COMM 212 – Business Communication
Instructor: A. Mavidis
WRITING IMPROVEMENT EXERCISES – ANSWER KEY
CHAPTER 3
1. 
a) We must reduce our debt by divesting corporate assets. 
b) Instead of a refund, we suggest an exchange of services or a free service. 

2. 
a) If we reduce spending and operate as usual, we should see a positive change. 
b) As you requested, I’ve enclosed our newest brochures on home ownership saving plans.

3. 
a) Our real estate firm offers a 4% commission rate. 
b) Our Internet service provides a download speed of 12.55 Mb/s. 

4. 
a) We think share prices are low because of a weak sector. 
b) In response to your letter of August 16, we cannot issue a refund because the product warranty expired.

5. 
a) Our claims specialists assess coverage, liability, and damages. 
b) The marketing team finalized the branding agreement. 
c) Many analysts prefer a layered approach to security. 

6. 
a) The report recommends we continue the profit-sharing plan. 
b) During the meeting, the need for co-operation was discussed.

7. Positive connotations: educated, trained
Negative or colloquial: instructed, indoctrinated, brainwashed 

8. We always offer our GIC investors the most highly competitive rates. 

9. 
a) You can enjoy vacation time during the last two weeks of August. 
b) For your safety, avoid the front lobby while it undergoes renovation.

10. 
a) Please send me the latest sales figures today, so I can meet the November 21 deadline.
b) Motivating team members is a team leader function. 

11. All executives and their spouses are invited to our annual Christmas party. Executives will choose their seating arrangements.

12. 
a) Please send me the latest figures sometime this week. 
b) I’m completing an MBA degree. 
CHAPTER 4 – SENTENCES
1. Subject: Program  Verb: Cost

2. Although the program cost more than we expected

3. a) Open 		b) Hypothetical 	c) Closed


4. We know that borrowing from home equity is a realistic way for seniors to source extra cash. 

5. 
a) Number: Women have made considerable strides in their chosen field.
b) Person: Before you apply for a permit, you must show proof of Canadian citizenship.
c) Verb tense: When the CEO entered the auditorium, the crowd applauded wildly.
d) Voice: Financial analysts expect continued growth in the third quarter but anticipate weakness in the tourism sector.

6. Renovating our current location is less expensive than buying or renting a new property. 

7. i
8. ii
9. The committee found new industry guidelines affect profits. 

10. The team-building retreat in Muskoka was over budgeted.

11. Sales figures for the year were strong even though there was weakness in the third quarter.

12. Most companies reported moderate growth this year, and some anticipate similar growth next year. 

Most companies reported moderate growth this year. Some anticipate similar growth next year. 

13. Mouse pads featuring the company logo were given to conventioneers. 
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