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This is an english writing howto | copied from somewhere (name
withheld) some time ago. hopefully you’ Il find it helpful too. [0 [
Jododooooo,joboooooouooo,oooao
Jooo,0000odoo,0ooo0ooooo ooao
JO0o0d0o0DAdOO0OlLOO0ODO0OOoOooo.ono:
Deciding to rescind the earlier estimate, our report was Qupdated to
include $40,000 for new equipment.” [ 00 [J Deciding to rescind
our earlier estimate, we have Oupdated our report to include $40,000
for new equipment. (Well U O, 0 Oreport)2.0 0O 0O 00O . O
[1 : He decided not to audit the last ten contracts. Because of our
previous objections about compliance. D O 0 O O 0O .3.0 00 O,
000000, 00O : The owner questioned the occupant’ s lease
Intentions and the fact that the contract had been altered with ink
markings. [J UJ 1 : The owner questioned the occupant’ s lease
Intentions and ink alterations of the contract. 4.00 U 0O 0O O O O,
OOo00o,000nd. 0o : Anauthorized person must show
that they have security clearance. 5.0 D D OO0 O 0.0 00 0O O
[1 I : 1.This is one of the public-relations functions that is
underbudgeted. 2. This is one of the public-relations functions,
which are underbudgeted. 6.0 O 0 O 00000 O00.00on
Joodoo,00odooooog.7oddod.on: He
did not make repairs, however, he continued to monitor the



equipment. [J [0 : He did not make repairs. however, he continued
to monitor the equipment. 8.01 [0 [ [0 . [ [ affectl] effect,
operativelJ operationall 0D 0 D 0000 doOd.e.0ood.d
Jdodooodoo,0ooooooo.eooooon.do
Jododododo,0oodn,,Ood: MUST change to OS
immediately. 000000000000 Oo0doOo.ooooad,
Jod,0o0,0o00ouo.odouououo s 0d 1.
Jod.0odoooooo,ododouou,0oooon
Jododoo.obooods2o0o),ououo,oood
Jdodo.2000o00oo.ouoo,gouoooouoooo
Jo00o00odoo,00000000.00:1.Because he
was unable to attend the meeting personally, he forwarded his
congratulations on cassette tape. 2.He forwarded his congratulations
on cassette tape because he was unable to attend the meeting
personally. 0 O OO0 ooooog.d.0o0od.ooon
O0andOO0O,0000000000.400000000.
O O :but (O O), therefore (1 O ), also (L O ), for example (U
[1). 0 O O furthermoreld moreoverd O O O O .5.00 000 O
O0O00000O. 00 : These decisions have been a big
disappointment to the committee members. They have delayed
further action. Theyd 0O O O 0O 7?2?00 O O O this, that, it, they, [
which.6.0J 0 0O 0O 0O 0O OO O,0 O : He could only reimburse the
cost after July 15. [0 O He could reimburse the cost only after July
15.70000000.0000.00:The figures show a
significant increase.” [ [ significantt ,[0 (I ? OO O : The figures
showanincreaseof 19%. 8.0 O U O 0. 00000O.0OO:



Partial data should be submitted by April. I LI : You should submit
partialdataby April0 D O 0. 000 dodooon c.od 1.
DO000000o0ood. oo subject-verb-objectd
Jo0o.00o0oooooooood.2.0000d (e.q.
was, were, is,are...)J U 0O O O O . O O : Prunton products are
highly effective in ... I O : Prunton products excel in ....0 OO O O O
J.300,0douououoo'ooooooo,0ouo
L. 0O O: 1. This information will be sincerely appreciated.” 2. We
sincerely appreciate your information. U [0 0,00 0O 0O O O O 20,
Jododododuob.uouoigoooooooon.
Jodododododououoobo.ou,0o0ooogd.
Jo0o0,00000.000000:Howard E. Wyatt,
D.D.SPhD. Dr. Howard E. Hyatt 2.00 I O OO O O ,[J Messts,[]
OMistersU OO0, 0000000,00000.00: Messrs.
Smith, Wyatt, and Fury [ [0 [ ? [ Mesdames, Mmes., or Mses. [
OO00000.00: Mses. Farb, Lionel,and Gray O O O 0O [ ?
OO000odt.dd: Dr.and Mrs. Harold Wright Mr. Harold
Wright and Dr. Margaret Wright Mr. and Mrs. Harvey
Adams-Quinn3.0 0000 0dooog,0o0ououod
Jododododouo~oooooooooono,0o
OMs.OO.Ms.SarahGray4.0 D00 odoooo.ooo,d
DO000000,000000.00: Ken Green, President Ken
Green Vice President of International Operations U [ I O O O [
[ 0O 0O 0O : Ken Green Vice President of Unicom China O U O I :
Ken Green Vice President, Unicom China5.0 0O O 0O OO O O Jr.
OSr,0dddooouooo,nooooo,ouod:



Michael J. Smith, Jr. Michael J. SmithSr.6.0 0 0 0 d QO dOogd.
Jodo,0o0oooobo.7oiobouooooooon
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