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54 Chapter 2  Planning Business Messages


51. As a sales manager, you want to know which of your sales reps in the field are available immediately for a quick teleconference 
meeting. 


52. You need to know whether Amanda in Reprographics can produce a rush job for you in two days. 


53. Your firm must respond to a notice from the internal Revenue service announcing that the company owes a penalty because it 
underreported its income in the previous fiscal year.


Video Library 1, Building Workplace Skills. Your instructor may 
show you a video titled Guffey’s 3-x-3 Writing Process Develops 
Fluent Workplace Skills. it shows three phases of the writing 


process including prewriting, writing, and revising. You will see 
how the writing process guides the development of a complete 
message. this video illustrates concepts in chapters 2, 3, and 4.


pronouns
Review sections 1.07–1.09 in the Grammar Review section of the Grammar/Mechanics Handbook. then study each of the following 
statements. in the space provided, write the word that completes the statement correctly and the number of the G/M principle illus-
trated. When you finish, compare your responses with those provided near the end of the book. if your responses differ, study carefully 
the principles in parentheses.


 example Our safety committee just submitted (its, their) report. 


 1. We expected Mr. thomas to call. Was it (he, him) who left the message?


 2.  every member of the men’s bowling team must have (his, his or her, their) picture taken. 


 3.  just between you and (me, i), a new salary schedule will soon be announced. 


 4.  (Who, Whom) did you say was having trouble with the virus protection software? 


 5.  Most applications arrived on time, but (yours, your’s) was late. 


 6.  Because of outstanding sales, the company gave bonuses to Mark and (me, i). 


 7.  My friend and (i, me, myself ) could not decide on an apartment to share. 


 8. the offices are similar, but (ours, our’s) is cheaper to rent. 


 9.  Please distribute the supplies to (whoever, whomever) ordered them. 


 10.  everyone except the manager and (i, me, myself ) was eligible for a bonus. 


 11. No one is better able to lead the team than (he, him, himself ). 


 12.  it became clear that (we, us) employees would have to speak up for ourselves.


 13. someone on the women’s team left (their, her) shoes in the van.


 14. Next year i hope to earn as much as (she, her, herself ).


 15.  every homeowner should check (their, his or her, his) fire insurance.


Video resources


Grammar/Mechanics Checkup—2
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