INTRODUCTION: The following material is Group Zinc’s response to exercises 1-15 at the end of Chapter 10- Writing Effective Sentences. Everything that in black ink comes straight from the book; our responses are in red.

1. Rewrite the following sentences in the form of a list. 
The causes of burnout can be studied from three perspectives: physiological-the roles of sleep, diet, and physical fatigue; psychological- the roles of the guilt, fear, jealousy, and frustration; environmental-the role of the physical surroundings at home and at work.
The cause of burnout can be studied from the following three perspectives:
1) Physiological – the roles of sleep, diet, and physical fatigue.
2) Psychological—the roles of guilt, fear, jealousy, and frustration.
3) Environmental— the role of the physical surroundings at home and at work. 
There are several problems with the online registration system used at Dickerson University. First, lists of closed sections cannot be updated as often as necessary. Second, students who want to register in a closed section must be assigned to a special terminal. Third, the computer staff is not trained to handle student problems. Fourth, the Computer Center’s own terminals cannot be used on the system; therefore, the university has to rent 15 extra terminals to handle registration. 
There are several problems with the online registration system used at Dickerson University.
a) Lists of closed sections cannot be updated as often as necessary.
b) Students who want to register in a closed section must be assigned to special terminal.
c) The computer staff is not trained to handle student problems.
d) The Computer Center’s own terminals cannot be used on the system; therefore, the university has to rent 15 extra terminals to handle registration.
2. The following sentences might be too long for some readers. Break each sentence into two or more sentences. 

If we get the contract, we must be ready by June 1 with the necessary personnel and equipment to get the job done, so with this in mind a staff meeting, which all group managers are expected to attend, is scheduled for February 12. 
 We have scheduled a staff meeting on February 12 where all the group managers are expected to attend. If we get the contract, we must be ready by June 1 with the necessary personnel and equipments to get the job done. 
Once we get the results of the stress tests on the 125-Z fiberglass mix, we will have a better idea of where we stand in terms of our time constraints, because if the mix isn’t suitable we will really have to hurry to find and test a replacement by the Phase 1 deadline.
 We will have a better idea of where we stand in terms of our time constraints after we get the results on the 125-Z fiberglass mix. If the test shows the mix isn’t suitable, we have to quickly find and test a replacement by the Phase 1 deadline.
Although we had a frank discussion with the Becker’s legal staff, we were unable to get them to discuss specifics on what they would be looking for in an out-of-court settlement, but they gave us a strong impression that they would rather settle out of court. 
 We had a frank discussion with Becker’s legal staff. They gave us a strong impression that they would rather settle out of court, but they would not discuss specifics on what they would be looking for in an out-of-court settlement. 


3. The following examples contain choppy, abrupt sentences. Combine the sentences to create a smoother style. 
I need a figure on the surrender value of a policy. The number of the policy is A4399827. Can you get me this figure by tomorrow?
Can you get me the figure on the surrender value of policy number A4399827 by tomorrow?

The program obviously contains an error. We didn’t get the results we anticipated. Please ask Paul Davis to test the program.
 Please ask Paul Davis to test the program because it obviously contains an error and we didn’t get the anticipated result.

The supervisor is responsible for processing the outgoing mail. He is also responsible for maintaining and operating the equipment.
 The supervisor is responsible for processing the outgoing mail as well as maintaining and operating the equipment.

4. In the following sentences, the “real” subjects are buried in prepositional phrases or obscured by expletives. Revise the sentences so that the real subjects appear prominently. 
There has been a decrease in the number of students enrolled in our training sessions.
The number of enrolled students has decreased in our training session.
It is on the basis of recent research that I recommend the new CAD system. 
I recommend the new CAD system on the basis of recent research.
The use of in-store demonstrations has resulted in a dramatic increase in business.
A dramatic increase in business is caused by the use of in-store demonstration.

5. In the following sentences, unnecessary nominalization obscures the “real” verbs. Revise the sentences to focus on the real verbs.
Pollution constitutes a threat to the Wilson Wildlife Preserve.  
Pollution is threatening Wilson Wildlife preserve.
Evaluation of the gumming tendency of the four tire types will be accomplished by comparing the amount of rubber that can be scraped from the tires. 
The four tire types can be compared by the gumming tendency of the tire, which is evaluated by the amount of rubber that can be scraped from the tires. 
Reduction of the size of the tear-gas has already been completed.
The size of the tear-gas generator has been reduced.
6. Revise the following sentences to eliminate nonparallelism.
The next two sections of the manual discuss how to analyze the data, the conclusions that can be drawn from your analysis, and how to decide what further steps are needed before establishing a journal list.

The next two sections of the manual discuss how to analyze data, draw conclusions from your analysis, and decide what further steps are needed before a journal list is established.
With our new product line, you would not only expand your tax practice, but your other accounting areas as well.

With our new product line, you would expand your tax practice and your other accounting areas. 
Sections 1 and 2 will introduce the entire system, while Sections 3 and 4 describe the automatic application and step-by-step instructions.

Sections 1 and 2 will introduce the entire system, while Section 3 and 4 will describe the automatic application and step-by-step instructions.
7. Revise the following sentences to correct punctuation or pronoun errors related to modifiers.
You press the Greeting-Record button to record the greeting which is stored on a microchip inside the machine.
You press the Greeting-Record button to record the greeting.
This problem that has been traced to manufacturing delays, has resulted in our losing four major contracts.

We have lost four major contracts due to a problem traced back to manufacturing delays.

Please get in touch with Tom Harvey who is updating the instructions.

Please get in touch with Tom Harvey, who is updating the instructions.

8. Revise the following sentences to eliminate the misplaced modifiers.
Over the past three years we have estimated that eight hours per week are spent on this problem.
We have estimated that over the past three years, eight hours per week have been spent on this problem.

Information provided by this program is displayed at the close of the business day on the information board

 Information provided by this program is displayed on the information board at the close of the business day.
The computer provides a printout for the Director that shows the likely effects on the action.

The Director can find a printout provided by computer that shows the likely effects on the action. 
9. Revise the following sentences to eliminate dangling modifiers.
By following these instructions, your computer should provide good service for many years.

Your computer should provide good service for many years by following these instructions.
To examine the chemical homogeneity of the plaque sample, one plaque was cut into nine samples.
One plaque was cut into nine samples to examine the plaque’s chemical homogeneity.

The boats in production could be modified in time for the February debut by choosing this method.
Modify the boats in production for the February debut by choosing this method.

10. Revise the following informal sentences to make them moderately formal.

The learning modules were put together by a couple of professors in the department.

The professors in the department put the learning modules together.
The biggest problem faced by multimedia designers is that users freak if they don’t see a button- or, heaven forbid, if they have to make up their own!
Multimedia designers face a large problem when a button isn’t visible.
If the University of Arizona can’t figure out where to dump its low-level radioactive waste, Uncle Sam could pull the plug on millions of dollars of research grants.
If the University of Arizona can’t determine where to dump its low-level radioactive waste, it could cost millions of dollars of research grants.
11. Rewrite the following sentences to remove inappropriate use of the passive voice.
Most of the information you need will be gathered as you document the history of the journals.

You will gather most of the information you need when you document the history of the journals. 
Mistakes were made.

Incorrect data was recorded. 
Come to the reception desk when you arrive. A packet with your name on it can be picked up there. 

When you arrive, a packet with your name on it can be picked up at the reception desk.

12. Revise the following sentences to remove the redundancies.
In grateful appreciation of your patronage, we are pleased to offer you this free gift as a token gesture of our gratitude. 

We are pleased to offer you this gift in appreciation of your patronage. 
An anticipated major breakthrough in storage technology will allow us to proceed ahead in the continuing evolution of our products. 
An anticipated major breakthrough in storage technology will allow evolution of our products to continue.

During the course of the next two hours, you will see a demonstration of our improved speech-recognition software, which will be introduced for the first time in November.  

You will see a two- hour demonstration of our improved speech-recognition software which debuts in November.

13. Revise the following sentences by replacing the vague elements with specific information. Make up any reasonable details.

The results won’t be available for a while.

The results of Ms. Brees’ blood work will not be available in two weeks. 
The fire in the lab caused extensive damage.

The fire in the computer science lab caused extensive damage to all of the electronic equipment. 
A soil analysis of the land beneath the new stadium revealed an interesting fact. 

A soil analysis of the land beneath the new stadium revealed the age of the soil to be over 100 years old. 
14. Revise the following sentences to remove unnecessary jargon.
Please submit your research assignment in hard-copy mode.

Please submit a hand-written copy of a research assignment. 

The perpetrator was apprehended and placed under arrest directly adjacent to the scene of the incident.

The perpetrator was apprehended and placed under arrest at the scene of the incident. 

The new computer lab supports both major platforms. 

The new computer lab supports the science and math courses offered. 
15. Revise the following sentences to convert the negative constructions to positive constructions.
Williams was accused by management of filing trip reports that were not accurate.

Williams was accused by management of filing inaccurate trip reports. 

We must make sure that all our representatives do not act unprofessionally to potential clients.

We must make sure that all our representatives act professionally to potential clients.

The shipment will not be delayed if Quality Control does not disapprove any of the latest revisions. 

The shipment will be on time if Quality Control approves of the latest revisions. 

If there are any comments or questions please feel free to contact one of the members of Group Zinc via the class discussion board. 
