Chapter 18

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.
When you are on the recieving end of a request you will often need to respond, and this usually occurs in writing and just like requests many of responses may be simpel. They will deal with routin matters that occur every day. Sum of them might require you to conffer with others: You might also be researching or have to retrieve information from files and in some cases you might have to organize information in a form that will be most helpful to the person making the request. Responding to any kind of a request takes time. Requests that are not a part of your daily job may require efort that you would rather use elsewhere- You might feel there is nothing for you however it is wise to consider the potential: payback. First off all Every employee needs to build good will with colleagues and clients. consider how you would respond to a request form supervisor or top executive and apply the same amount of attention to others. Every request is a prospect for a new or continued relationship. these relationships have an impact on your future success ultimately within an organization. Your attitude toward working with others help build a successful career just like responding to theyre needs.
