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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Q: 1: Short Questions: 
I. What are 4 C's of communication?
Clear, concise, complete and correct
II. What is clear writing? and why it is important?
Writing is other form of communication. Very important is, what we write to be clear, understandable, complete, correct and concise for who read our writing.
If you write extra words, people think their time is being wasted via us.
If you write short or poorly, may be not read.
When we write well:
· we have saved time for reader
· we have sent positive image 
· we have not been inconvenience, frustrated anyone 
III. How is business writing different from other forms of writing?
When we write something in business, the words and forms what we use should be clear, understandable, concise, communicate exactly what we mean and with maximum power. Should avoid phrases in writing, what we usually use in speech. (kind of, up, in terms of ……..)  

Q: 2: Re-write the following sentences so that they are more concise. 
a. In the event that payment is not made by January, your license will be suspended.
- Your license will be suspended in case, if payment is not made by January
b. The invoice was in the amount of $50,000.
- The invoice amount was $50,000.
c. He ordered desks which are of the executive type.
- Executive type desks were ordered by him.

d. There are four rules which should be observed.
- Four rules should be observed.

Q:3: Re-write each of the following sentences using the active voice.
a. The new process is believed to be superior by the investigators.
- The investigators believe, the new process is superior.
b. The office will be inspected by John Rhodes from NYC.
- John Rhodes from NYC will inspect the office.
c. It is desired by this office that the problem be brought before the board.
- Staff of this office thinks, the problem will be discussed before the board.
d. A complete renovation was required by the new owners.
- The new owners requested a complete renovation.
e. The letter was typed by Brian, the new assistant.
- The new assistant Brian typed the letter.
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