Chapter 4

Editing

Directions: Edit the following paragraphs. Insert proper punctuation, correct misspelled words and grammar errors, insert paragraph breaks, and rewrite sentences to improve the structure as needed.
Two speak effectively you need to know you’re own purpose and the purpose of your listening audience. You also need to consider what information will accomplish these purposes by planning what you are going to say and organizing the information will help you determine what approach will deliver your message most favorably. Each of these element is esential when planning to speak under formal or informal circumstances in the work place. Good listening is also a criticle business skill. Good listeners participate fully as they process what other people say. In this way they distinguish between listening and hearing. In addition they consider the speakers purpose for speaking; they relate what they already know to what they hear.good listeners know how to show attention when to take notes when to follow directions when to comment when to remain quiet. They continuously evaluate what they hear to check their understanding to keep themselves focused on the topic and to aid their memories. Good listeners do all these things and more.
