Sentence Length & Variety 
QUIZ

Directions:
Combine the following pieces of information into one or two sentences with good tone.  Remember that the basic sentence patterns that we have studied can be used alone or in combinations.  Put the main idea in the main clause.  Get rid of redundancies. Use the correct punctuation.

Example

(a) You provided banking instructions in your letter.

(b) We cannot accept these banking instructions.

(c) They are not in accordance with staff rules.

Answer: 
Unfortunately, we cannot accept the banking instructions provided your letter since they are not in accordance with staff rules.

1. (a) We cannot process your medical claims.

(b) You must send your medical records first.

(c)  The medical records must state the exact dates of your illness.
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

2. (a) We once approved a staff member’s request.
(b) The request was for reimbursement of a second shipment of personal effects.

(c) This approval was exceptional.

(d) This exception should not be considered a precedent.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

3. (a) I received an interesting brochure on a new computer software program.
(b) The new computer software program may be useful for the work of our 
      Department.

(c)  I would like to stop by your office to discuss this with you.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

4. (a) Our supervisor is Mr. X.
(b) Mr. X will be retiring next month.

(c)  Mr. X is in the hospital.
(d) He might not return to work before his retirement date.

(e) We may have to reschedule his retirement party.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

5. (a) Learning a new language often opens doors to new career opportunities.
(b) Learning a new language teaches you about a culture different from your own.

(c) In United Nations language courses, you may even learn something you didn’t know about your own language.

(d) During United Nations language courses, you will have fantastic networking 

     opportunities.

(e) During United Nations language courses, you will have the possibility to make 

     new friends.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

