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EXAMPLE: The inheritance will be given to my brother and myself on our twenty - first
birthdays. me
1.Mr. Cortez paid into the system for thirty years, then he retired and began to draw
benefits .
2.The seminar in Boulder, Colorado in the spring sounds as if it will be worthwhile.

3.The announcement from our Human Resources Department surprised the secretaries
as much as I.

4.Jim and I certainly appreciate you answering the telephone when he and I are away
from the office.

5. A set of guidelines were developed for him and others.

6. Every classified employee, as well as every management and certified employee, is
eligible for sales discounts.

7 .For you Mrs. Alison, we have a one — year subscription to your favorite magazine.

8.Under the circumstances, we can give you only 90 days time in which to sell the
house and its contents.

9.We normally hire only experienced operators; but on occasion we consider well —
trained individuals who lack experience.

10. During the fall Lisa took courses in history, spanish, and accounting.
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11.

12.

13

14.

15

17.

18.
19.

20.

All our customers names and addresses will be transferred to our computer
database .
Either Mr. Harris or his assistant will be working at the shop on next two

Sunday’s.
. Of the 500 letters mailed, Mr. Tumer’s secretary reported that only five were re-
turned .

If you want a three — week vacation, you must speak to the Personnel Manager.

. The warehouse has been moved from 5th Street to 39th Street.
16.

Chapter 15, which is entitled “Credit Buying,” is one of the best chapters in To-
day’ s Consumer.

Before her trip to the East last summer, my mother purchased a Kodak Camera.

We need at least one hundred fifty — cent postage stamps.

Your account is now 90 days overdue, therefore, we are submitting it to an agency
for collection.

I feel badly about your missing the deadline, but the application has been lying on
your desk for 15 days.

LEVEL [l

21.
22.

23.

24,

25.

26.

27.

28.
29.

The award will be made to whomever has best record.

All letters styles must comply to those shown in the company style manual.

Iris Products is larger than any food processing plant on the West Coast.

The number of employees interested in attending the seminar are surprising.

Our school’ s alumni are certainly different than its seminar are surprising.

She is one of those efficient, competent managers who is able to give sincere praise
for work done well.

Because she looks like her sister, Mary is often taken to be her.

If T was him, I would call the Harrises’ attorney at once.

Three employees were given merit raises, namely, Carol Chang, Tom Nelson, and



Toni Simpson.

30. Surely it was he who left the package on the boss’s desk.
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Reference Skills
(BEERTAER)
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1. College students need a current unabridged dictionary for daily use.

2. Dictionary guide words help readers to pronounce words correctly .

3.The usage label archaic means that a word is very old.

4. All dictionaries present words definitions in the same order.

5. A reader should not expected to find the spelling of the plural form of branch in most dic-

tionaries .

© CAREER TIP
_' The lifetime eamnings of a person with a college degree are about three times of a person
without a college degree. :
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