Chapter 2
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.
writing is required in business for many purposes and in diverse forms. Yet there is one common aspect to all business writing it is focused on a particular purpose to get a specific result. Think about it business is all about action. So more than any other form of writing  the primeary function of business writing is to produce action to get someone to buy sell agree or respond in a desired way. Business workers and consumers to do not have the time to produce or dijest writing that rambles on or digreses from the main point and The writer needs to write only enough to get the job done. So when writing four business—even more so than when you are listening or reading in the workplace—your purpose should drive what you do. While the kinds of documents and reasons for communicating can be categorized fairly simply always keep in mind that your goal is not to conform to a pat way of expressing yourself. You are not attempting to write in a specialized business style or apply formulas of any kind. Although your purposes for writing may become routine it is always important to consider you’re reader your relationship with each reader is the most important factor in how you approach each writing task.
