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180 PART Il MANAGERIAL WRITING STRATEGIE

8. Rewrite the following sentence into shorter units

According to Nancy smith, Director of the Office of Investor
people, Ann Wallace, from the Division of Corporate i
the SEC, and William Lutz, Professor of English at Rutgers
their hearts and minds into the Plain English Handbook that inspirec
create these exercises, which you are enjoying as well a
hope, and so all of the ¢ redit and none of the blame goes to I

< finding infc
s finding

9. Revise the following sentence to directly address the reader (you attitude)

We take pleasure in announcing that, effective today, the company
20 percent discount on all purchases made by employees.

CASE 6-1

Back to School

Because you are known to be a good writer, the director of human resources has asked you
together a seminar on written communication for employees in your company who need help
seminar would cover basic principles of written communication, letters, memos, and formal bu
reports. Managers have complained to the HR director that their employees do not write well. They
produce as evidence sloppily proofread e-mails. The employees, on the other hand, are grumbling that
having to attend a writing seminar would be like going back to high school, where a fussy old English
teacher berates them over minor punctuation concerns.

QUESTIONS
1. How would you determine who should attend the seminar?

2. How would you market it so that participants of the seminar would attend willingly rather than
through coercion?

3. How would you organize the seminar? What materials would you use?

4. What topics would you address in the seminar?

Exercises for Small Grouj

A. Rewrite the following sentences to eliminate confusing, long words.
al : i y
Bill received excessive remuncration for his promulgated work according to his profession?

colleagues.

2. What form
of personal €onveyance shall we solicit between the airport and the hotel?
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