analyze) the government study and will

report to the committee.
We have (received, recieved) over 250 answers to our ad.

Date

21.
22.

23.
24.

25.
26.

relief 712
flexible 713b
dependent 714
proceeding 716b
analyze 715¢c
received 712
33
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27. This memo (supercedes, supersedes) my earlier memo of May 4. 27. supersedes 716a

28. We had strong (resistance, resistence) to our price increases. 28. resistance 714
29. Baldwin does not (weild, wield) as much power as he thinks. 29, wield 712
30. Could you please submit two copies of your (resumé, résumé). 30. résumé 718a
31. This complaint is only an isolated (occurance, occurrence). 31. occurrence 714
32. Ido not think we should (intercede, interceed) in their dispute. 32. intercede 716¢
33. Ms. Karras is now (supervising, supervizing) a staff of twelve. 33. supervising 715b
34. Isit (possable, possible) that Powers never saw the memo? 34, possible 713b
35. The acquisition rumors are making everyone (panicy, panicky). 35. panicky 717

Directions: If the boldface word is correct as given, write C in the answer column. If the word is misspelled, supply the
correct form. References: 1719-720.

36. If you want to win Julie over, you need to take a different tack. 36. C 719
37. Please prepare a seperate memo of agreement for Mrs. Carey. 37. separate 720
38. Negotiations have now broken down and are at an impass. 38. impasse 720
39. A corner office is one of the prerequisites of the CEQ’s job. 39. perquisites 719
40. If you ask about the Taiwan incident, please be discreet. 40. C 719
41. Use the Farraday contract or something similiar as a model. 41. similar 720
42. Your analysis is based on a number of erronious assumptions. 42, erroneous 720
43. We can accomodate over 200 people in our meeting room. 43. accommodate 720
44. TI'm enclosing a copy of Mrs. Fonseca'’s itinery. 44, itinerary 720
45. If Joe continues to flaunt the rules, he’ll lose his job. 45, flout 719
46. An analysis of last year’s performance is due on Febuary 1. 46. February 720
47. According to our personal policy, you are entitled to two weeks’ vacation

after one year’s employment. 47. personnel 719
48. I will have to forego your kind invitation to the theater. 48. forgo 719
49. We were given gold pins as a momento of the occasion. 49. memento 720
50. Here’s an uninterested appraisal of your investment portfolio. 50. disinterested 719
51. Basicly, it is your unreasonable deadlines that are the problem. 51. Basically 720
52. It’s hard to gnage Marge’s true feelings about the move. 52. gauge 720
53. When can we expect a definate answer from Ms. Russo? 53. definite 720

54. Mr. Daumier has promised to appraise us of any new developments in

the Busoni investigation. 54. apprise 719
55. This pamphlet will aquaint you with our discount policy. 55. acquaint 720
56. How could such a collossal error get through undetected? 56. colossal 720
57. Kim’s contribution to the success of the project was miniscule. 57. minuscule 720
58. We need someone to act as liasion between the two committees. 58. liaison 720
59. Does Mark have the temperment to manage a staff of ten? 59. temperament 720
60. Thank you for responding so promptly to our questionaire. 60. questionnaire 720
34 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Choosing the Right Word

Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Directions: Select the correct form in parentheses, and write your answer in the column at the right. References: 1719.
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27.
28.
29.
30.

Name

How could these funds have been (disbursed, dispersed) without your okay?

It (may be, maybe) too late to prevent the loss of the Rexford account.
I could (cite, sight, site) numerous precedents for the court’s ruling.
Mrs. Campo played the (principal, principle) role in the negotiations.
Please sign the (waver, waiver) of liability for your child’s field trip.
Your policy makes you (liable, libel) for the first $500 in damages.
Our TV campaign has (peaked, piqued) the interest of many buyers.
I'll be happy to write the (foreword, forward) for your book.

The paint must be (especially, specially) mixed to match this chip.

I refuse to (accede, exceed) to the board’s demands.

. Many weeks have (passed, past) since you promised to write to us.
. The uproar at yesterday’s meeting didn’t (faze, phase) me a bit.
. We need to fight our competitors with all our (might, mite).

The actual figures don’t (gibe, jibe) with the earlier estimates.

. I will not comment out of (deference, difference) to Mrs. Cabot’s views.

We can invalidate the contract on the grounds of (undo, undue) influence.

Cost overruns forced us to (expand, expend) more than we budgeted.
Thanks (a lot, allot, alot) for all your help.
These trays would (complement, compliment) your existing product line.

With the latest financial setback, bankruptcy is (eminent, imminent).

. How can we (assure, ensure, insure) that the mistake will not recur?
. Our only recourse will be to get a (lean, lien) on his property.

. I am not (adverse, averse) to your getting a larger share of the profits.

How can we (affect, effect) the reorganization with minimum confusion?

. Let’s (adapt, adopt) the existing procedures rather than set up new ones.

We (cannot, can not) only sell you new photocopiers but also service the
ones you have.

You must find some way to (brake, break) the sudden drop in sales.

Are you free on Monday to meet with a (perspective, prospective) buyer?
If you need help, Carole can (council, counsel, consul) you.

We plan to appeal the decision rather than (accept, except) it.

Date

Class

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.

26.
27.
28.
29.
30.

. disbursed

. may be

. cite

. principal

1
2
3
4
5.
6
7
8
9

waiver

. liable

. piqued

. foreword

. specially

accede

passed

faze

might

jibe

deference

undue

expend

a lot

complement

imminent

ensure

lien

averse

effect

adapt

can not

brake

prospective

counsel

accept

35
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Directions: Underline every word that is misspelled or misused, and write the correct form in the answer column. If a
sentence is correct, write C in the answer column. References: 91719-720; a dictionary (optional).

31. There were a number of errors and ommissions in the minutes. 31. omissions 720
32. In what catagory should I record these miscellaneous sales? 32. category 720
33. Waxman'’s presentation was amateurish and embarassing. 33. embarrassing 720
34. Our attorney believes that a complaint should be formerly lodged. 34, formally 719
35. Ashberry’s bankruptcy could put our own financial stability in jepardy. 35. jeopardy 720
36. We must insist on strict temperture controls in the laboratory. 36. temperature 720
37. Jon views each aquisition like a connoisseur eyeing a work of art. 37. acquisition 720
38. It's your perogative to demand better liaison between the two groups. 38. prerogative 720
39. Curtesy produces loyal customers and yields repeat business. 39. Courtesy 719
40. It was the consensus of the group that you proceed with your plan. 40. € 720
41. Mediocre products are never the bargins they are made out to be. 41. bargains 720
42. The alledged damage to the environment has been exaggerated. 42. alleged 720
43. Fewer then forty customers have returned our questionnaire. 43. than 719
44. Youwll find a parking lot ajacent to our main entrance. 44, adjacent 720
45. We’ll have to forgo the priviledge of hearing you speak. 45, privilege 720
46. The only way to elimanate the deficit is to cut back on spending. 46. eliminate 720
47. The directors will be arriving on the eighth or nineth of May. 47. ninth 720
48. This policy does not supersede anyone of the existing policies. 48. any one 719
49. We've had phenominal success in launching this year’s models. 49, phenomenal 720
50. We need to issue a corporate policy statement on sexual harrassment. 50. harassment 720
51. Making prophecies about the bond market is not exactly my forte. 51. C 719
52. Will government regulation be a help or a hinderance in this case? 52. hindrance 720
53. Can you name any uninterested parties to serve as arbiters? 53. disinterested 719
54. Iimplied from what you said that I would not be affected. 54. inferred 719
55. Why do I always mispell the word grammar? 55. misspell 720
56. Judge Frazier is an immigent jurist, renowned for her legal opinions. 56. eminent 719
57. The only way out of the dillemma is to waive your rights. 57. dilemma 720

58. We can offer you a discount of 10 to 40 percent, depending on the quanity

you order. 58. quantity 720
59. Frankly, I'm Joathe to sponsor Halliday for reelection. 59. loath 719
60. Entreprenuers in search of funding often submit glamorous proposals. 60. Entrepreneurs 720
61. Our last mail campain did not pull very many orders. 61. campaign 720
62. Plagiarism is the only explanation for this amount of parralel wording. 62. parallel 720
63. It was presumptious of Vic to criticize the proposal. 63. presumptuous 720
64. The color of the stationary and the envelopes should be quite light. 64. stationery 719
65. We’ll need to take out a second morgage to cover these expenses. 65. mortgage 720
36 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Compound Words

Directions: Underline every word or phrase that is misspelled or misused, and write the correct form in the answer col-
umn. If a sentence is correct, write C in the answer column. References: {1801-812.

1. We need to get some feed-back from our sales reps in the South. 1. feedback 803h
2. Ellen Berkowitz has served as secretary treasurer for two years. 2. secretary-treasurer g??
3. I prefer to have all my drafts typed triple spaced. 3. triple-spaced 812a
4. Simply place a checkmark next to each item you want to order. 4. check mark 801a
5. Let’s weed out the ones with real talent from the wannabes. 5.¢C 804a
6. Sheila Grove, 37, has been named executive vice president of the
Lombard-Rosetti Agency. 6. galespeople - 808¢c
7. We need to hire more salesmen to handle this new product line. 7. sales representatives 809a
8. When air conditioning an office, be sure to check the wiring. 8. air-conditioning _ 812a
9. Bev has a reputation for troubleshooting and problem solving. 9.C 805a
10. Please follow-up with Bellows if he doesn’t respond by Friday. 10. follow up 802

Directions: Insert hyphens as necessary in each boldface group of words. Circle all hyphens you insert. If a sentence is
correct as given, write C in the answer column. References: {{1813-847. Give special attention to {{1813-815.

11. We are hoping to get amortgage on a Victorian farmhouse that is

813
more than 100 years old. 11. g}ga
a
12. This medical insurance policy does not cover preexisting conditions. 12. C gg?a
a
13. We build(statezof:thezart key installations for public agencies. 13. 830a

833d

14. Theantiunion forces are each running athard:hitting/campaign. 14. 822a
5. I'dlik t t th ales fi i 1 1 15 g}ég
15. I'dli r - igures in ng:r . . 8lea
e you to recas es es figures in you pan 1o

. — . . . . 8295
16. Small business owners are finding it hard to meet thei - oint. 16.  —
17. Frank is well known for hiapproach to marketing. 17. 815
818b

iz 22111 we 11:3(311 sure ‘chest(;1 most:be f; ) p.rolj1 i:;cions ;re up to :ate? iz ggég
. usn ese {dayzandjnighttime phone numbers. .
20. The operating instructions are well illustrated and are{self;explanatory. 20. 836
21. Please be sure that all items on the form are properly filled in. 21.¢ 826

831c

22. An ad hoc committee has been formed to make aecision. 22. —gg}d
a

23. Where can I find some time;tested guidelines for nonprofit organizations? 23. —g?ga
a

24. Ourlhighest:priority)goal is to boost our results by 12 percent. 24. 814
25. All tickets will be sold on abasis. 25, 831d
26. Please get me up}-.lto;date costs on{off: the; shelf financial software. 26. _ 83la

Name Date Class 37
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27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.

You will be eligible for social security benefits in another six months.

The newly formed division will focus exclusively on products.
Even if we suffer aoss, therospects are excellent.
Let’s get a couple of bids one reception room furniture.
There are no ard)-_\and;fast les for this type of freewheeling situation.
Our first hint of an antitrust suit came from a ource.

The company has aetup with a lot of Mickey Mouse procedures.

All contributions to Project Hope are(tax.deductible.
Our new Web site design is(better.looking than the old one.

Mr. Paley wants a ticket on a nonstop flight to Singapore.

There will be af reeo fo;month

Thisf] attitude toward quality is an industrywide problem.

Running a ind of business can be quit
A A fad
Sandy has a W. now but hopes to Workthis spring.

The latest semiannual report shows a steadily increasing demand for VCRs.

Please check the(ChicagoPhoenix)plane schedules and the are.

Effective April 1, there will be a 13.5 percent jump in auto insurance rates.

delay until we get new laptops.

Thesefhigh priced;ySteel belted Yires will last longer than your present tires.
A Pl
Upon retirement I plan fo follow a less demanding, chedule.
A

We expect to have some sitors in
Our new contract with the company contains a ost’;\of’:}iving lause.

27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.

C 818a
824a
814

816a

837

827b
824d
833a
822a
831e
819a

820a
847f
822b
816a
833a
832

847e
828a
820c
831b
821d

816a
833a
C 824a
819b
816a
817a
C 818a
823a
821a
825b
823b
831a
838
826
831a

Directions: Rewrite the following sentences to correct all errors and remove sexist expressions. References:
T801-847. For the rules on sexist expressions, see 1J1809-810 and 840.

48. Businessmen need to follow-up with their sub-ordinates to avoid any break down in operations.

49.

50.

51.

52.

38

809a
Business managers need to follow up with their subordinates to avoid any breakdown in operations. 802
833a
802
Ethel Kaplan, the well known authoress, will embark on a six-weeks’ tour of the Mid-West. 62ib
Ethel Kaplan, the well-known author, will embark on a six-week [0r six weeks’] tour of the Midwest. 840a
817a
838
The chairman of every committee should spot check the on line records to ensure they are 8094
up-to-date. The head of every committee should spot-check the online records to ensure they 811
847b
are up to date. 831a
The woman surgeon who operated on my mother in law sees a 50 50 chance of a flare up in g;g
the pain. The surgeon who operated on my mother-in-law sees a 50-50 chance of a flare-up 817¢
802
in the pain. 803a
Send your congressman an E mail to protest the state wide campaign to build on government 8004
owned land. Send your representative in Congress an e-mail to protest the statewide campaign 847d
820c
to build on government-owned land. 821a
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19

Word Division

Directions: On each line below, there is one word that is incorrectly divided or that does not follow the preferred style of
word division. Write the identifying letter for that word in the answer column. References: 71901-922; a dictionary

(optional).
902
1. a. prefer/ ring b. permit-/ ted c. shun-/ ned d. win-/ ner 1. ¢ gg%c
2. a.pre-/ arranged b. recre-/ ation c. re-/ act d. re-/ ach 2.d ggﬁc
3. a. rebel/ ling b. clip-/ ping c. confer/ ring  d. surpas-/ sing 3.d 922
4. a.up-/on b. up-/ per c. up-/ roar d. up-/ date 4. a 904
5. a.la-/tent b. par-/ ent c. would-/ n'’t d. war-/ rant 5.¢ 906
6. a.recall-/ing b. impell-/ ing c. misspell-/ing d. pull-/ ing 6. b 922
7. a. a-/broad b. ab-/ duct c. ab-/ sorb d. ab-/ stract 7.2 903a
8. a.re/cap b. mad-/ cap c. fools-/ cap d. AS-/ CAP 8.d 905
9. a. mas-/ terpiece b. weather-/ proof c. time-/ saving d. share-/ holder 9. a 907
10. a. para-/legal b. anti-/ septic c. un-/ derneath d. inter-/ office 10. ¢ 909
11. a. air/ conditioned b. weather-/ beaten c. old-/ fashioned d. govern-/ ment-owned 11. d 908
12. a. in-/ terpret b. in-/ ternal c. super-/ fluous d. ex-/ traordinary 12. ¢ 909
13. a. buzz-/ing b. swell-/ ing c. barr-/ ing d. cross-/ ing 13. ¢ 922
14. a. responsi-/ ble b. prob-/ able c. change-/ able d. fea-/ sible 14. a 910
15. a. bat-/tle b. diff-/ ered c. pas-/ senger  d. mar-/ ried 15. b 922
16. a. un-/ helpful b. nonsmok-/ ing  c. retire-/ ment  d. prevail-/ ing 16. b 91
17. a. pay-/ off b. print-/ out c. check-/ up d. break-/ down 17. ¢ 904
18. a. continu-/ ation b. patrio-/ tic c. courte-/ ous  d. ingredi-/ ent 18. b 914
19. a. help-/ fulness  b. meaning-/ ful c. hopeless-/ ness d. sportsman-/ ship 19. a 9N
20. a. break-/ up, b. cave-/ in; c. mark-/ down d. mark-/ up 20. d 904
21. a.man-/ agement b. inter/ national c. follow-/ ing d. pre-/ occupied 21. a 912
22. a. para-/ lyze b. log-/ ical c. specu-/late  d. ele-/ gant 22. b 913
23. a. unluck-/y, b. trade-/ in; c. stand-/ by? d. line-/ up: 23. a 38??:
24. a. clan-/ nish b. regret-/ table c. control-/ler  d. spel-/ling 24. d gg?c
25. a. be-/lieve b. soc-/ iety c. vari-/ ety d. pa-/ tience 25. b 914
26. a. con-/ nect b. cor-/ rect c. coll-/ ect d. cof-/ fee 26. ¢ 922
27. a. micro-/ chip b. eye-/ witness c. paper/ work  d. moneylend-/ ers 27. d 907
28. a. improve-/ ment b. bor-/ rowing c. hyper-/ active d. under-/ developed 28. b 912
29. a. neg-/ ative b. rele-/ vant ¢. moni-/ tor d. salu-/ tation 29. a gég
30. a. im-/ mobile b. hum-/ ming c. skim-/ med d. ham-/ mer 30. ¢ 922
Name Date Class 39
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Directions: Rewrite each word in the answer column to indicate the preferred word division at the end of a line. If a word
cannot be divided, put a dash in the answer column. References: 11901-922; a dictionary (optional).

31. similar simi-/ lar 913 41. connection connec-/ tion 912
32. thoughtfulness thoughtful-/ ness 911 42. muffled muf-/ fled 922¢
33. repayable repay-/ able gg)?c 43. markup - 904
34. expressed ex-/ pressed 914  44. $429,600 = 915
35. straightforward straight-/ forward 907 45. self-conscious self-/ conscious 908
36. about = 903a  46. continuation continu-/ ation 914
37. announce an-/ nounce gggg 47. strength - 902
38. piano pi-/ ano 914 48, shouldn’t = 906

903a 901c
39. amusement amuse-/ ment 910 49. addressed ad-/ dressed 922¢
40. circumstances circum-/ stances 909  50. UNICEF - 905

Directions: In the following entries a diagonal rule is used to suggest where one typed line ends and another begins. If
the line ending does not reflect preferred style, draw a new diagonal line to indicate a better point of word division. (If
there is more than one way to improve the word division, draw the new diagonal line as close as possible to the old one.)
If the line ending is acceptable as given, write OK in the answer column. References: 171915-920.

51. The reunion luncheon has been scheduled for June/ 4,/2007, at the Alumni

Club . .. 5. 920a
52. We had hoped to raise $50,-/ OOO/in this year’s campaign for homeless shelters ... 52. 915
53. On the basis of the lab reports,/br./ Cortines recommends that . . . 53. 919
54. Our main distribution center is only/ 14/ miles from . . . 54. 919
55. This year’s luncheon speaker is Attorney/ General Jane Minetta . . . 55. 0K 9209
56. You will have to ask Thomas Gilmartin/ Jr., /(Nho drafted the proposal . . . 56. 919
57. The Fulton Literary Prize was awarded to Ms. Celia/ R./Gomez ce 57. _ 920d
58. The annotated bibliography on page/ 236/offers e 58. 919
59. We have leased new offices at 680 Pennington/ Boulevard . . . 59. 0K 920b
60. Let’s plan to get together in my office on May/ Z/at 3o'clock. .. 60. 919
61. You can send it to my summer home in Cohasset,/ Massachusetts 02025 . . . 61. OK  920c
62. Let’s talk with Bart Elliott/ 741e’s the general manager of . . . 62. 920k
63. I urge you to read Chapter/ 7/for its trenchant analysis of . . . 63. 919
64. Total annual sales (domestic and foreign) now exceed $12,000,-/ 000,000 . . . 64. 0K 915
65. The meeting should end by 10/ p.m./at the latest . . . 65. 919
66. ... will have three main objectives:/(l)/ to determine how . . . 66. 920
67. Gateway Industries has announced the promotion of Jay Tracy/ H/to - 67. 919
68. We are pleased to announce that Janice Krauss will be join-/ 68. 917
69. ing/our staff as a senior account executive. She has previous-/ 69. 904

70. ly/served as a copywriter for several top-rated agencies, work-/
ing with such clients as . . . 70. OK 916
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Editing Survey C

Directions: Supply missing punctuation and strike out or correct any inappropriate punctuation in the following mate-
rial. Change the spelling as necessary. Circle all changes you make. References: Sections 6-9.

624 quite) 714
Since the 19 sers of personal computers have beem quief/likely to encounter 6075
20

1
computer viruses that have been concocted by mischis hackers or malicious Weir to erase 2
computer data and software programs. A computer virus is actually a small program in itself 3
that manages to infiltrate other programs, data files, and operating systems. It typically sp/ads 07 4
as “infected” e-mail messages, documentg,z ?gd programs ggi forwarded to different '@ 6224 5
One can ree:dily conjure up a series of ha @: ising sce%‘ ' for disaster, but it’s difficult 6
to con@e the motivation of the people who Iéli?st ind the creaéciz%nc of these viruses. 7
The problem was dramatically hi@ghted by the worldswide appearance of a virus named 8
Michelangelo. The virus was named for the fifteennlguary Italian artist, because on March 6, 1992 9
(the occasion of Michelangelo’s 517th birthday), the virus, which had been quietly spreading 10
for a while, was designed to attack IBM computers as well as IBI\@oanzlg;tible equipment. 11
According to a new@f’figlz that appeared on that day in The New York Times, this virus was 12
ﬁrw_}%ted in Germany in 1991. Be a}l'll%e of the advance warning, most users suc‘{flbn;ssa 13
elithnating the virus before it coulfect their programs. Indeed, manufacturers of an‘@ral 14
programs profitec;st(’)mely from the demand for devices that could protect equipment 15
otherwise suscep le to serious damage from the virus. 16
In August 2003 three powerful viruses spread over hlg}%'eds of thousands of computers. 17
The MSBlaster virus attacked 120,000 computers in one Z@OM period alone. This virus searched 18
the Internet for vulnerable computers, forcing many to shut down every time they reconnected to 19
the Internet. 636 625a 20
There are several wa &‘%Q‘fight computer viruses—each E\‘)v;)itzh own p and c 21
but many computer compa @ did not start to make use %:eir kno w until c st%r%ir/s?ma 22
began to demand this kind of security. There is now a cohgensus among knowled %E.le people 23
in the field, who say that personal computers must be redesigned to provide the néf %é?y 24
protection. 719 25
a 7?2 J. Hoffman, a computer exper@ed in the Times article, put the whole issue in 26
clear pfdgpective: “It’s just like automobiles. When people got tired of seeing people thrown 27
out on the highway after accidents, they began adding seat belts. We need the equivalent of 28
seat belts built into our computers.” 29
Note to Instructor: There is a total of 30 errors in this material.
Name Date Class 41
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Directions: Supply missing punctuation and strike out or correct any inappropriate punctuation in the following mate-
rial. Change the spelling as necessary. Circle all changes you make. References: Sections 6-9.

8zia

If you often ha atenal that needs to be cop 1e deed if you are running a hom@ased

business—you axe w1th the frustratl contl ~ e&s y gomg out to the copy shop or waiting
T2 :ra‘

in line at theol ’ In that case, you're def ly gomg to welcome the news about the increased

affordability of compact photocopiers designed specifically for home use. These home copiers

have become so popular that they now sell well over 500,000 units a year in this country. 404

83la . . .
Today’s ease models can come in andg for a variety of purposes.7 Sl(%u can convenie @

@reproduce legal doCtinents, tax records, cancg 2y %gecks notices, and re{jjejjts—and even your

633
childre@eport cards. The equipment is so us =@ iendly that youngsters can copy their own

O N O a1 & ON =

homework and drawings 713 b 9
What has made these compact copiers fee is a technology that eliminates the need for 10

a service technician to replace the toner (a powder that melts to form images) and the photo- 11
conducting element (typically a drum égcitt transfers the toner onto the copy paper). These 12
elements 3, can noxg/b&supphed in uss @ s cartridges. As a result, most small copiers 13
will h1g®uahty reproductions on almost any type of paper. 90l 14
You will find that prices for these desktop copiers are relatively low when they are comp 15
th the prices for typical office equipment. The @g ,I_Iilé':lchlne carries a list pri e_}gfk 16
$150 to $300, but you can often get as much as a 60/percent discount. The replicable toner 17
cartridges typically cost between $10 and $120; they usually make between 1000 and 3500 18
copies, and some make as many as 11,500. Replaceable drums cost between $120 and $140, 19
and cartridges containing both the toner and the drum cost between $90 and $125. If you 20
consider just the cost of the paper and the cartridges, the average cost for each copy can range 21
from 3 to 14 cents. If you also figure in some tiny fraction of what it cost to purchase the copier 22
itself, the cost for each copy is much higher. In other words, the cost of making copies at home 23
is not exactly a a-r%v 720 604 “62 5a 24
Since capabi ary, you should carefully compare the p d coi of the different 25
machines and p1ck theaoglgedthat best fits your needs and your wa 0 eXBalr,}lg)le some copiers 26
can make lega@lze copies; others can make only the standard § m h copies. Some will 27

make enlargeand reductions, some will accept computer pnn..\ts and some Will 3, /¢46 28

copy pages st m bound books. You should also consider differences in the copi peed 29
of operation. Some can produce as many as 10 or 11 copies a minute; others produce only 3 or 30
4 copies a minute. In any cas% itbcan take 10 to 30 seconds for coll)y to appear. 31

Before you proc@o buy a compact copier, you ought ti t he investment in e u1pment 32
and supplies against the cost of making copies commercially. In most large cities smgléjgopy/fmDa 33
rates can range from 5 to 10 cents. If you will not be making a large number of copies at one time, 34
consider a budg@—lced machine with a minimum of controls and special features. 35

Note to Instructor: There is a total of 30 errors in this material.
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Subjects and Verbs

Comprehensive Worksheets for

The Gregg Reference Manual

Tenth Edition

Directions: Select the correct form in parentheses, and write your answer in the column at the right. References:
191001-1048.

© ® N otk DN

W DD DD DD DD DD DD DD DD DD DN =t e e e e e e e
SO ®NO YA WBDNRE OO ®NO DR WM RO

Name

Every investor and saver (has, have) become more cautious recently.
Neither the directors nor the top executives (wants, want) to relocate.
Only one of the photocopiers (is, are) working properly.

One of the causes for the breakdowns (is, are) poor maintenance.
(Has, Have) any of your customers complained about deliveries?

The criteria for paying bonuses (has, have) to be rethought.

Changing Times (is, are) offering subscribers a special renewal rate.
Over three-quarters of the draft (has, have) to be rewritten.

There (has, have) been no news from Frank in two months.

Those who (did, done) the customer survey deserve much praise.

. Itis critical that this memo (is, be) distributed this afternoon.
. More than one client (has, have) asked me whether Chris is leaving.

. Neither management nor the union (likes, like) the settlement.

Mr. Hall, along with his two partners, (is, are) going to Paris today.
(Has, Have) their board voted yet on the reorganization plan?

The number of job openings (has, have) increased this month.

Many of our salespeople have (rose, risen) quickly to higher-level jobs.

Paul said that he (will, would) debug the program over the weekend.
Kate is one of those people who (writes, write) well without effort.

None of the applicants (impress, impresses) either of us very much.

. I'wish I (was, were) going to be considered for Larry’s job.
. Many on the sales staff (wants, want) to attend the seminar.

. Either of the editors (is, are) willing to take on your manuscript.

Brooks Brothers (is, are) having its annual sale next week.

. Twenty dollars (doesn't, don't) buy much these days.

If I had heard, I would (tell, have told) you the news.
One of the products we distribute (is, are) coffee grinders.
A number of my customers (has, have) asked for bigger discounts.

Attached (is, are) three layouts for you to evaluate and choose from.

. Every one of us (hopes, hope) you will have a speedy recovery.

Date

1002c
1. has 1009b
2. want 1004
1006a
3.is 1008a
1006a
4, is 1008a
5. Have 1013a
6. have 1018a
7. is 1022
8. has 1025a
1014
9. has 1028a
10. did 1032b
11. be 1038a
12. has 1013a
13. likes 1003
14. is 1007
15. Has 1019a
16. has 1023
17. risen 1033
18. would 1047
19. write 1008b
20. impress 1013b
21. were 1039a
22. want 1012
23. is 1009a
24. is 1020
25. doesn’t 1024
26. have told 1040
1008a
27. is 1029a
28. have 1023
29, are 1027a
30. hopes 1010
43
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Directions: Underline all errors in the following sentences, and write the correct forms in the answer column. If a sen-

tence is correct, write C in the answer column. References: 1001-1048.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.

Directions: Rewrite the following sentences to correct all errors and remove awkward expressions. References:

Many a trainer and instructor have been helped by your techniques. 31. has lgggg
Not only the workers but also the management favors a four-day week. 32. C 1005
Our arrangements with the Dodd Service Agency has worked out quite well. ~ 33. have 1006a
Your survey, along with Fox’s study, prove that the supplier was at fault. 34. proves 18&7361
One of the factors we consider in choosing suppliers are fast service. 35. is 1029a
Olive is the only one of our employees who are consistently on time. 36. is 18835
Every art director and designer on staff wants to work on the Athens account. 37. C 1009b
Few of the people I talked with actually believes the merger will occur. 38. believe 1012
More than six people have turned down the chance to work for Alix. 39. C 18}22
Although most of our stock is selling well, some of the goods isn't moving. 40. aren’t 1015
A series of management seminars have been planned for the fall. 4]1. has 1016
With the right teacher, economics is a fascinating subject. 42. C 18;;
The number of new competitors has rose at an alarming rate. 43. risen 1033
That the HMO plan offers many advantages are not to be denied. 44. is 1026a
Yet only a small percentage of our employees has chosen the HMO plan. 45. have 1025a
Here is a descriptive brochure and a sample copy of the book. 46. are 1028a
The pgotocopying equipment on the seventh floor has broke down again. 47. broken 1033
It is urgent that Frank responds quickly to the job offer. 48. respond 1038b
I wish it was the end and not the start of the holiday rush. 49, were 1039a
It is the sales reps who want the pricing schedule adjusted. 50. C 1029a

91005, 1007, 1010, 1018, 1019, 1032, 1033, 1037, 1046, and 1048.

51.

52.

53.

54.

55.

44

Everyone of us want to thank you for all that you done. Every one of us wants to thank you for }8;3
all that you did [or all that you have done]. 1033a
I have always thought and still do that our problems begun when the Troy plant was sold by us.
1 have always thought and still do think that our problems began when we sold the Troy plant. 18;&3
1037b
The whole staff, including John and me, think the books should be audited by you at once.
The whole staff, including John and me, thinks you should audit the books at once. 18(1]?8
1037b
The board is not able to agree on whether to immediately raise prices. _The members of the 1019b
board are not able to agree on whether to raise prices immediately. 1046
The criteria for acceptable performance has been established, but neither the employees nor the
manager understands them. The criteria for acceptable performance have been established, 1018a
but neither the manager nor the employees understand them. 1005
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2 2 Pronouns and Other

Grammar Problems

Comprehensive Worksheets for

The Gregg Reference Manual

Tenth Edition

Directions: Select the correct form in parentheses, and write your answer in the column at the right. References:
91049-1088.

© ® N otk DN

bbb ek ek ek ek e
O Ul A W N RO

17.
18.
19.

20.

The company has given (its, their) managers new productivity goals.

A number of you have not yet signed (their, your) commission contracts.

Bob can make the presentation a lot more effectively than (I, me).
(Who, Whom) should we invite as the keynote speaker?

This year’s convention displays look (real, really) handsome.

Given the two alternatives, I think you chose the (best, better) plan.
They have asked for no discount (or, nor) any other special terms.
These price increases are retroactive (to, from) October 15.

Neither Bert nor Jerry can lend us (his, their) boat for the weekend.

It was Jan and (me, I) who made all the arrangements for the banquet.

. Every company has (its, it’s) own policy on promotions and transfers.
. This is the kind of case that (us, we) lawyers find truly challenging.
. We want to know (who, whom) you think will be appointed.

We feel very (bad, badly) about your decision to move out of the area.

. I'have decided that I do not want (any, no) part of the money.

The monitor you shipped us does not correspond (to, with) the one
described in your brochure.

Please let that be a private matter between you and (me, I).

Jack is a person (who’s, whose) reputation for fairness is well known.
This trip to Scandinavia will be a dream come true for my family and
(me, myself).

This is a problem every adult faces with (their, his or her) parents.

1. its 1049a
2. your 1053d
3.1 1057
4. Whom 1061d
5. really 1065
6. better 1071g
7. or 1076¢
8. to 1077
9. his 1049c
10. | 1054b
11. its 1056€
12. we 1058
13. who 1061c
14. bad 1067
15. any 1076a
16. to 1077
17. me 1055b
18. whose 1063
19. me 1060d
20. his or her }ggga

Directions: Underline all errors in the following sentences, and write the correct forms in the answer column. If a sen-
tence is correct, write C in the answer column. References: 1049-1088.

21.
22.
23.
24.
25.

Name

Either Lois or Pam can lend you their procedures manual.

If anyone has already paid the fee, he or she should ask for a refund.
Ball’s use of company funds looks highly questionable to we auditors.
I have no questions nor concerns about the terms of the contract.

We can fill your orders just as quickly and as cheaply as them.

Date

21.
22.
23.

25.

her 1049c
C 1053a
us 1058
or 1076¢
they 1057
45
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26.
27.
28.
29.
30.
31.
32.
33.

Rita considered you and I to be sisters or at least first cousins.

It is you who has to make the first move toward reconciliation.

No one will represent the firm at the trade fair except you and 1.
George Fry and myself hosted the party for the Kennellys.

Please deliver these tapes to whomever is in charge of the studio.
It's clear that they're marketing strategy is more effective than ours.
‘Whom do you think will apply for Larry Kenilworth’s job in Finance?

The commission will issue their long-awaited ruling on Monday.

26.
27.
28.
29.
30.
31.
32.
33.

me 1064a
have 1049a
me 1055b
| 1060d
whoever 1061c
their 1056e
Who 1061c
its 1049a

Directions: Rewrite the following sentences to correct all errors, fix awkward or ungrammatical constructions, and

remove sexist expressions. References: 91049-1088. For the rules on sexist expressions, see 191050-1053.

34. Neither the sales representatives nor the sales manager has submitted his expense report.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

46

Neither the sales manager nor the sales representatives have submitted their expense reports.

1049¢c

Everyone in Marketing should submit his catalog copy no later than July 20.

Marketing should submit his or her catalog copy no later than July 20.

Everyone in

1053a

Rhode Island is smaller than any state in the Union. _Rhode Island is smaller than any other

state in the Union.

1071h

To ensure a full refund, the original sales slip should be sent along with the merchandise.

To ensure a full refund, send [orR you should send] the original sales slip along with the merchandise.

1082b

If a customer asks for Model B-1101, tell him that we are out of stock. _If customers ask

for Model B-1101, tell them that we are out of stock.

1050
1052b

Randy only plans to take two courses next summier._Randy plans to take only two courses

next summer.

1072

We got off the plane at about 11:45 p.m. _We got off the plane at [or about] 11:45 p.m.

1078

Your performance not only moved the audience but also the other members of the cast. Your

performance moved not only the audience but also the other members of the cast.

1081b

In auditing your account, two discrepancies were noted by my assistant. _In auditing your

account, my assistant noted two discrepancies.

1082c

This year’s profit goals are much higher than last year. _ This year’s profit goals are much higher

than last year’s [or than they were last year].

1071i

We don’t get many inquiries, or many requests for, these oil lamps. _ We don’t get many inquiries

about, or many requests for, these oil lamps.

1079
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Usage

Directions: Select the correct form in parentheses, and write your answer in the column at the right. References:
Section 11. The individual entries are listed alphabetically. If you have difficulty in finding an entry, consult the list at
the start of Section 11 (on pages 308-310 of The Gregg Reference Manual).

1. (A, An) M.B.A. degree would surely bring you better job offers. 1. An

2. The loss of two programmers will greatly (affect, effect) our output. 2. affect

3. Mary Lee is (already, all ready) to take on her new assignment. 3. all ready

4. We'll be glad to help in (anyway, any way) that we can. 4. any way

5. A large (amount, number) of people visited our convention exhibit. 5. number

6. Simply ignore the problem for (awhile, a while) and see what happens. 6. awhile

7. The reason we lost the deal is (because, that) our offer was topped. 7. that

8. If Frank (don't, doesn't) like the new procedure, he should say why. 8. doesn’t

9. Does anyone (beside, besides) Bo know our CEO very well? 9. besides
10. Our sales have dropped (due to, because of) new competition. 10. because of
11. Turged Sam to delve (farther, further) into the reasons for heavy returns. 11. further
12. We've had (fewer, less) complaints since the product was redesigned. 12. fewer
13. (First, Firstly), you need to streamline your approval procedures. 13. First
14. You'll have to take another (tack, tact) if you want to change Ed’s mind. 14. tack
15. Idoubt (if, whether) we’ll be able to make the party on the 15th. 15. whether
16. From what Sue said, I (implied, inferred) that she won't be back. 16. inferred
17. Fred has been (laying, lying) down on the job lately. 17. lying
18. There (maybe, may be) some truth to the story after all. 18. may be
19. More (important, importantly), this model carries a lower price tag. 19. important
20. Anyone could (of, have) seen through that ruse. 20. have
21. Bond prices have been (raising, rising) all this quarter. 21. rising
22. You can (set, sit) the easel in my office while I'm gone. 22. set
23. I will call Mary myself (so, so that) we can get to the bottom of this. 23. so that
24. Glen saw her at Lake Tahoe (sometime, some time) ago. 24. some time
25. We (sure, surely) appreciate all you have done for us. 25. surely
26. Most of our customers prefer (this, these) kind of printer. 26. this
27. If you (would have, had) told me your arrival time, I would have met you

at the airport. 27. had

28. We are all (anxious, eager) to get the scoop on our merger with Cali Co. 28. anxious
29. Idon’t know (as, whether) I can reveal that information. 29. whether
30. I am writing (in regard to, in regards to) your order of April 12. 30. in regard to
Name Date Class 47
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Directions: If the boldface word or phrase is correct, write C in the answer column. If the word or phrase is incorrect,
supply the correct form. References: Section 11.

31. My notes for the minutes of the meeting were accidently thrown out. 31. accidentally

32. It has been taking us all together too long to get new products out

in the marketplace. 32. altogether
33. Mrs. Penney’s estate will be equally split between her six children. 33. among
34. Please keep me appraised of any falloff in our international sales. 34. apprised
35. We all feel very badly about the way Ted has treated you. 35. bad
36. Whatever information passes between you and me is confidential. 36.C
37. Inless than five years our firm has achieved a statewide reputation. 37.C
38. Our new warehouse is further out from the downtown district. 38. farther
39. I graduated from Emory University with a B.S. in economics. 39.C
40. It looks like you may have a winner on your hands after all. 40. as if
41. I feel my supervisor treats me different from the others on her staff. 4]. differently
42. What kind of an outcome do you want this letter to produce? 42, kind of
43. Because of her asthma Jean needs to move to a healthier climate. 43. more healthful
44. Please come into see me when you are next in town. 44, into

45. The new floor plan was laying on her desk where anyone could see it.  45. lying

46. Will you please leave me see the summary of your report? 46. let

47. Iwould like you to check upon our new customer service procedures.  47. up on

48. The weather this winter has been real mild. 48. really
49. I received your letter and will answer same next week. 49, it

50. We try to service our customers efficiently and courteously. 50. serve
51. Be sure and stop by when you next get to Nashville. 51. sure to
52. Our market share is much greater then it was three years ago. 52. than
53. Both sides in the dispute are slowly moving towards a compromise. 53. C [or toward]
54. Our partnership has come a long ways since we started in 1999. 54, way
55. This new product line will put us indirect competition with Bascom. 55. in direct
56. I think this here layout works better than anything else I've seen. 56. this

57. Stan hopes that a M.B.A. degree will get him a better-paying job. 57. an

58. Since you made the service call, everything has worked alright. 58. all right
59. Please bring the contracts to Mr. Hellman when you go to visit him. 59. take
60. I wish we knew who done the original construction. 60. did

61. Will they be able to learn me how to improve my English? 61. teach
62. Your procedure is different than the one I learned in school. 62. from

63. The two of us need to sound out one another’s ideas before we go
to the conference. 63. each other’s

64. These power outages are becoming an everyday affair. 64. C

65. Everyone of these customer complaints needs to be fully investigated. ~ 65. Every one

48 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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The Gregg Reference Manual
Tenth Edition

Usage (Continued)

Directions: If the boldface word or phrase is correct as given, write C in the answer column. If the word or phrase is
incorrect, supply the correct form in the answer column. References: Section 11. The individual entries are listed alpha-
betically. If you have difficulty in finding an entry, consult the full listing of entries at the start of Section 11 (on
pages 308-310 of The Gregg Reference Manual).

1. What strategies are likely to have a significant affect on our output? 1. effect

2. We plan to mail this questionnaire to people age 55 and up. 2. aged

3. We were almost relieved to hear of your son’s recovery from surgery. 3. all most

4. My husband is not doing too bad since he took early retirement. 4, badly

5. I'll make a point of seating you besides the speaker. 5. beside

6. The statements and the checks should be altogether in the red file folder. 6. all together

7. Idon’t doubt but what you’ll get the fellowship you applied for. 7. that

8. I doubt if we can still make the target date for our fall ad campaign. 8. whether

9. Any success I've achieved has been largely due to the staff support I got. 9.C
10. We are willing to consider always of reducing our costs. 10. all ways
11. Len, Gary, and I will undertake identical research studies and then share

the data with each other. 11. one another

12. Everyone has to work at the convention booth except you and me. 12.C
13. Let’s not sell the condo for awhile in case prices start to go up again. 13. a while
14. The fabric comes in red, blue, and purple, but I prefer the former. 14, first

15. Ibought a van with only 12,000 miles on it off a tennis partner of mine.  15. from
16. The noise was so loud that we couldn’t hardly hear ourselves. 16. could hardly

17. In telling me about the reorganization, Frank inferred that he would be

promoted to assistant vice president. 17. implied

18. Incidently, what more have you heard about the Kossoff investigation? 18. Incidentally
19. Andy seemed in different when I told him my plans. 19, indifferent
20. We can make no exceptions to this policy, irregardless of the situation. ~ 20. regardless

21. You can take Monday off as long as you make up the time. 21, may
22. Most all of the backlog of orders has now been cleaned up. 22. Almost all
23. Iknow of no body on the staff with those qualifications. 23. nobody
24. Ben should of told us he was planning to sell his interest in the firm. 24. have
25. It’s time for us to move onto a new topic for discussion. 25.0nto
26. We have a real dilemma when it comes to dealing with the cost of health
insurance. 26. problem
27. Iwas doing 78 miles per hour when the police pulled me over. 27.an
Name Date Class 49
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28. Iwill try and get you price quotes from several suppliers by Friday. 28. 10
29. Who ever heard of a top-quality DVD recorder for under $500? 29.C
30. It may be better, than, to put our decision off until next month. 30. then

Directions: Rewrite the following sentences to correct all errors in usage. References: Section 11.

31. The reason for our inventory problems is because a large percent of our product line is outmoded.

The reason for our inventory problems is that a large percentage of our product line is outmoded.

32. We are cutting costs travelwise, per your mandate. _We are cutting travel costs in accordance with

your mandate.

33. Icould not help from smiling at that kind of a snappy comeback. !could not help smiling at that

kind of snappy comeback.

34. The reviews for both albums were equally as good, but we couldn't find copies of either, however.

The reviews for both albums were equally good, but we couldn’t find copies of either.

[or The reviews for both albums were equally good; however, we couldn’t find copies of either.]

35. The amount of compliments we received on our new showroom was kind of impressive.

The number of compliments we received on our new showroom was rather impressive.

36. Everyone of us enthused over the way the play ended up. Every one of us was enthusiastic about

the way the play ended.

37. I cannot help but remember my one encounter with former President Carter. | cannot help

remembering my one encounter with former President Carter.

38. Television is the one media that we don’t scarcely use for our ad campaigns. Television is the one

medium that we scarcely use for our ad campaigns.

39. Being that we both like these kind of mineral water, why don'’t we split a case among us?

Since we both like this kind [or these kinds] of mineral water, why don’t we split a case between us?

40. The latest train leaves the main terminal at about 11:30 p.m. The last train leaves the main terminal
at [or about] 11:30 p.m.

41. Incidently, yesterday Joe served us an excellent breakfast of melon, cereal, bacon and eggs.

Incidentally, yesterday Joe served us an excellent breakfast of melon, cereal, and bacon and eggs.

42. Less men these days are buying items such as hats and ties, etc. Fewer men these days are buying

items such as hats and ties.

43. Please lie the sketch down carefully so it doesn’t smudge. Please lay the sketch down carefully so

that it doesn’t smudge.

44. Like I warned you before, your failure to pay these bills will seriously effect your credit rating.

As 1 warned you before, your failure to pay these bills will seriously affect your credit rating.

45. Come and see me, Ed, when you have sometime to review my investment portfolio. Come to see me,

Ed, when you have some time to review my investment portfolio.

50 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

25 Editing Survey D

Directions: Edit the following material for errors in grammar and usage. Circle any changes you make. References:
Sections 10-11.

1022
The New York Times egularly on new developments in computer technology. According 1
to a recent column by Peter H. Lewis, “As a drawing or painting teeh-the computer mouse is only 2
1W0Chkba
slightly less effective than-a-patato.” The limitations of the mouscreated special problems for 3
number]itol 10b3 10b2d ]
a largelamount pf peoplégwho-s-foa » draw, paint, or trace images by means of a personal 4
computer. eroblem) o} Ues 5
A solution to the dilemma Has been around for in the form of graphics tablets that make 6
ai
use of a cordless electronic stylus. This stylus is a kind o @. en that is pressure-sensitive. As a result, 7
the more pressure you apply, the thicker the line you create. In most cases, when you use this 8
= Q| /()
stylus, the image shows up on the screen but not on the graphics tabl or people who 9
are o”\%rking on paper, there are electronic pens (and pencils) that write simultaneously 10
with real ink (or lead) and with electrons. In that way you can create images on paper and on the 11
screen at the same time. —J10) havd) il 12
Now comes an innovation that ;cglsigs this technology Who could-effmagined an 13
e
electronic pen with an eraser? W%ll,appened. Like the pen itself, the eraser is pressure- 14
w7l
sensitive. Thus th arder you bear down on the tablet with the eraser, the more thorough 15
ol (e
the erasin, ;4 ill be on the electronic image. 16
1101
Moreou don't have to be an artist to appreciate the merits of an electronic pen 17
(mportantfy) fist to app P
with an electronic eraser. The penlnot onlyfworks|with graphics programs but also with word 18
has)i0i3a
processing programs and other types of applications. More than one expe ha?vsé ated Hgl\t the pen 19
o]
is actually more effective a mouse in moving a cursor around on the screen,it can be used 20
to initiate the commands needed to delete words, para g ceélgéaéld other items on the screen. 21
1oy i
What'’s more, by using this ectro ely to develop 22
" o . > 0ie
mouse elbow (a repetitive strain injury very much like tennis elbow). The haf tan happen 23
1ol -

hen you use an electronic pen for a long period of time-4san{every day/case of writer’s cramp. 24

e Hol 1ot P y qqer Their ) ‘p
hat’s why of people are caaxiotts fo gettheyre/hands on this new technological 25

A ==Y, ¥ 1056¢
marvel. 26
Personal digital assistants (PDAs) and tablet PCs allow you to write text with the pen. The 27
software interprets the handwritten letters and converts them into typed characters on the screen. 28
Note to Instructor: There is a total of 30 errors in this material. |

Name Date Class 51

Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.



Directions: Edit the following material for errors in grammar and usage. Circle any changes you make. References:

Sections 1-11.

@ toza/ 1023
If you are buying your first personal computer, therels-# number of devices you also need to 1
buy. One py e that requlres‘argful thought @pgrﬂter/sl%ﬁaen considering which typ¢ 1074 2
printer to b ' Il({)ezy crrterlo mind: Do you want to print in color? Or are 3
you content with black ar@rhrte results? ot 4
If you work mainly with black and-white text pages and hlgh quality has to bcon- 5
sider laser printers. This kind of rmtemharp clear text but also turns 6
out pq’ulcklli% Iand quietly. Laser prlnters@j)u?lst thousands of dollars but now cost no 7
more $200 to $400 0O 8
If the use of color is irnportan:c1 éré Ehk you do, consider buyink-j et printer. 9
Good ink-jets are typically priced between $150#4$400, but some can be found for as little as 10
$50. Color laser printers are also available, but they are much too expensive (about $1000) for 11
most home users. When you consider that (1) ink-jets provide excellent color printing, (2) in 12
some cases they produce black-and-white pages as good as what you’d get from laser printers, 13
and (3) they cost about the same as laser printers, you’d be tempted to conclude that ink-jets 14
are the only smart choice. Yet there are other factors you need to take into account. 15
1. Speed. Consumer Reports @ a?c%c%le laser printers its staff recently tested pro- 16
duce 9 to 15 black-and-white pages a min -' ef?ela's the ink-jets with 17
the best-looking black-and-white pages turn out between 2.5 and 9 S pages a 18
minute. Good color printing takes much longer—2 to 18 minutes| per ]a’éé 19
2. Quality. Laser printers excel in producing black-and-white text at high spee@ 127b 20
but do less well with black-and-white graphics and photos. Ink-jets excel in 21
color work. 10815, note 22
3. What About Cost/ he cost of a black-gnd-wthite page produced by an ink-jet 23
can range from 3 to 9 cents, compare%)s?of 2 to 4 cents for a simi- 24
lar page produced by a laser printer. Color printing is quite expensive: 8 25
to 32 cents for color graphics and as much as $1.10 for colerphotos on(@ 1052 26
At one e when a computer user wanted to-b printer fi ngﬁ 5 i ne office and a major 27

1029a Hoe
consrderatlonosts the only real choice woul a dot matrix printer. However, with the 28
_s_'igjéﬁant advances in technology, buylng dot matrix printers no longer'n%ze.baA large@ 29
cent,of/ these users now hat 1aser and ink-jet printers provide superior ormance on a 30
cost-effective basis. Because of heavycompetition the prices of printers have no }cgla; ?rm/”"' 31
fact, the f ,gl-ff‘ﬂy models hav lsgea;r’ gﬁae'nex;c year s prices are expected to be lower 32
than this @ oreover, a new generation of printers ow belng developed. With this 33
continuing advance in technologyeo\%;opportunities for high-quality printers at lower 34
cost. 35
Note to Instructor: There is a total of 30 errors in this material.
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition
Letters

Directions: For each of the following sentences choose the phrase that best completes the meaning of the sentence. Then
in the answer column record the identifying letter for the phrase you selected. References: 1711301-1341.

1. In what letter style do the date line, the complimentary closing, and the writer’s
identification start at center and all other lines start at the left margin: (a) the
block style; (b) the simplified styles; (c) the modified-block style—standard format? l.c  1302a

2. What are the dimensions of letfer (standard) stationery: (a) 8" x 11"; (b) 82" x 11;

(c) 8Y2" x 11%"? 2.b 1303

3. To create a top margin of 2 inches, (a) space down 12 times from the top of the sheet;

(b) space down 9 times; (c) space down 6 times from the default top margin of 1 inch. 3.¢_ 1304a

4. If you are using letter (standard) stationery and want to use a text line that is shorter
than the standard, you can increase the default side margins up to (a) 1.5 inches;

(b) 1.75 inches; (c) 2 inches. 4.b  1305b

5. If you are writing to someone who rents a mailbox from a private company, place the
private mailbox number (a) on the line above the name of the person; (b) on the line
above the street address; (c) on the same line preceding the street address. 5.b  1338d

6. Standard punctuation calls for (a) a comma or period at the end of each displayed line;

(b) only a colon after the salutation and a comma after the complimentary closing;
(c) no punctuation after any displayed line. 6.b 13082

7. Where should a personal or confidential notation be typed: (a) on the second line
below the date, beginning at center; (b) on the second line below the date, beginning
at the left margin; (c) on the second line below the date, ending at the right margin? 7.b 1314

8. If there are no special notations following the date, then on what line below the date
should the inside address begin: (a) on the fourth line; (b) on the fifth line; (c) on the
sixth line? 8.2 1318a

9. When a person’s name ends with Jr, (a) insert a comma before Jr; (b) do not insert a
comma before Jr; (c) do not insert a comma before Jr. unless you know that is the
person’s preference. 9.c  13%a

10. If an apartment number or a room number appears in an inside address, it should be
typed (a) after the street address or on the line above; (b) after the street address or

on the line below; (c) in the lower left corner of the envelope. 10. &
11. You must always show the state name in an inside address as a two-letter

abbreviation—(a) true; (b) false. 11.b  1341a
12. Which of the following date line styles is not acceptable: (a) August 12, 2008;

(b) 12 August 2008; (c) 8/12/08? 12.¢  1313a
13. When a company name ends with Inc., (a) insert a comma before Inc.; (b) do not

insert a comma before Inc.; (c) do not insert a comma before Inc., unless you 1328

know that it is the company’s preference. 13.c  1329b
Name Date Class 53
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Directions: Each of the items at the left represents an element in a business letter. If the item is correctly styled, write
C in the answer column. If not, rewrite the item to make it correct. Assume the use of a modified-block style—stan-
dard format (Y11302a), standard punctuation (Y1308a), and single spacing. References: 111301-1341, plus Y462 and
q517a.

14.
15.

Jan. 29, 2007

Confidential

Treat items 16-31 as they should appear in an inside address.

16.

17.

18.
19.
20.
21.
22.
23.

24.

25.

26.
27.
28.

29.
30.
31.
32.

33.
34.
35.

54

Ralph G. Ferrara, Jr.
(agrees with signature)

Kathleen A. Koch
(title preference unknown)

N. J. Harper

Mr. & Mrs. Lloyd Welsh

Doctor Nancy Fordyce

Mr. Royce Mead Esq.

Dr. Sally Eng, M.D.

Ms. Jan Corey, Director of
Research and development

Marketing Department, Beta

Aerospace Corporation

Capp & Rollins Co., Inc.
(no letterhead available)

764 Haskell St. N.E.

No. 163, 9th Avenue

#1 West Eleventh Street

1,616 S. Fuller Blvd.
Ft. Lauderdale, FL, 33315
Pittsburgh P.A. 15234

Dear Jane Reddy:
(title preference unknown)

Dear Prof. Simcoe,
Gentlemen:

Australia

18.¢C

14. January 29, 2007 1313a
15. CONFIDENTIAL 1314
1322a
16.Mr. Ralph G. Ferrara, Jr. 1324a
17.C OoR Ms. Kathleen A. Koch 1322b
1322c
19.Mr. and Mrs. Lloyd Welsh 1323a
517a
20.Dr. Nancy Fordyce 1322a
21. Royce Mead, Esq. 1323b
22.Sally Eng, M.D. OR Dr. Sally Eng 1323c
23.Ms. Jan Corey
Director of Research and Development 1325
24. Marketing Department
Beta Aerospace Corporation 1327
25. Capp and Rollins Company Inc. 1329
1335a
26. 764 Haskell Street, NE 1337
1332
27.163 Ninth Avenue 1333a
1332
28.0ne West 11th Street 1333b
462
1334
29,1616 South Fuller Boulevard 1337
1340c
30. Fort Lauderdale, FL 33315 1339
1339
3]1. Pittsburgh, PA 15234 1341a
32.C OR Dear Ms. Reddy: 1339a
1338d
33. Dear Professor Simcoe: 1338b
34, Ladies and Gentlemen: OR Gentlemen and Ladies: 1340a
1336a

35. AUSTRALIA

Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.

Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.

1563



154

27

Comprehensive Worksheets for

Letters, Memos, and E-Mail

The Gregg Reference Manual
Tenth Edition

Directions: Choose the phrase that best completes the meaning of each of the following sentences. Then in the answer
column record the identifying letter for the phrase you selected. Assume the use of a modified-block style-standard for-
mat (11302a), standard punctuation (11308a), and single spacing. References: 171352-1389.

1.

10.

11.

A subject line, if used, should be typed (a) on the third line below the inside address;
(b) on the third line below the salutation; (c) on the second line below the salutation.
Begin the message of the letter (a) on the third line below the salutation (or subject
line) at the left margin; (b) on the second line below the salutation (or subject line) at
the left margin; (c) on the second line below the salutation (or subject line) indented
5 spaces.

How many blank lines should be left between paragraphs: (a) 1; (b) 2; (c) none?
When a three-line paragraph falls at the bottom of a page that is running long, you can
carry one or two lines over to the top of the next page—(a) true; (b) false.

Type the complimentary closing (a) on the second line below the message, starting at
the left margin; (b) on the second line below the message, starting at the center;

(c) on the third line below the message, starting at the center.

How many lines below the complimentary closing or the company signature should
the writer’s name ordinarily be typed: (a) 4; (b) 5; (c) 6?

How should an 82" x 11" sheet of stationery be folded for insertion in a No. 10
envelope: (a) in half; (b) in thirds; (c) in half, then in thirds?

To hold the length of a memo to one page, you can reduce the top margin to

(a) 1 inch; (b) 1.5 inches; (c) 1.75 inches.

In a memo, a salutation should (a) always be used; (b) never be used; (c) be used
whenever you want to keep the memo from seeming cold or impersonal.

It is not necessary for e-mail messages to comply with the normal rules of written
English—(a) true; (b) false.

When you are sending an e-mail message to people who do not know each other,
enter their names in (a) the 7o box; (b) the Cc box; (c) the Bcc box.

. 1343a

1344a
1344e

1344

. 1346a

. 1348a

. 1367a

. 1374b

1374l
note

1376a, d

1379b

Directions: Most of the items in the next exercise represent elements in a business letter. If the item is correctly styled,
write C in the answer column. If not, rewrite the item to make it correct. Assume the use of a modified-block style—
standard format ({11302a), standard punctuation (f11308a), and single spacing unless otherwise indicated.
References: Section 13, plus 1363, 455a, and 1503.

12.

Name

Inside address and salutation: rewrite to avoid 12.Ms. Wanda Lee Belcher

the use of an attention line and Gentlemen.

Ace Programming Associates

Ace Programming Associates 221 Jefferson Street, NE

221 Jefferson Street, NE

Albany, Oregon 97321-2717

Albany, Oregon 97321-2717

Attention: Ms. Wanda Lee Belcher

1337a
1339a

Gentlemen: Dear Ms. Belcher:

1340
1341b

Date Class

55
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13.
14.

15.
16.

17.

18.

19.

20.

21.

22.

23.

24.

56

Subject. Long-range plans

We have two options to consider:

1. Rent the VCR for one month
and see how well it works.

Cordially Yours:

?fg.%omﬂ/aﬁ
(Ms.) Joanna Wall
Roa B Zien

Mrs. Gerard U. Zion
Writer’s identification:

Dr. Henry Greco, Ph.D., Professor
of Economics

fgc:ssh
Encs. 3

cc. Ms. Wing
Certified

PS: All best regards to Pat.

Page 2
Miss Selma L. Pomfret
11/7/07

Address block typed on an envelope:

Dwight G. Thorvald, Executive
Vice President

Winger Corp., Inc. (official form not known)
651 East Neversink Rd.
Suite 302

Reading, Pa. 19606 3208

Heading typed on a memo:

TO: Linda Lopez

DEPARTMENT: Accounting
SUBJECT: Invoice No. 24396
Salutation in a social-business letter:

Dear Jennifer:

1343c

13. Subject: Long-Range Plans 363
14.We have two options to consider:
1. Rent the VCR for one month
1344f
and see how well it works. 1345¢
15. Cordially yours, 1346b
16.(7R¢lfbﬁabn4—%62? ;bak»uzlﬁa@
Joanna Wall OR Ms. Joanna Wall 1352p
17. (Mpe)Kae fZion.  KaaH Zien
Rae H. Zion OR Mrs. Rae H. Zion 1352e
18. Henry Greco, Ph.D. 1350a
1350b
Professor of Economics 1349b
19, ssh OR fgc/ssh OR FGC:SSH
Enc. 3 1355a-¢
1358b
By certified mail 503
1359a
cc: Ms. Wing OR c: Ms. Wing 1361a-f
20.C 1365b
2]1.Miss Selma L. Pomfret
Page 2
November 7, 2007 1366
22.Mr. Dwight G. Thorvald
1368a
Executive Vice President 1322a
1325a
Winger Corporation Inc. 1329b
1317b
Suite 302 1337
1368f
651 East Neversink Road 1368c
1341a
Reading, PA 19606-3208 1368d
23.T0: Linda Lopez
DEPARTMENT: Accounting
1393f
SUBJECT: Invoice 24396 4553
24, Dear Jennifer, 1372b
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28

Comprehensive Worksheets for

Looking Things Up

The Gregg Reference Manual

Tenth Edition

Directions: Choose the phrase that best completes the meaning of the sentence. Then in the answer column record the
identifying letter for the phrase you selected. References: Sections 12-18 and Appendixes A, B, C, and D.

1.

10.

11.

12.

13.

14.

Name

When preparing a résumé, you should always indicate your age, your marital
status, your height and weight, and your hobbies—(a) true; (b) false.

When breaking a paragraph at the bottom of a page in a report, what is the
minimum number of lines you must leave at the bottom of one page and carry
over to the top of the next: (a) one; (b) two; (c) three?

When you discover that you have a large number of e-mail messages that require
a response, answer them in the order in which they were received, starting with
the earliest—(a) true; (b) false.

Which is the best way to indicate that an apostrophe should be inserted in typed

)
copy: (a) womens; (b) womens; (c) womens? (Insert apostrophe
¥

If it is not possible to communicate a negative assessment to a person face to face,

it is acceptable to do so in an e-mail message—(a) true; (b) false.

Which is the preferred pronunciation for liaison: (a) lee-YAY-zahn; (b) LAY-uh-zahn;

(c) LEE-uh-zahn?

What is the most formal salutation you can use when writing to a woman you do
not know: (a) Madam:; (b) Dear Madam:; (¢) To whom it may concern:?

If the column heads in a table do not all take the same number of lines, align the
column heads (a) at the top; (b) at the bottom.

Type quoted material as a displayed, single-spaced extract when it will make at
least (a) four typed lines; (b) six; (c) eight.

When starting the first page of a new chapter, a table of contents, or a
bibliography in a manuscript or a report, leave a top margin of (a) 1 inch;

(b) 1.5 inches; (c) 2 inches.

When a column of figures represents percentages, type a percent sign (%) after
(a) the first percentage only; (b) each percentage.

Which of the following represents an elliptical sentence: (a) Why not? (b) Drive
slow. (c¢) Who cares?

In an e-mail message, the abbreviation BTW stands for (a) before the Web;

(b) big time waster; (c) by the way.

When typing a report that will be bound, leave a left margin of (a) 1 inch;

(b) 1.5 inches; (c) 2 inches.

Date Class

1. b 1708k
1407d
2. b 1407e
3. b 1387
4.b 1206
5.b 1382i-j
6. € App. B
7. a 18071e
8. b 1621g
1424d
0. a 265a
1405a
1415b
10. ¢ 1548a
11. b 1630a
12. a App. D
13. ¢ 1382m
14. b 1404b
57
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Directions: In the spaces provided, construct endnotes or bibliographic entries—as directed—for a specific book, using
the following information: the title is Safe Strategies for Financial Freedom; the author is Van K. Tharp; the book was
published in New York in 2004 by McGraw-Hill; the page numbers to be cited are 88, 89, 90, and 91; the price is
$24.95.

15. Construct a business-style endnote referring to the Tharp book, and assign it the number 4.

4. Van K. Tharp, Safe Strategies for Financial Freedom, McGraw-Hill, New York, ig%gg
2004, pp. 88-91. 460d
16. Recast the endnote above to agree with the typical academic style.
4. Van K. Tharp, Safe Strategies for Financial Freedom (New York: McGraw-Hill, 1513b
2004), pp. 88-91. 1536b
17. Make a subsequent reference in business style to the Tharp book in endnote 7. Cite page 104.
7. Tharp, p. 104. 1531a
18. Recast the subsequent reference above, using a formal academic style.
7. Tharp, op. cit., p. 104. 1531d
19. Construct an appropriate entry for the Tharp book in a business-style bibliography.
Tharp, Van K., Safe Strategies for Financial Freedom, McGraw-Hill, New York, 2004.
1551a
20. Recast the entry above, using an academic style.
Tharp, Van K. Safe Strategies for Financial Freedom. New York: McGraw-Hill, 2004.
1551¢c

Directions: For each group of names or abbreviations given below, give the two-letter Postal Service abbreviations.
(Study the chart on page 388 or the inside back cover of The Gregg Reference Manual ahead of time, and complete this
exercise from memory.)

21. Calif. CA Al AL Del DE Ind. IN_
Fla. FL ______ Colo. €O Okla. OK  Oreg OR
Mass. MA I IL. = Idaho D = Wis. wi
Ohio OH  Nebr NE  Mich ML Wyo. wy
Utah ur = Wash WA  Ark. AR Guam Gu

22. D.C. bc S. Dak. sb  NJ. N N.C. NC
N.Mexx. NM___ NH NH = SC sC = W.Va wv =
RI R PR. PR =~ NDak. ND N.Y. NY

23. Conn. cr  la LA Maine ME  Hawaii HI
Iowa W Ga GA Ky KY  Kans. KS
Va. VA Pa. PA_ Md MD =Vt vr

24. Ariz. AZ = New NV = Minn MN = Alaska AK
Tex. IX  Tenn IN = Mont MIT Mo. MO
Miss. Ms

58 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

2 9 Editing Practice A

Directions: Edit the following letter (typed in modified-block style—standard format with standard punctuation). Correct
any errors in style, grammar, usage, spelling, content, and format. Circle any changes you make within the lines or out
in the margin; if you prefer, show all changes on a separate sheet, identified by line number. If time permits, retype the
corrected letter on a plain sheet of paper, using 1.25-inch side margins. (Assume you are using a printed letterhead, and
leave a 2-inch top margin.) Use today’s date and address the letter to Lloyd I. Poindexter, Chief Executive Officer, Beck &
McCall Advertising Agency, 3017 East Wacker Drive, Chicago, Illinois 60601. References: Sections 1-13.

Dear Poindexte\@ 17

18
A few days ago you asked me to rmmend a qualified candidate to become 19
rector of @ient @rvices. I carf readily suggest Douglas Dichter. 20
21

o)

Doug majored in marketi at Northwester and re@
in 1996. He worked for @116: as a management consultant in ’-
s

office of Lyon & Waite ociates, but he found few opportunl

ffrom Stan ond 22
:Lttsbu 23
to put S 24

creative talents to use. In,200 he joined Belles and Vissels, a small 25
advertising agency in Cincif fi, as a copywriter. In that capacity he was 26
responsible for coming up wIth the brand name Scratch for a new line of 27

cake mi (Remember the slogan? “It’s not stor wght. I made it from 28
Scratc Among his other creative achievementstw he name Pit Stop 29
for an unde&m deodorant. Doug was also responsible for The Inside 30
Scoop (a pr&fitable chain of stores selling ice cream and frozen yogur@ 31

nd The Emotional Outlet (a successful department store that has attrac e 32
. After years he became an account 33

of rs in new business. As a re- 34

sult, the ency’s reputation and size ndergone exlnary growth. 35
Doug’s boss gives him the lishare of the credit. 36
37

Doug is now ready to move on toigger challenges. Because of his 38
ir@epth experience in keeping a wide range of clients happy, his proven 39
1 in generating new businesgy,¥ his demonstrated maturity of judbg" 40
ment, I think Doug would be wel¥%#qUdlified for the job you have in mitre" 41
42

I sheyld note that Doug is married to my oldest daughter, but that does 43
not fect my ability to be objective about my sor@ aw’s qualifications. 44
Howeverzgf you would,.like another opinion, why don r@u write to Doug’s 45
boss, . Rhoda ColﬁjShe knows of his eagerness to move to a highe evel 46
position and can gi you her own assessmept of his past, performanceand 47
his future potential. If I can be of any ther assis@ce, let me know. 48
49

Sincerely @ur 50

@ 51

52

53

Emford J. Bellows 54

Directions: On the reverse side of this sheet you will find a letter to Mr. Anthony J. Leonardo (typed in modified-block
style—standard format with standard punctuation). Correct any errors in style, grammar, usage, spelling, content, and
format. Make the corrections as you did in the letter above. If time permits, retype the corrected letter on a plain sheet
of paper, using 1.25-inch side margins and positioning the date on the first line below a 2-inch top margin. References:
Sections 1-13.

Name Date Class 59
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Telekinetics

UNLIMITED 3334 CHAPEL HILL BOULEVARD

DURHAM, NORTH CAROLINA 27707
PHONE 919-555-6226

FAX 919-555-6313

WEB WWW.TELEKINETICS.COM

@Anthony J. Leonazdo
111 Horton

Durham, @27712

Dear Mr.
I'd like to respond tolephone message of Fy
you asked for help in seTécting a facsimile machine—for

office. Enclosed is a brochure that announces a one mon

Let me highlight a few items in that brochure.

28
'thur most popular fax machie Faxiomatic 2000 (Model FAQO 29
as a 3 age automatic document feederp)and a transmission speed 30
of 4 seconds a page. Normally listed at $499, it’__'__\ available during 31
the month of February for $179, a saving of $3 32

Foreer? = :
An efe 0Teé versatile machine is the Artifax 777, which has a 34

ditransmission speed and a 256-shade gray scale. Thanks to a 35

4discount, the price of this machine (Model A777-2F) has been 36

slashed from $475 to $198. 37
- 38
Other models provide extra features such as automatic redialing and 39

] delayed transmission (to let you _take advantage of lower phone rates). 40
Sale prices range from $249 k‘):}/‘ 41

42

' see thesg—smsdels by February e last day you can enjoy 43
&Se Tpec prices. of our salespeoplée can help you select the 44

equipment that’s right TOT your home office and does not

budget. Of coursf you prefe ou can ask for Stephes-3 X 46
@nage r for We’ll be=glad to help you in Bt . 47
@O a 48
Sincerel 49

@ 50

51

52

Julia G. Hough 53

Vice President of Sales 54

55

ybj 56
Enclosure 57
60 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

30 Editing Practice B

Directions: Edit the following letter (typed in modified-block style—with indented paragraphs and standard punctua-
tion). Correct any errors in style, grammar, usage, spelling, content, and format. Circle any changes you make within the
lines or out in the margin; if you prefer, show all changes on a separate sheet, identified by line number. If time permits,
retype the corrected letter on a plain sheet of paper, using 1.25-inch side margins and starting on the first line below a
2-inch top margin. Use Sincerely for the complimentary closing, and type an appropriate signature line for Ms. Angela R.
Terlizzi. References: Sections 1-13.

328 Linden Street 13

Winnetk L 60093 14

Octoberf@vL 007 15

16

17

18

President 19
New Computer/Technolog Inc. 20
Northwest Highway 21
Chicago, m | 555631 22
23

Dear 24
25

Can lyou please help me@During your semnual sale last mmer, a 26
pleasant salesman named Nick Fry lped me select a compute]@ and 27
persuaded me to order a specialll riced hig peed printer that was 28
not on display in your showroom. What sold me on his remendation 29
pas—r . Frclaim that this printer could turn out 40 Pages a min- 30
I e. The computer was delivered in a few days, but it took more 31
e"@ five weeks for the printer to arrive. When I hooked it up, I made 32
the shocking discovery that this printer actually turns out only 10 pages 33
a minute. 34
35

I immediately called Mr. Fry to tell him that the printer was not 36
acceptable, but he was reluctant to take it back because he said it had 37
been specially ordered for me. He offe i to sell me a special attach- 38

ment that would increase the speed of the printer, but I refused to spend 39
any more money on it. H@agreed to take the printer back but said 40

he would have to impose an $8“restocking charge” against my refund 41
because ad removed the printer from the carton andgmUmed it. I pointed 42
out tha@ it was his misrepregestation that had cauhe problem, oI 43
had relied on his kno OV n the charge was totally unjuystified. 44

gck,7and I still don’t have a u\géle printer. 45

(7 wi@he appropriate people to get this 46

I still don’t have my monk
Would you be able to folloi

problem promptly resolved? sinc hope so. 47

Directions: On the reverse side of this sheet you will find the second page of a letter to Mr. Richard L. Booker Jr. (typed
in modified-block style—standard format with standard punctuation) and the No. 6% envelope that accompanies it.
Correct any errors in style, grammar, usage, spelling, content, and format. Make the corrections as you did in the letter
above. If time permits, retype the letter on a plain sheet of paper, using 1.25-inch side margins and starting the heading
for the second page on the first line below a 1-inch top margin. Retype the envelope copy on a No. 6% envelope or on a
sheet of paper trimmed or ruled off to the same dimensions. References: Sections 1-13.

Name Date Class 61

Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.



Mr. Richard L. Booker Jr.

ired or built from the ground up. 11

rs anding of the different kinds of businesses that this organization 10
g

In shor@uithin the nex' Bonths we need to hire arector of@rporate 13

and @velopment with at least ten yeal xperience in a larg@ 14

annin

industrial corporation. Because of our,need to compete more effeefively 15
in global marketwould give prefe to a candidate wh has 16
worked for a mul'f ptional gprganization, adjusts easily to a variety 17
of corporate cultuteés, and! is proficient in one or more foreign lan- 18
guages (particularly Japanété, Germa nd Frenc The successful candi- 19
date will report directly to the CEO@ut mus be a bright f™pergetic 20
sel@tarter who does not need others to [set goals and priori It’s 21
not "going to be easy to find someone who Jmeets all the qualifications in 22
the encloged job descriptio ich, but fif anyone can locate the ideal 23
person,e one who camn~do it. 24
25

Sincerely, 26

27

28

29

R.xJ). McInerny 30

Executive Vice President 31

32

pac 33
By certified mail 34
Enclosure 35
1

2

P. 3
4

CHESHIRE INDUSTRIES INC. 5
1200 North Market Street 6
Wilmington, Delaware 19801 7
8

¢ ((Eersonal) 9
10

11

12

Mr. Richard L. Booker@Jr. 13

Kopf-Jaeger International 14

Suite 450 15

1150 Connectjew Avenue, 16

Washington, 20036 17

62
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Comprehensive Worksheets for

31 Editing Practice C

Directions: Read the following letter (typed in block style with standard punctuation). Correct any errors in style, gram-
mar, usage, spelling, content, and format. Circle any changes you make within the lines or out in the margins; if you pre-
fer, show all changes on a separate sheet, identified by line number. If time permits, retype the corrected letter on a plain
sheet of paper, using 1.25-inch side margins. Use Jennifer A. Warren for the writer’s typed signature. (Assume you are
using a computer-generated letterhead, and type today’s date on the first line below a top margin of 2 inches.)
References: Sections 1-13.

Mr. Peter Q. Dorian 17

Concord, @ 03301 19

Dear Pete:

22

Eaml a
George and I are now ready td go {forgwgrd)with the vacation house we 23
discussed with you lastring Yo Tecall that our hideaway is to 24

be built on aplot atop Waumbeck. It’s not an easy place 25

to get to, because the unpaved road that leads from the highway to our 26
property is a narro@wisting lane. We’'re planning to name our(mmeti=_) 27
moun#Zin retreat Gr Lengths, so if any of our children and their 28
fam want to visit us there, they’ll have to go to . . . I think you 29
get the point. 30

31
Can you design a log cabin for George and don’t know whether you 32
have worked with logs befor@ut a~#gcent Smithsonian article says that 33

the log cabin is making a r comie c'rgely a result of the 34
bac @h ‘ ovement that started the 196@. Then the fuel 35
crisTs in t prompted the development of new Types of sealants 36

and caulkings. ThHis means that the log cabins being built today can 37
project the pioneer look of the past and meet the energ@fficient 38
needs of the future at the same time. 39

40
Once we get the plans from yo e are thinking of building the-gcabin 41
ourselves. It doesn’t sound {eythard. In fact, one person ref to 42
in the Smithsonian article made this comment: “To build a log <abin, 43
all you need are a good chain saw and a good chiropractor.” 44

45
We weren’t planning to cut the logs ourselves. There are kits you can 46
buy, but the logs we looked at seemed too uniform in appearance. We 47
have found a great sawmill in nearby Jefferson that has off to 48
cut the logs in accordance with your plans. 49

50
When can we get together with to discuss the rough sketches we have 51
made? We’ll be glad to drive @ your office in

: f you ppe 52

fefato your studio in Hopkinton™ We are free most om 7:3 53

p.m.Just say the word and (we’ be there. 54
Wednesdays

[ Sincerely,

Directions: On the reverse side of this sheet you will find a memo concerning an upcoming sales conference at The
Homestead in Hot Springs, Virginia. Correct any errors in style, grammar, usage, spelling, content, and format. Make
the corrections as you did in the letter above. If time permits, retype the corrected memo on a plain sheet of paper, using
1-inch side margins and starting on the first line below a 1-inch top margin. References: 171373-1374 (on memos),
Section 16 (on tables), plus Sections 1-12.

Name Date Class 63
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INTEROFFICE MEMORANDUM

To: Tiffany N. Cartier From: Ben G. Opalewski 7
8
Department: Conference Services Department: Southern Region 9
10
Subject: Southern Sales Conference Date: June 14, 2007 11
12

13
Dear T'y: 14
15

This ig _a follov@p to my memo of June .The site for the Southern 16
Regiosales conference has now been selected: a fiar hotel in 17

i alled The Homestead. The conference will start 18

: - Tyegday, August ith a formal dinner on the terrace 19
(weather per nThe meeting will end at 12 noon on Saturday, the 20
11th@ we’ll sKkip the closing luncheon this year so that everyon an 21
get an earlier start for home. Soundsfatrigirtyso far, doesn’t i@ 22

23

Here comes the fun part. In additior@ to the hgndessts at should be 24
run of@(we discussed these last week bout slides need to 25

b ade up. Could you get Jenny Ziff i aphicts do these for 26
u@She did a firs@ate job on slides flof our @e@ary meeting. 27
28

At the August meeting we’ll lhave to supply our own AV equipmen@‘m 29
ay. The @nference @rector at The Homestead has told-me 30
thatt@essyall their equipment committed to twghyother groups meet- 31
ing during the same week. Trefor@’d appreciatf you could have 32
the following items delivd d to the hote@and if you could be on 33
hand to help the speakers at the conference. 34
55
Schedule AV Equipment Speaker 36

37

Wednesday, Session 1 DVD player and VCR; Oberholtzer 38

|/ # 3 color monitors 39

A (largest size 40

availabl@ 41

42

Thursday, Session 5 Computer projector Potterfield 43

plus screen* 44

45

Friday, Session 9 Wireless microphone Velasquez 46

plus speakers; 47

easel with pad 48

49

50

v ] @ﬁterd may also want a digital camcorder to record some 51
rol@laying situation@e’ll let us know by July 20. 52

53

54

The other speakers all say they need no equipment, so be prepared £o 55
last-minute requests. Thank@"iffax@or your help and your patie 56
57

BGO 58

59

lcd 60
64 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

32 Editing Practice D

Directions: Edit the following letter to Dr. Prescott T. Daley (typed in modified-block style—standard format with stan-
dard punctuation). Correct any errors in style, grammar, usage, spelling, content, and format. Circle any changes you
make within the lines or out in the margin; if you prefer, show all changes on a separate sheet, identified by line num-
ber. If time permits, retype the corrected letter on a plain sheet of paper, using 1.25-inch side margins. (Assume you are
using a printed letterhead, and leave a 2-inch top margin.) Use the current date, use Sincerely as the complimentary clos-
ing, and prepare an appropriate signature block for Ms. Joyce L. Givens, director of alumni programs. Supply reference ini-
tials and any other notations that may be appropriate. References: Section 1-13.

Dale M.D 17

Central 18

oenix, [ARR)85012 19
(AZ) 20
Dear Dr. D: 21
(3nd) 22

We are pleag o announce a special alumni programjthat offers unusua

travel and stldy opportunities. Between June 3 Cary 0. Neilson, a

rofessor of English who specializes in English @terature of the 25
centur, ill lead a tour through the@stern counties of England. An 26
engagi@and entertaining lecturer, Professor Neilson will help you see 27
the land and its people through the eyes of Jane Austen, William Shake- 28
spear@and other great English writers. 29

30
The trip bepdins on Wednesday,/j June ith a departure from th 31
a regular@cheduled flight {to Hea‘g@;’owrport. ou will then travel 32
by motor coach to Bath, where)you will hawe accations at the elegant 33
Francis Hotel for the first nights. The mineral~“springs at Bath have 34
made this a fashionable gathering place since {gdman times. From Bath 35
you will embark on a ful excursion to theé~cathedral town of Salis- 36
bury. You will continuye tonehenge, the 400 ea 1d circle of 37
massive stones that dall visitors into the comtinulng debate about 38
the original purpose of "this monument. Your jiid will next take you 39
to Stratford, the site of William Shakespear home. On the morning of 40
June 13 you will be taken back to Heathrow for a return flight to the 41
United States. Throughout your trip Professor Neilson will offer an 42
educational program of lectures and reading materials that make signifi- 43
cant references to all the places you will visit. 44

45
The enclosed brochure provides a detailed dqscription of the itinerary, 46
the rate schedules, and the activities pl{ by Professor Neilson. 47
Because I made the trip last yeap~I think can answer any questions 48
you may have about the trip. May@e reserve a place for you? 49

Directions: On the reverse side of this sheet you will find a page taken from a business report on information process-
ing (with business-style footnotes). Correct any errors in style, grammar, usage, spelling, content, and format (including
spacing). Make the corrections as you did in the letter above. If time permits, retype the corrected page on a plain sheet
of paper, using 1.25-inch side margins and starting on the first line below a 1-inch top margin. References: Sec-
tions 14-15 plus Sections 1-12.

Name Date Class 65
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8

9
/\potunities will always be available in the of information processing 10
11

for those who have good skills and can adapt to continual changes in the 12
13

workplace. According to one authority: 14
:

16

IEost people will change careers two to four times within their 17
working lifetimes—and that statistic does not include job 18
changes. The average working person . . . @will make five, 19

six, or even more job changes in addition to career changes.* 20

T :
Moreover, within the next ten td YTars, between v.'l 6t the available 22
23
jobs will have titles and descriptions that do not now einn other 24
25

word@ot only will you be changing jobs in the course of your career, 26
v 27

but the jobs themselves mgypg changing as well. For that reason it is 28
29

critical to develop skills that are transfele from one job to anothe@ 30
31

and are not likely to me obsolete. 32
33

34

CAREERS IN INFORMATION PRSING 35

36

'/2" |Within an organization there are typically three levels of jobs: opera- 37
38

tors, assistants, and managers. In addition, therea number of re- 39
40

lated opportuni outside the organization! 41
42

43

Operators 44
"
46

Operato@jobs are usually classified according to the level of 47

48

skill and experience required. 49
50

Information Processing Trainee. This is an entrvel job that 51

52

requires good keyboarding and formg skills but no experience. 53
54

55

4. Sharon Lund O’Neil, Office Information Systems: Conceptsd 56
Applications, , slepncae, Westerville, Ohio, 1999, p. 292. 57

58

0’Neil, @ ] 59
6. Seepenix A for a full list of job titles and descriptions. 60

66 Copyright © 2005 by the McGraw-Hill Companies, Inc. All rights reserved.
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Comprehensive Worksheets for

The Gregg Reference Manual
Tenth Edition

Final Survey

Directions: Correct the punctuation and capitalization in each sentence below. If the punctuation is incorrect, draw a

line through it: an old/winter coat. If new punctuation is to be inserted, circle it: @o ~hope so. To change a small letter to

capital letter, draw three lines under it:@ristmas. To change a capital letter to a'Small letter, draw a line through it:
@ough. If a sentence is correct as given, write C in the answer column. References: Sections 1-3.

1. Bo@oi d I want to find sma]@ggressive companies we can invest ing 1.
2. May I please have two hours of your time on Monda@/[ay @So get some advic@ 2.
3. Thanks for sending me a copy of your letter of March 44n which you take the

directors to task for approving excessive pay for top executivat a messm E"‘" @J 3.
Thsident of Gagefseminars has asked how many managers you plan to sends
Did you really exceed your sales goal by 40 percebelievable@

It’s odd, isn’t it, how some people will buy a pre-owngd vehicle but not a used ca 9
Did the supplier who called on us last daend the additional data I asked f
In my judgmenghis son Ted lacks the Managerial skills needed to run the@visim@

© X N0,
© 0N 0w

If your assistant is not that bus%jould she please help us with our backlo@
10. We could rendezvous in Amhers‘@ew Yor if you preferdn Londo 90 ntariog 10.
11. Itis urgengghereforeghat we make a counteroffer to their%

esiden 5 ay Perryp 11.
12. Please supply the following da rpose of lo ount neede@uation of loany 12.
13. Liza Lott h.D@ writing the(@mpany’s histor@a.nd will be dofie thil@ 13.

14. The transaction meetsate laWI' ut will it satisfy@deral regulation
t

15. Before I came back/edst last ex] worked for a larg@mining company in Utals 15.

16. You don’t think our profit shortfall will go as high as $é90 000 ym@ 16.
17. We must therefore ask for a deposifgven though your credit rafing is goods 17.
18. We can't find the wilbhut we do have the codicil dated{d¢cember g:2004¢> 18.

19. Pau@o you think Dan Peter@hesident of ND(@vould be a good (EEO_f_QE_E@ 19.
20. In 20044Farley Mudge,Jr.qnade a substantial investment in Ariel,Inc@T hesged ) 20.C
21. Toentera subscription@.ll 1-800-555-060 all 1-800-555-0602, 21.

22. Whenever I tel-Charlie that I need hj ait 22.

23. (Seection d tugh : 23.

24. ihhe démonstration sites3 rg me&@ow e Eop tahe 24.
OR/ ...Me . However, #5k...

25. The layouts look great to mg,joweverask the eting{dgpartment to okay them, 25.

26. Could someone from the Centerr Auto Safety pick me 1D at Reag or@ 26.
27. He teachench histor@nd is an authority on the eighteenth centurygo R ... cenTary- For...)

exampl@le did a book on the venteeneties and the nchvolu Ong, 27.
€

28. After I graduategs left Knoxvillezsut I'm still fond of @ stérn Tetlhesseee 28.
29. The CE@long with his staff-will host a party ex the urth of Julyg 29.
30. An@d Ho“tommittee was Set up in July 20 was it Augus@ 30.
Name Date Class 67
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Directions: The following items deal with problems in number style, abbreviations, plural and possessive forms, spelling,
compound words, and word division. (Note: The symbol / is used in items 96-100 to show word division at the end of a
line.) If an item is correct as given, write C in the answer column. If an item is incorrect, circle the error and show the
correct form in the answer column. References: Sections 4-9.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.

46

47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.

63

64.
65.

68

184

got 12 PCs (6 are laptops)

after ]ul@

had to pay ove
with a unit cost o
for nowears ago ...
before thecentury

is more than@ done

in, two-liter/containers

reduced benefits before 65

grace period

almost fifty years ago

opens at(@ine A.M.)
consultedSiu

Baldwin’s opinion
an ling
epartment of Energy

a trip to Washington, D.C.

6(bs)e@ $8.25

only arive
entertain a
unexpected
when themeet
invite husbands and
console the

a strang

sold by the Connollys

back in the

the witness’s account

took Jo lace

both agencies’ accounts

a sale oncoats

it's Harry’s, not
and Fran’s signatures

need two'd 'worth

ask about@ getting a job

C 402
31 407b
$200 415
86 cents 418
Twenty 421
424
twentieth 438
half 427
2-liter 429a
C 433
30-day 436a
C 437
440
9 a.m. 453a
R. M. 516a
Dr. 517a
SEC 524a
U.S. 525
C 527
Ib 535
100-km 538b
VIP 546
tendencies 604
attorneys 605
wives 608b
runners-up 612a
phenomenon 614
C 615¢c
1990s 624a
C 631a
Barnes’s 631a
C 632a
women’s 633
theirs 636
Ed’s 642a
dollars’ 646
my 647a

66
67

68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.
96.
97.
98.
99.
100.

. this payment
R check

an acknowledgment

quite an
very(gersistant)

may no
submit you
our(p ple)goal
toan increase
can’this excuse
to@one’s rights
Wascorrect
try to

it look
highly(eccommended
need you
let’on it
read th

good at problem solving

wants itlfriple spaced
high pressurc)ob
al\three-year's/lease

}

found it

was too

a newly decorated office

bring me
let‘s er

much too
welstop-/ ped)going
on checks
anaction
was(ansterr/ ing)

sell-/ ing at a loss

deferred 702
canceled 704
C 708
achievement 712
persistent 714
proceed 716b
résumé 718a
principal 719
forgo 719
accept 719
waive 719
basically 720
accommodate 720
familiar 720
recommended 720
goodwill 801a
check up 802
printouts 803d
C 805a
triple-spaced 812
813
high-pressure 816a
three-year or
three years’ 817a
income tax 818a
toll-free 820a
nerve-racking 821a
fast-paced 823a
C 824a
up to date 831a
reelect 835a
self-confident 836a
stopped 902
sepa-/ rate 913

expedi-/ ent OR

expe-/ dient

914

transfer-/ ring

922b

Cc

922a
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Directions: Underline all errors and write the correct forms in the answer column. If a sentence is correct as given, write
C in the answer column. References: Sections 10-11.

101. Every sales rep and field manager have to be notified at once. 101. has i§§§§
102. Only one of the fax machines are in service right now. 102. is 1008a
103. Was any of the incoming phone calls from Mrs. Malifitano? 103. Were 1013a
104. Our criteria for establishing a customer’s creditworthiness has

changed. 104. have 1018a
105. The number of calls about equipment breakdowns is unacceptable. 105. € 1023
106. Bob is one of those people who assumes you always have time to talk. 106. assume 1008b
107. None of the position papers deal with the impact on employee morale. 107. C 1013a
108. Iwish I was able to devote time to the company’s tutoring program. = 108. were }ggga
109. When will the company update their policy on environmental issues? ~ 109. its 1049a
110. Between you and I, the board isn’t very happy with the new CEO. 110. me 1055b
111. Moira seems to think she’s better qualified to do my job than me. 111.1 1057
112. Mike and myself expect our funding proposal to be approved. 112.1 1060d
113. Whom do you think is the leading authority on artificial intelligence? 113. Who 1061
114. We had a real nice time at the Benzingers’ reception. 114. really 1065
115. I {feel very bad about losing the lease on my store. 115. C 1067
116. We never participated in no meetings with the Finley brothers. 116. any 1076
117. It’s too early to tell whether the rail strike will effect us. 117. affect 1101
118. We've had an excessive amount of complaints on those bearings. 118. number 1101
119. Business was slow for awhile, but orders are starting to pick up. 119. a while 1101
120. Inrecent weeks I've made less mistakes. 120. fewer 1101

Directions: Rewrite the following sentences to correct all errors. References: Primarily Sections 10-11.

0534 &0%a 719 1053 5
121. Every salesman should continuously monitor his travel expenses. All sales representatives

[or salespersons] should continually monitor their travel expenses.
1081 b 630, w449,/1071;
122. We not only reviewed this years’ sales patterns but also last year. We reviewed not only this

year s sales patterns but also last year’s.

0085 eYqc
123. Ne1ther the employees nor the supemsomas met his production quota. Neither the supervisor

nor the employees have met their productlon quotas.

10 10re
124. To open an account, this card should be fllled out. And returned to us. To open an account,

fill out this card and return it to us.
L BHs 1037 b 10180y note .
125. The will’s provisions have been challenged by everyone of us relatives. Every one of us relatives

has challenged the provisions of the will.

Directions: On the reverse side of this sheet you will find a letter to Mr. Ferris G. Hartmann (typed in modified-block
style—standard format with standard punctuation). Correct all errors in style, grammar, and format; also look for errors
in typing and content. Circle all changes you make within the lines or out in the margins; if you prefer, show all changes
on a separate sheet, identified by line number. If time permits, retype the corrected letter on a plain sheet of paper, using
1.25-inch side margins and positioning the date on the first line below a 2-inch top margin. References: Section 13 plus
Sections 1-12. See also pages 358-359 or the inside back cover of The Gregg Reference Manual for a chart showing how
to indicate corrections on typed material.

Name Date Class 69
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. N\ ///H

1 ada w Il S

February

1@2007

Ferris G. Hartmann
BRI — Newwepr

opeka, KS 66604

Dear Mr. Hartmar}l:

[ Thank you for your letter of Februaryin which you expressed

some interest in acquiring a oy »mily home in Highlawn Hills. Since
you and your wife will not be viSiting the Sparta area until later in
the .rln@et me try to answer some of your questions now.

w’hﬂo—Prp
gThe community bnsists entirely of custom-craftedyy} ¢ and (g bedroom

uses, tful plended into an 800-acre hilltop setting and priced from
$335, 0595 000. In shor very house enjoys a million-dollar view
without the million-dollar@ice tag.

Highlawn Hills has been created by the Saroyan Brothers Development
Company, ma r builders of award-winning communities with more than
thirty year@xperience. Every house contains such ameni}“ies as a woo
burning fireplace, a sundeck, sun-filled skyglightg~and 27!/2 bathrooms
(including a {jpcuzzi in the master bathroog @ =

gEve family in Highlawn Hills can enjoy the following on-site f

lltle an 18-hole golf course, tennis courts, an Olympic-sized sw
pool, jogging trails, and a clubhouse with a fitness center. At a -.@
shopping center are a gourmet supermarket, two department store rrd

a number of elegant boutiques. Moreover, your children will havel

ace.ess
Pl

to a school district that is rated one of the best in the ate.

I'm englosing a prospectu@ thatribes all the propernow being
u' a

offd for sale. Also enclosed booklet about Spart@and a bro-
churé~describing the lovel@unspoiled setting of H1 hlawn Hills. When

you do come to Sparta, why don’t yourEhye me a cal Farley Fox,
ourlesnage@or I would be pleo help you in a y we can.
Cord@@ur@

A

Paula B. Sharpe

Associatelesnager

3

Enclosures 2

D P.O. Box 455 Sparta, NJ 07871 Phone: 973.555-5675 Fax: 973.555-5890 Web: www.hhills.com
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