
















































Lessgml

I Organization

{.

Topic Sentences

A topic sentence states the main idea bf t paragraph. Functionally, this
sentence is the point around which the entire passage is organized. If written
well, a topic sentence orients readers to the subject and allows them to
accurately anticipate the content that will follow.A topic sentence is usually the
first sentence in a pangraph. However, to create emphasis, writers sometimes
place it at the end of the passage.

'When developing topic sentences, follow these guidelines.

. Avoid vagueness. State the main point as specifically as possible.

Cbange: To find the right apartment,you should consider some very
important things.

Tb: To find the right apartment,you should consider three important
qualities-location, price, and suitability.

. Establish a clear direction for the text,letting readers know what to expect in
the paragraqh.

Cbange: Research indicates that using cell phones while driving is
dangerous.

Zo.' Research indicates that using cell phones while driving can cause

serious accidents.

Questions on the GED test will ask you to pick the best-written topic
senteflce from a gfoup of several choices.

Try this GED example. Choose the one best answer. Then check your answer

(1) First, locate the nearest hospital or
emergency clinic, and be sure you know how to
get there. (2) Next, you can telephone the
Departmeni of Motor Vehicles to get"a new
driver's license. (3) lf you've relocated within the
same state, you will only need to arrange for a
change of address. (4) Check on voter
registration rules because a residency period
may be required before you can vote in your new
home state.

Which sentence would be most effective if

inserted at the beginning of the paragraph?

(1) Before you begin any new tasks, you

should be congratulated.
(2) To get settled in your new community,

you should handle a few essentialtasks
as soon as possible.

(3) Although the move was a success, your
work is far from over.

(4) Here is your new "to do" list.
(5) no sentence is needed

(2) This paragraph needs a topic sentence.
Option (2) avoids the use of vague terms
and prepares the reader for the content that
is to follow.
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Practice Topic Sentences

J

il:
I.

Directions: Choose the one best answer to each
question. Questions 1 through 5 refer to the
following paragraph

(1) ldentity thieves do not steal money, jewels.
(2) They do not take electronic equipment, or
even great artwork. (3) lnstead of taking
someone's credit cards, identity thieves want a
person's name and personal information.
(a)They use these stolen identities to get
financial loans, and credit cards for their own
use. (5) ldentity thieves also sell their victims'
names to fellow thieves, that increases the
number of people who are spending money in
someone else's name.

1. Which sentence would be most effective if
inserted at the beginning of the paragraph?

(1) This paragraph discusses a new kind of
criminal in American society.

(2) Stolen identities are becoming a major
problem.

(3) A new kind of thief is appearing on the
American criminal scene-an identity
thief.

(a) ldentity thieves target people who have
good credit histories and high incomes.

(5) no sentence is necessary

2. Sentences 1 and 2: ldentity thieves do not
steal money, iewels. They do not take
electronic equipment, or even great
artwork.

Which is the best way to write the underlined
portion of these sentences? lf the original is
the best way, choose option (1).

(1) jewels. They do not take
(2) jewels;they do not take
(3) jewels, and
(4) jewels,
(5) jewels; also, they do not take

3. Sentence 3: lnstead of taking someone's
credit cards, identity thieves want a
person's name and personal information.

Which correction should be made to
sentence 3?

(1) insert a comma after lnstead
(2) replace lnstead of witfr White
(3) change perlsott's to persons
(4) insert a comma after narne
(5) no correction is needed-

4. Sentence 4:They use these stolen
identities to get financial loans, and
credit cards for their own use.

Which correction should be made to
sentence 4?

(1) change use to used
(2) change use to are using
(3) insert a comma-atter iOentities
(4) remove the comma atter loans
(5) no correction is necessarf-

t
5. Sentence 5: ldentity thieves also sell their

victims'names to fellow thieves, that
rncreases the number of people who are
spending money in someone else,s
name.

Which is the best way to write the
underlined portion of this sentence? lf the
original is the best way, choose option (1).

(1) thieves, that increases
(2) thieves, they increases
(3) thieves. That increased
(4) thieves, that increased
(5) thieves, increasing

:

;1:

:,]
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Questions 6 through 10 refer to the following
paragraph

(1) The JetExpert printer has trays. (2) The

larger tray, called the standard paper tray, holds

8.5 x 1 1-inch paper, it is used for most print jobs.

(3)The standard paper tray is located at the

bottom of the printer and also it holds up to 250

sheets of paper. (4)The multipurpose tray,

located in the center front of the printer, can

hold 100 sheets of paper or ten envelopes.
(5) lt holds legal-sized paper. (6) Used when the

print job involves envelopes, transparency

sheets, or labels.

6. Sentence 1: The JetExpert printer has
trays.

Which is the most effective rewrite of

sentence 1?

(1) The JetExpert printer has two trays.

(2) The JetExpert printer has too trays.

(3) The JetExpert printer has two trays, that
hold paper.

(a) The JetExpert printer has two trays that

hold paper and other Print media.
(5) no revision is necessarY

7. Sentence 2:The larger tray, called the
standard paper tray, holds 8'5 x lf inch
paper, it is used for most print iobs.

Which is the best waY to write the

underlined portion of this sentence? lf the

original is the best way, choose option (1).

(1) paper, it is used
(2) paper and is used
(3) paper, but it is used
(4) paper used
(5) paper, it was used

8. Sentence 3:The standard paper tray is
located at the bottom of the printer and
also it holds up to 250 sheets of paper.

lf you rewrote sentence 3 beginning with

Located at the bottom of the printer,

the next words should be

(1) the standard paper traY holds
(2) the standard paper traY held
(3) and also it holds
(4) the standard paper tray is located
(5) it holds up to 250 sheets

9. Sentence 4:The multipurpose tray,

located in the center front of the printer,

can hold 100 sheets of PaPer or ten
envelopes.

Which correction should be made to

sentence 4?

(1) remove the comma after tray
(2) change hold to held
(3) insert a comma after Paper
(4) replace ten with tin
(5) no correction is necessarY

10. Sentences 5 and 6: lt holds legal'sized
paper. Used when the print iob involves
eqvelopesn transParencY sheets, or
labels.

Which is the best waY to write the
underlined portion of these sentences?

lf the original is the best way, choose

option (1).

(1) paper. Used
(2) paper, and is used
(3) paper and is used
(4) paper; used
(5) paper; additionallY, used

ver ailthb sentences inUsing index cards, co -

your paiAgraph except the topic6entence. After
reading the sentence carefully, ask yourself,
"Could.a reader accurately'predict the type of
information that I know comes next?" lf not,
revise until you create a sentence that lets
readers know what to expect in the paragraph.
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Tfansitional words and phrases accomplish different tasks, such as providingan example of contfasting two ideas. Fo'owing is a list orrrequenuy usedtransitional words arranged in frrnctional categtries.
Addition: furtbermore, in addition
Cause and effect *Jerefore, as a result
Compare and contrast: simitarly, bouteaer, on tbe other bandExample: spectflcalty,for example
Sequence: 

1frrst, second, tben, next
Time: nort,,neanwltile,since, tben

*"$::::ns 
on the GED tesr wilt ask you to recognize ways to coffect fautty

Tty this GED example' The questions refer to the resume cover lettgr on the next page.choose the one best answer to each question. Then checr you, answers.

1. Sentence 4: I worked for three years as a
printer assistant.

Which correction should be made to
sentence 4?

Leessm

10 Organization
Transitions

Transitional words and phrases corurect the sentences inthe ideas in the text rcgether.writers use these words *a,##,m:iinding
rerationships. Transitional words and phrases provide a sense of direction;theyindicate the type of content that will iouow. rn other words,'transitional writingties the parts of a pa',,o,,phor document together into a comprehensible
message.

2. Sentence 10: For instance, the wortcforce
realignments made necessary in our
current economy have trained me to
handle added responsibilities.

Which correction should be made to
sentence 10?

(1) change worked to work
(2) insert Befoie that timdbefore I
(3) inserteetor@city
(4) insert a comma after worked
(5) change printer assistant to printer

Assistant

1. (3) The phrase Before enroll at Carlton
City College provides needed
about when the writer's work as a printer
assistant occurred. Although option (2)
provides information related to time, the

has no clear referent.

(1) replace For instance with ln
(2) move For instance to follow economy
(3) change have to has
4) insert a comma after economy

(5) no correction is necessary

2. (1) The phrase for instance signals that an
e.xample will follow. However, the context of
the sentence indicates that the writer is
trying to provide additional support for his or
her self-confidence.

30
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304 Oakwood Circle
Carlton, MO 10533-2903
January 15,2002

Mr. Patrick Berta, Manager, Human Resources

Winstead GraPhics
25802 Grant Blvd.
Hobart, MO 10468-7468

Dear Mr. Berta:

Sincerely,

efui,L lU,LarL frI4arv$
Chris Nolan Alfaro

enclosure

(A)
(1) Please consider my application for tlie'position of.printing sales.representative

now open at your 
"*,'p"ny 

headquarters ih Hobart, (2) ln MaY I will graduate 
..

ii", -iiirt"n 
bity C;ii"g; iqth in Rssociate of Ap.plidd Science degree in Printing

M;";;*;nt. tgl frrf i. C6pOV Haze.lton, my. marketihg instructor, told me of his

work as a training coniufta"nt for Winstea'd Graphics and suggested I apply for

the job.

(B)

(4) I worked for three years as a printer isiistant. (5)Whll.e I complete my degree'

ilr rorf.ing part tim6 as a customer service representative at Carlton's largest

ffiiil;#plny. (G) Through my experience as a printer assistant and my

;;;;;;"*;ik in piiniirig'r".ig"tLnt,'l h"u" acquired the. production skills needed

ir tfr. pii.ting fusineit. t?l ffiV work as a customer service representative and my

;iili 5i;;rairg h* tilghime about customers'desires and how to meet them

(c)
(g) I have confidence in my knowledge.dt ine printing proCess, including the very

tliiest Oevelopments in teChnotogy. (9;) My communication skills have been

.ontiim"O thi'ough ry *orX with"i doheiimes-demanding_public' (10) For

ili;;,]il *oitcor6" realignments made necessary in our current economy

nive trained me to handle added responsibilities'

(D)

(1 1) Thank you for considering qyjpplibalion. (12) I look.forward to discussing

h;il *t 
"r'ptoyr.niaiWinst6ad'Gra'pnics 

would be profitable to both of us'

ei
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Transitions

Directions: Choose the one best answer to each question. Questions 1 through 7 refer to the
following instructions.

Changing lD Codes and passwords

(1)The AlathPrepsoftware allows studii[ t9 q:" the computer to study for anystandardized math test. (2) students complete the lessons, ttre pr;g;;r'gi"du,
the students'work and records where they stopped. (3) For securitli 

"i.fi r.",has an identification (lD) code and password thht mu'sf be typed in'corr-cttu
before the student can.start working. (a) rDs and.passworodfin r,"""'lp iJ rzcharacters and can include numbers, ieiters, and'symbols.

(B)
(5) lf another student.accidentally or intbntionally uses your security codes,
incorrect information is.permanently entered in your record. tOl Sudn-errorJ
cause_great confusion for both students and teachers and y<iu stroufO not 6f fyour lD or password to any other student. (7) lf you think someone else isintentionally using your security codes,.ctrdnge fhem as quickly ui po.rior".
(8) lDs.and.passwords can be ch.anged at ariy time, and,'once chairg"o,'1r.,"
original codes are no longer valid.

(c)
f1,s!.uctiols: lf yo^u need to gfrange yoirr-lD or password, foilow these steps:(9) First, choose codes from the tlst 6t security bptions. (ioy ryp" vo* n",I,loand password, waiting for the lD box to appea'r. ti rl fneh press the TAB kev toenter your new passwo.rd. (12) Type in youi ctrarige's. lrsy bri.l< il 

" 
or nrti6i.(14) lt's as easy as that.

warnings and reminders: 
(D)

: (15) students often press the Enter key after they type in a new code.(16) This is a common mjgQkg, (17) You must ctici< t'h'e oK buttonlo enter gre
change in the database. (1g)The piogram wiil continu" to rre your ord codes.
' ('!s) To create a secure code, use information that other students would notordinarily^know. (20) Also, choose a code tl.rai you can'rl-memoer withoui *iitingit down. (21) For exampre,.other users pronanty oo;'t ili* that cr;;p"tr"'ir'vo*pet's name. (22) lt would, therefore, be'a secuie code. (2C) ff 2g_ss-lgis thecombination to a lock you use every day, you are likely i-o iememoer thesenumbers easily.

(E)

teacher for help. (25) Don't get in the habit of
your codes. (26) lnstructors may not always be

32

lf you forget your codes:
(24) lt this happens, ask your
relying on teachers to suiply
available in the classroom.
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1. Sentence 2: Students complete the
lessonso the Program grades the
students'work and records where they

stopPed.

Which correction should be made to

sentence 2?

(1) replace Students with As students

(2) insert meanwhile after lessons,

(3) replace lessons the with then
(4) chanoe students'to student's

(5) no correction is necessarY

2. Sentence 6:Such errors cause great

confusion for both students and

teachers and you should not tell your

lD or password to anY other student.

Which is the best waY to write the

underlined portion of this sentence? lf the

original is the best way, choose option (1)'

(1) teachers and You
(2) teachers. You

(3) teachers;You
(4) teachers' Therefore, You

(5) teachers, and You

3. Sentence 10: TYPe Your new lD and

password, waiting for the lD box to

appear.

lf you rewrote sentence 10 beginning with

When

the next words should be

(1) you wait for the lD box

(2) the lD box appears
(3) you tYPe

(4) the new lD and Password
(5) typing Your new lD

4. Sentences 12 and 13: TYPe in Your
changes. Click the OK button.

Which is the most effective combination of

sentences 12 and 13?

(1) First, type in your changes, then, click

the OK button'
(2) Type in your changes, clicking the OK

button.
(3) After you have typed in your changes,

click the OK button.

( ) Type in your change; later, click the OK

button.
(5) no combination is needed

5. Sentences 17 and 18: You must click the

OK button to enter the change in the

database.The program will continue to

use your old codes'

Which is the best way to write the underlined

portion of these sentences? lf the original is

the best waY, choose oPtion (1)'

(1) database. The
(2) database, since the

(3) database since the

(4) database. Otherwise, the

(5) database. Nevertheless, the

6. Which sentence would be most effective if

inseited at the beginning of paragraph E?

(1) lnstead of needing to change your

codes, you may have simply forgotten

them.
(2) Forgetting your lD or password is awful'

ig) rf it paragraph will discuss what to do if

you forget Your securitY codes'

(4) Almost nobody forgets a security code'

(5) no sentence is needed

7. Sentence 25: Don't get in the habit of

relying on teachers to supply your codes'

Which correction should be made to

sentence 25?

(1) chanqe Don't to Do'nt
after get
However

.:l

I

(2) insert in the future
(3) replace Don't with don'i

(4) replace Don't with Besides, don't ..

(5) no correction is necessarY

This lesson has focused on the use of

transitional words and phrases;sithin a

paragraph. But remember that a
iransitional sentence may be needed to

connect the ideas exPressed in two
paragraphs.

33
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Leserulm

1f Organization
Unity and Coherence

'Writers must organize their writing so that readers can follow its message
This goal is attained through unity and coherence.

unity means focusing each sentence in a pangraphon the main idea.
I;ikewise, to achieve unity within a document, all the paragraphs must focus on
a single pufpose. Coherence refers to how well sentences are bound together.
coherence is achieved when the relationships among ideas are clear to the
reader and the overall message is easily understood.

To achieve unity and coherence, folow these guidetines.

' choose a topic and stay with it. Don't digress into vaguely related side issues.
. Keep yorrr purpose for writing in mind as you work.
. use clear transitions to move logically from one point to another. Maintain a

sequence that makes sense.

Questions on the GED test will ask you to recognize ways to cofrect
problems with unity and coherence.

le. The questions refer to the patient information on the next page. Choose the one
question. Then check your answers.

Tiy this GED examp
best answer to each

1. Which revision would improve the
effectiveness of paragraph B?

(1) move sentence 6 to the beginning of
paragraph B

(2) remove sentence 7
(3) move sentence 8 to follow sentence S
(4) remove sentence 8
(5) no revision is necessary

2. Which revision would improve the
effectiveness of paragraph C?

(1) move sentence 11 to the beginning of
paragraph C

(2) remove sentence 12
(3) move sentences 11 and 12 to the

beginning of paragraph C
(4) move sentence 11 to follow sentence 12
(5) no revision is necessary

1. (2) Paragraph B is about B|OLL, not
arthritis. Sentence 7 strays from the topic
to provide details about a medical condition,
not the medicine being described. This
destroys the unity of the paragraph.
Sentence 7 should be removed from the
paragraph.

2. (3) The content of paragraph C is confusing
because its sentences are out of order.
Sentences 11 and 12 describe actions that
logically occur first. A good clue is the use of
the word Before at the beginning of
sentence 11. When these sentences are
moved to the beginning of the paragraph, it
is much easier to understand.

34 Language Arts, Writing GED Skill Book . Sentence Structure and Organization
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I

BIOLL
(A)

(1) Read this fact sheet carefully bef919 y6u start.taking BIOLL. (2) ln ca-s.e

ilyi.dfution has changed, r6read the patient.insert.each time you refill.your

pr6r.riptio.. (S) i.t"mOEr tfrat this sheei contains only a summary about BIOLL'
'1+i ft Vou nee'd'more complete information, talk to your doctor.

(B)
(5) BIoLL is for people who have. swelling-3nd. soreness in joints such as the

ki".., nipr, un,i sn5uiOers. (6)This medicine has been very success{ul in

tieaiin'g itre'pain 
"nJ 

ttittn.ti bf atthritis. (7) This is very.good news for the 40

million Americans *1ro rrti"igreat disconit6rt trom arthritis. (8) BIOLL also works

*Jtt to relieve other kinds of p-ain such as toothaches'

(c)
(9) your doctor can prescribe B;OLL.in fitt-or liquid.form' (10)Yot1 should eat, 

.

bJtd* V",i iur." Af Oli,-io plan to take your medicine im.mediately after b.reakfast,

rrii.n, 6i oinn"r. 1r r f a'etorb you start your prescriRtjg.n, tell your d99l9l about

other'medicines you take now or you ftan to take while you're on BIOLL'

(irii;;tr;e meOlcines such as a6pirih or nose spray that you buy without a

prescription.

(D)
(13) Some people find that taking BIOLL causes them to experience

il;;;;;i"6r" 5io" 
"tt".ti. 

(r+)ihese may include hepdache, upset stomach,

nigfr OfooC pr"sur", oigict pain. (15) ln lddition, patients may also teel.dizzy,

ii;il,;;;ntur"O. iioJi"rrV,juioobtol if"Vo.u exp.e.r'tence anv.o.f thg.s:.side effects'

iiTi ft Vou nave any oin"i ptoOt"m you think might be caused by BIOLL, inform

the doctor.

(E)

(18) Don't share any of your medicine witti other people-, even if they have the

iurfi" kind of pain ybu ob. (rg) ln addition, be very careful to keep. BIoLL away

fril .hilJren.'(zo)'Tlir rn"'Oicine and many other-s can make children very sick.

(F)

(21) This fact sheet does not take the pliie of careful discussions with your

iodtol (Zi) Every ti*. V* nuue a chdckup, you should talk about BIOLL and

how it is affecting You.

Lesson 1 1
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Practice Unity and Coherence

Directioqe: Choose the one beqlglgwgl to each question. Questions 1 through 6 refer to the following
informational document.

Getting to Work On Time

(A)
(1) Most employers consider timeliness a workplace requirement, yet many
employees are habitually late to work. (2) lf you have become a member of the
latecomers'club, your problem may be organization. (3) Here are some practical
suggestions that can help you manage your time better. (4) And, you need to
become a punctual emPloYee.

(B)
The night before...
(5) Lay out all the clothing you will wear the next day. (6) lnclude Shoes and
accessories such as ties, belts, and scarves. (7) Pack your briefcase or purse,
being sure your keys are in their designated spot. (8) Finally, set your alarm to
go off five minutes early. (9) Fifteen minutes early if bad weather is predicted.
(10) Be sure you have enough cash forthe day.

(c)
ln the morning...
(11) Use your answering machine to screen incoming calls. (12) Except for
emergencies, do not take calls from friends or family. (13) lf your cell phone
tempts you to make personal calls while you get ready for work, pack it in your
briefcase or purse. (14) Don't forget to turn it off. (15) Many people who pack
their phones in briefcases or purses choose a small fdlding model.

(16) Maybe you are trying to accomprisflfo many tasks in the morning.
(17) Evaluate each duty that has become a part of your morning routine.
(18) Then eliminate the activities that can be done at another time. (19) For
example, you don't have to wash the dishes before you leave the house. (20) you
must, however, fill the car if your gas tank is near empty.

Likely to forget something? G)

(21) Do you frequently forget items you needed to bring to work? (22) The night
before, place the item on the floor in front of your door. (23) lt's unlikely you witt
fail to notice the item. (24) You must step over it in order to leave.

lnsuring success... 
(F)

(25) lf you have an appointment that is vitally important, set two alarm clocks
instead_of one. (26) Place one of the alarms across the bedroom, forcing
yourself to get out of bed to turn it ott. (27) One of the clocks should be battery-
operated although a power failure can make an electric clock useless.

(G)
(28) lf you follow these suggestions, you can develop new habits that will
become routine after a time. (29)You will avoid morning chaos and feel in control
of your time. (30) ln the future, you will view yourself as an organized, punctual
employee with no need to apologize for being late-again.
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1. Sentence 2:ll You have become a' t"*o"t of th6 latecomers'club' your

froblem maY be organization'

Which is the most effective rewrite of

Sentence 2?

(1) Employees who are routinely late to
' ' 

woit< are very disorganized.people'
(2) lf vou have become a member of thet-' 

i;i"*;;rs'club, Your Problem maY be

the lack of organization and plannlng'

fsf it vou have b6come a member of the
'-' iui"*ters'club, your problem may be

eicessiue organization and attention to

detail.
(4) Latecomers should never have a club'

(5) no rewrite is necessarY

2. Sentences 3 and 4: Here are some

practical suggesti ons that can helP You

manage Your time better. And, You need

to become a Punctual employee

Which is the best way to write the underlined

portion of these sentences? lf the original is

ine nest waY, choose oPtion (1)'

(1) better. And, You need to become

(2) better.You need to become

(3) better and become

(4) better, and become

(5) better, become

3. Sentence 9: Fifteen minutes early if bad

weather is Predicted'

lf you rewrote sentence 9 beginning with

lf bad weather is Predicted,

the next words should be

(1) set Your alarm

(2) set You're alarm

(3) set fifteen minutes

(4) fifteen minutes earlY

(5) go off earlY

4. Sentence 10: Be sure you have enough

cash for the daY'

Which revision should be made to the

placement of sentence 10?

(1) move sentence 10 to follow sentence 5

(ei *ou" sentence 10 to follow sentence 7

igi *ou. sentence 10 to the beginning of

paragraPh C

(4) remove sentence 10

(5) no revision is necessarY

5. Which revision would improve the

effectiveness of ParagraPh C?

(1) move sentence 12 to the beginning of

paragraPh C

(2) remove sentence 13

igi *ou. sentence 14 to the end of

ParagraPh C

(4) remove sentence 15

(5) no revision is necessarY

6. Sentences 23 and 24: lt's unlikely you will

fail to notice the item' You must step over

it in order to leave.

Which is the most effective combination of

sentences 23 and24?

(1) lt's unlikely you will fail to notice the item;

o-esides, you must step over it in order to

leave.
(2) lt's unlikely you willfailto notice the item'

stePPing over it in order to leave'

(3) Since you must step over it in order to

leave, it's unlikely you will failto notice

the item.
(4) You must step over it in 9r!er 

to leave;

still, it's unlikely you will fail to notice the

item.
(5) By stepping over the item' you witl failto

notice it'

\
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E"essom

12 0rganization
Text Divisions Vithin Paragraphs

Just as a bricklayer uses bricks to build awall,writers use paragraphs to
construct a document.The purpose of a pangraph is to develop the main idea
stated in the topic sentence. For this reason, the topic sentence is usually,
although not always, placed at the beginning of a paragraph.

To produce a pangraph, writers carefully add one sentence to another, being
sure each one expands upon the central message.The indMdual sentences
clariff and refine the main point, each providing valuable supporting details.
unfortunately, while adding sentences to form a pangraph, writers sometimes
lose control of the process and create a paragraph that is oversize and awkward.
\il7.hen a document contains too many long paragraphs, readers have tfouble
following the message.To avoid this problem, follow these guidelines.

' Scan the document for paragraphs that are longer than six sentences. Sometimes
a lengthy para;rypf: should be divided.

' Look for pangnphs that have more than one topic sentence. Usually this passage
should be divided into tq/o or more paragraphs.

' Be sure that no paragraphs contain an obvious change of subject.You may notice
that several sentences support one idea and several other sentences suppoft a
different idea.This passage also may need to be divided into more than one
para;grarp};.. 

r

Questions on the GED test will ask you to recognize ways to divide and
combine text correctly.

Try this GED example. The questions refer to the fact sheet on the next page. Choose the one best
answer to each question. Then check your answers.

1. Which revision would improve the
effectiveness of the fact sheet?

Begin a new paragraph with

(1) sentence 4
(2) sentence 5
(3) sentence 7
(4) sentence 14
(5) no revision is necessary

1. (2) Paragraph A contains eight sentences. A
closer evaluation shows that the paragraph
contains a second topic sentence (sentence
5) and a change from the subject of
sunscreen to the subject of ultraviolet rays.

2. Which revision would improve the
effectiveness of paragraph C?

(1) remove sentence 13
(2) move sentence 14 to the beginning of

paragraph C
(3) move sentence 17 to follow sentence 14
(4) remove sentence 17
(5) no revision is necessary

2. (5) Paragraph C is correct as written. lt
contains one topic sentence and an
adequate number of supporting sentences
arranged in proper sequence.
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The Facts About
Sunscreen

(A)
(1) Sunscreen is a gel or lotion that is applied to the skin. (2) lts purpose is to

bt6cf the powerful rays of the sun, thereby preventing damage to the. skin.
(3) Doctois insist thai everyone should use sunscreen, even those who have

idrk skin that doesn't burn. (a) Skin specialists also say that sunscreen should

be worn daily by anyone who will be in the sun over 20 minutes. (5) Sunlight.
has two types of Oahgerous rays. (6) Ultraviolet A (UV_A) rays are known as.the
"aging" reiys; ultraviotet B (UVB) rays are the "burning" ra.ys. (7)When you shop

toia iunscreen, be sure the cdntainer says the product is a "broad spectrum"
sunscreen. (8) This type of sunscreen contains ingredients that block both UVA

and UVB rays.

(B)
(9) Each sunscreen product displays an SPF-(sun protection factor) rating Jhqt
,ian range from 2 to 

'OS. 
1tO; The nirmbers refer to the product's ability to block

the sunt rays. (11)The Food and Drug Administration recommends that
everyone, r6gaiOtdss of skin type, should use a sunscreen with an SPF of at

teasf ts. (teieeopte who have very fair skin or a history of skin cancer should

buy a sunscreen with an SPF of 30-65.

(13) Now that you have beco." .onu,[?lc 
"no. 

nuue b.otrght the prgper

iunscreen, you should know some facts about its application. (14) First, apply.
your sunscr6en t 5 to 30 minutes before going outside. (15) Be generous; apPly

lnore than you think you need. (16)Then reapply the sunscreen after swimming

or heavy eiercise, even if the product says it iswaterproof. (17) And wear
sunscre-en whenever you are outside, even in cloudy weather'

(D)
(18)You should be aware that using sunscreen alone will not fully protect you

irorir sun damage. (19) lf you are going to be in the sun for long periods. of
time, wear a wide tjrimmeO hat to protect your face and. gloves on your hands'
(20) Your shoulders, arms, and ch6st can be protected by wearing a long sleeved

itrirt. (Zt ) Finally, doctors recommend that you. avoid. sun exposure. altogether 
,

between'the hours of 10 n.vr. and 4 e.v. (22) Although you may find that following

these guidelines in addition to wearing sunscreen is inconvenient.
(28) N6vertheless, winning the fight against skin cancer is worth the effort.

{

Lesson 12 39



Practice Text Divisions With tn pangraphs

Directions: Choose the one best answer to each question. Questions 1 through 6 refer to the
following memorandum.

Ctart Systems

To:

From:
Subject:

Date:

MEMORANDUM

Ms. Katherine Motulo,Vice-President,Administration

Mr. Cados Cisneros, Director, Human Resoulces Department
Spouse and FamilyAssistance Program

March 22,2002

(A)
(1) In recent months, an increasing number of new hires and transferred employees
have expressed concern over relocation problems experienced by their fami]ies.
(2) We discussed the problem last month. (3) I scheduled a meeting of the Human
Resources Committee for March 12,2OO2.(4) Prior to the meeting, HnO staff were
able to interview 3o new employees and their spouses. (5) Durini the meeting,
committee members studied the interview_responses and discussed the manyTactors
that contribute to this growing problem.(6)This memo reports on the committee
meeting and proposes a way to address the complicationsbf relocation.

(B)
Q) ln response to the FlightCheck contract, Clark Systems has transferred several
hundred technical specialists and support staff to our headquarters. (S) In addition,
we have hired a large number of new employees, many coming fromtireVest Coast.
(9) A big proportion of these new'and transferred wori<ers have spouses who left
careers to move to chicago. (10) Furthermore, many employees h?ve children, so
finding housing that offers a quatty school system is a primary concern. (11) Many
new employees state that relocating here is overwhelming, and the Chicago area is
unfamiliar to most families. (12) In addition, the financial Jicurity of many-couples is
dependent on the spouse's ability to find suitable employment.

(c)
!3) our group proposes the initiation of something new. (14) This program is
desjgned to help spouses continue their careers and to help famili.i nn? housing
and quality schools Td y. believe the program will help ilatk syrtems recruir
quality personnel in the long run. (15)fhe IIRD staff hai researched and evaluated
the resources and costs such an undertaking would involve. (16)These f".tots 

"nAmany others are thorougtrly covered in the attached proposai. (L7) I am available to
discuss its contents at any time. (18) In closing, the Hum^an Resources Department
yoyd like to express its gratitude to the emptoye.s and spouses who agr?ed to
be interviewed as part of this proposal,s preparation. (l9)their names are listed in
Appendix B.
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2. Sentences 2 and 3: We discussed the

problem last month' I scheduled a

meeting of the Human Resources

Commiitee for iriiarch i2,2AA2'

Which is the most effective combination of

sentences 2 and 3?

(1) We discussed the problem last month'

but I scheduled a meeting of the Human

Resources Committee for March 12'

2002.
(2) We discussed the problem last month' I

scheduled a meeting of the Human

Resources Committee for March 12'

2002.
(3) We discussed the problem last month; I

scheduled a meeting of the Human

Resources Committee for March 12'

2002.
(4) Following our discussion last month' I

scheduled a meeting of the Human

Resources Committee for March 12'

2A02.
(5) ln spite of our discussion last month' I

. scheduled a meeting of the Human

Resources Committee for March 12'

2002.

3. Which revision should be made to the

placement of sentence 8?

(1) move sentence 8 to the beginning of

ParagraPh B

(2) move sentence 8 to follow sentence 9

igi rnou" sentence 8 to follow sentence 10

(4) remove sentence I 4:

(5) no revision is necessarY

Which revision would imProve the

effectiveness of the memo?

Begin a new ParagraPh with

(1) sentence 4
(2) sentence 5
(3) sentence 10

(4) sentence 15

(5) no revision is necessarY

4. Sentence 11: Many new employees state

that relocating here is overwhelming' and

the Chicago area is unfamiliar to most

families.

lf you rewrote sentence 11 beginning with

Since

the next words should be

(1) the Chicago area is

(2) many new emPloYees state

(3) relocating here is
(4) most families feel

(5) Chica.go is overwhelming

5. Sentence 13: Our group proposes the

initiation of something new'

Which is the most effective rewrite of

sentence 13?

(1) Because Clark Systems may be unable

to recruit quality personnel, the Human

Resources Department should initiate

something new.

(2) The Human Resources Committee

proposes the initiation of a Spouse and

FamilY Assistance Program'

(3) Clark Systems must assist families who

relocate in Chicago'
(4) rThe Human Resources staff

recommends a carefully evaluated idea'

(5) no rewrite is necessarY

6. Sentence 18: ln closingn the Human

Resources Department would like to

express its gratitude to the employees

and sPouses who agreed to be

interviewed as part of this proposal's

preParation.

Which correction should be made to

sentence 18?

(1) replace ln closing, with In the future'

(2) change would like to

(3) replace its with it's
(4) change Proposal's to Proposals
(5) no correction is necessarY

Lesson 12
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E"essotml

T$ Organization
Text Divisions Wthin Documents

To produce a document, writers add one pangraph to another. Each
pangraph develops an important piece of content, and when the pangnphs are
arranged in a logical sequence, the reader can understand the subject.
unfortunately, writers sometimes fail to adequately develop the content of a
paragraph.The usual result is a document that contains short paragraphs and a
"choppy" feel. To avoid this problem, follow these guidelines.

' Look for paragtaphs that lack a clear topic sentence. Analyze the content of the
individual sentences. If the sentences relate to the topic sentence of another
paraglapla, try combining the paragraphs.

. scan the document for paragraphs ttrat have only one of two sentences.
Sometimes ttrese few sentences should be joined with another paragraph.
However, if the sentences adequately develop an important piece of content,let
the pangaph stand as it is.

Questions on the GED test will ask you to recognize ways to divide and
combine text correctly.

Try this GED example. The questions refer to the instructions on the next page. Choose the one best
answer to each question. Then check your answers.

1. Which revision would improve the
effectiveness of the instructions? 1. (2) Both paragraphs contain information

about the same topic (what plant division is
and when to do it). Paragraph B has two
sentences and paragraph C has two.
Without correction, these two short
paragraphs create a "choppy" feeling. The
sentences should be joined into one
paragraph.

2. Which revision would improve the
effectiveness of paragraph E?

(1) remove sentence 16
(2) remove sentence 19
(3) begin a new paragraph with sentence 20
(4) move sentence 20 to follow sentence 1B
(5) move sentence 22 to the beginning of

the paragraph

(1) remove sentence 13
(2) combine paragraphs B and C
(3) move sentence 17 to follow sentence 14
(4) remove paragraph C
(5) no revision is necessary

2. (3) Paragraph E contains eight sentences.
Sentences 15-19 describe the ways to
separate plants. Sentences ZO-22 discuss
the steps to be performed after the plants
are separated. A new paragraph should
begin with sentence 20 when the subject
changes.
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HowTb Divide Plants

(A)
(1) Annual plants bloom and then die with'in one.growing.season' (2)Fortunately'

iome plantb are rnoie permanent and can even live for decades' (3) Most of 
.

th";; biuntt nenefit fiom Gilg OiuiOeO after they spendlhree or more years in

i." pft"". (4) Some need to b"e divided every.y6ar. (5) lf your plants look

crow'ded or'they 
"r" 

ptoOu"ing f"*"t blooms-tlian usual, they probably need to

be divided.

(B)
(6)The process of dividing plants..invotve6 Oigging them up., separating them.into

iections', and replanii.g thd "new" plants in a'n-ottr-er area of the garden..(7)The

task of diuiOing uruaffi-curs in tlie spring when new growth is beginning'

(c)
(g) Regardless of the season, experienbeh gardeners ryqrk 

on cool, overcast

ifulys td protect 
",.poi.O 

root systems from 6ot sun and drying wind' (9)They

"ido 
fl"u" a fresh bucket of waier on hand to keep unearthed plants moist

between removal and rePlanting.

(D)
(10) Before vou begin dividing your ptanta prepare the beds that will hold the

;;;;'ri;il* ;.d dig nores t6itnem. (11) Prepare the plants themselves bv 
.

"""rininUtneir 
totiaie. (f Z) fo make repianting more.manageable, cut.back the

6p il"*t"h netor" yo"u rdm6u" the origirial plant from the groun!. (lq).ry 
.

necessary, you .un .ut back the foliale byas much as one-half' (14) lf the new

OiuiJioni'ar6 still unwieldy, trim the sections again as you replant.
I

(E)
(15) Using a spade, dig deeply.under tlie-original plant,.bglng careful t9 rqToye

if.t"'toli"gE *itfr itr .oi.Vtt"ni intact. (16) Next, separate the original plant into

i*o oir"ore sections. i#l tf the origin'al plant is moderate. in size, you probably

"un 
iii."liLpart witn i strarp t<nifel(18)'However, if the,plant is large or the root

ryrt.* mirdiue, you mgy need. to.use an edger to cut through the roots'.
(19) Another way to dividi unwieldy plants islo pry the sectionq aP.arl using two

ibTOitjg f"ir.r pri."c back to back.'(2g) once the sections are divided, remove

"hV 
O"io or oimaged ioott. (zr) prbni immediately a.nd water welt. (z!)To give

yoi1. n"* plants an"extra booit, you can mix a root stimulant solution into the

holes as you rePlant'

{
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Practice Text Divisions Sfithin Documents

Directions: choose the one best answer to each question. Questions 1 through 7 refer to the following
informational document. t

America's Most Dangerous lntersections

('l) According to a.nationally kno*n inrur"ifl group, the most hazardous intersection in
the United States is located in Pembroke Pines-, Fldrida. (2) A list piouiOJO ny tn"
company goes on to name the nine next-most-perilous to'citions. tgl lf you assume that
the most dangerous sPols must be located. in our largest cities, Vorir O6iliprised to
learn you are wrong..(4) Los Angeles didn't make thJ,,top ten',-li'st. 1s) Newtoft city
didn't either. (6) To this reader, the most unexpected name on the tibt'is tne ordinary
little town of Frisco, Texas.

(B)
(7) How does an insurance company identiiyireacherous intersections? (g) Two
indicators are used. (9) First, the analysis takes into account the number'of accidents
that are known to have occurred at that location. (10) Then ttre spoiJiirf. t"rtor i,
adjusted upward for each collision that.is. very codily'in terms ot broperiv-dimage,physical injury, 1nd loss of life, and an intersection makes the list it it is ifrJicene ofmany, many accidents that are very, very serious.

(11) What makes an intersection dangerorll'Ung 
""n 

the hazards be fixed? (12)Tiro
common causes of accidents include-poor. visibility of ir"tfi. signals and poor timing oftheir cyc.te.s. (13).These problems can be.fixeo ea5ity by gettin! tn" citv t5 cnange thelength of the cycles and coordinate the signals in an aiei.

(14) The lights themselves can be *"0" nflJr and brighter. (1s) providing speciat left-turn lanes decreases collisions where a turn-ing vehicle"ii.broaO6iOeO'OV o'nlbming
traffic. (16)..Finally,.tng oql.".qe of rear'end coliisions can ne rowereo oi *i.g specialpavement that controls skidding.

(17) Sometimes an intersection's haza". .i3 not caused by the intersection itself but bythe people who drive through.it. (18) People must itreretore'rely on ttremJetves ratherttt?tl 
?. 

city government to make ine'bcation safe. (rs)lhose who observe the folowingguidelines will be using safe driving practices. ' -

(F)
(2q) P9!'1lPeed tlrrgqgh an intersection, tryiirg to beat the yellow tight before it turnsred. (21) Also, don't foilbw orher vehicres ro6 ciosery. 1zz1 airgating ;;;;;; rear-endcollisions, the driver in back is.usually hetd responrioir%r. tn6 ciiSrr. tesj Finalry, never
qhgngg lanes while you are driving_through an'inteiiection. tz+i so;11" rtrit.gies trom
lefensive driving are,also useful. tzsl !t you ele *"iii.g 

"ia'gr6en 
rightlo-mdke a leftturn,. keep your vehicle's,wheels siraight. (26) This pr"i"ni. your car from ending up inan9llgl la1-e-if vou are hit from behind. Ql Atways *au't careturrv ioi oii,;"ir who runred lights. (28) This behavior is an absoiute oorrr;f for iny rational driver.

(29) Do you live in or travel frequently,g gi:l"rento, Catifornia? (30) tf so, avoid theintersection of Fair oaks Boulevard and Howe nvenub.Giy rn uc,iiti"h, rirc iut aboutthe dangerous interse.ctions in your state and city. (02) nrrost impoitint,'remember tofollow the guidelines discussed-above every timd ybu'drive a vehicle.

I
i

a:

:

i:

f.

I

:
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1. Which revision would improve the

effectiveness of the document?

(1) move paragraph A to follow paragraph B

(2) join ParagraPhs C and D into one

ParagraPh
(3) move paragraph D to follow paragraph B

(4) remove ParagraPh E

(5) no revision is necessarY

2. Sentences 4 and 5: Los Angeles didn't
make the "top ten" list' NewYork City

didn't either.

Which is the most effective combination of

sentences 4 and 5?

(1) Los Angeles didn't make the "top ten"

list, Yet New York CitY did'

(2) Los Angeles didn't make the "top ten"

list; therefore, New York City didn't either'

(3) Los Angeles didn't make the "top ten"

list, nor did New York CitY'

(4) lf Los Angeles didn't make the "top ten"

list, New York CitY didn't either'

(5) Los Angeles didn't make the "top ten" list

neither did NewYork CitY'

3. Sentence 10: Then the spot's risk factor is

adiusted upward for each collision that is

veiy costly in terms of property damage'

physical iniury, and loss of !!!e'3!g--e!
intersection makes the list if it is the

scene of manY' many accidents that are

4. Sentence 17: Sometimes an intersection's

hazards are not caused bY the

intersection itself but by the people who

drive through it.

Which correction should be made to

sentence 17?

(1) change intersection's to intersections

(2) insert a comma after itself

(3) change are to were

(4) change who to whose

(5) no correction is necessarY

5. Which revision would improve the

effectiveness of ParagraPh F?

(1) move sentence 22 to the beginning of

ParagraPh F

(2) start a new paragraph with sentence24

(3) remove sentence 25

iai tnouu sentence 27 to follow sentence 28

(5) no revision is necessarY

Sentence 22Tailgating can cause rear-6.

very, very serious.

Which is the best waY to write the

underlined portion of this sentence? lf the

original is the best way, choose option (1)

(1) life, and an intersection

(2) life. An intersection
(3) life. lntersections
(a) life. ln summary, an intersection

(5) life. Specificalty, an intersection

end collisions, the driver in back is

usually held resPonsible for the crash.

Which is the best waY to write the

underlined portion of this sentence? lf the

original is the best way, choose option (1)'

(1) Collisions, the driver

(2) collisions' Drivers
(3) collisions, driving
(4) collisions;still, the driver

(5) collisions, and the driver

7. Sentences 26 and 27: This prevents your

car from ending up in another lane if you

are hit from behind' AlwaYs watch

carefullY for drivers who run red lights.

Which is the best way to write the underlined

portion of these sentences? lf the original is

ifre best waY, choose oPtion (1)'

(1) behind. AlwaYs

(2) behind. Besides, alwaYs

(3) behind. FinallY, alwaYs

(4) behind. Neveriheless, alwaYs

(5) behind, and You should alwaYs

Lesson 13
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Practice GED Review

Directions: Choose the one best answer to each question. Questions 1 through 6 refer to the following
insurance information.

using other lnsurance plans To Goveryour Health costs

(A)
(1) No.insurance plan covers every health care cost. (2) The coveraqe vou have
llfoggh lnsco.Benefits may not be the onry insurance- you have o, .in 'g;i
(3) Evaluate all insurance options carefully, as your ch6ices can affect djrect
costs, the services you can get, and even the doctors you may cnoose trom.

(B)
(4) First, find out if your employer or your spouse's employer offers health
coverage. (5) lf you of your spouse are a member of a'lalior union, aOOiiional
ggvglage may be available th.rough the union. (6) Be very careful if you're 

-'

thinking to.change or about dro.pping your emptdyer or u'nion grouph""ith
coverage' (7) You may not be able to reinstate coverage you h-ave'canceiieO or
altered.

(s) lf you are a veteran who *", nonoJt)ty oi..h"rged from the service, cal theU.s..Department of Veterans Affairs to finci out abo[t coverage. fgl spdses,
children, and somelimes ex-spouses may be eligible toi nen6tits (roi R;tir;'d
members of the military and th.eir dependents ari also 

"ntitreo 
io boV"ffi.--

(11) When you call Veterans Atfairs, be sure to inquire about services aviitaOte
in your specific area.

(12) Each state in the United states o"[.o&"j a medicar savings program forpeople with limited income and assets. (18) These progiarns c6n'hel[ piv
premiums, deductibles, and coinsurance for resioent. il,r'o qualify toi tfie-'
proq.rann. (14) Eligibility requirements vary from state to state, cail youi slate'smedical assistance office fordetails. (1S)-Another potentiaffV'nefptrll-Jor-r." Jsupplemental insurance is-a Vgoig"p pdticy, (ro) soro oy piivatei insurance 

-
companies, the purpose of a Vs.oig.?q-poriiy is tb comp6niate tor ine urJ". yo*
9I?t!.9 plan does notcover. (17) At rr/'eoigap potdiG;i; srandardized.
(18)They must follow federalbnd state ins-urlrice raws. tigt Hltori;ifu.r offer agroup of policies, allowing buyers to choose the one thai m'eets tneir speciticneeds. (20) For example,-preicription drugs.

(E)
€1.) For more information, ask for the fre6 booklet tiiled /nsco Benefits andother lnsurance cov.eragelwho pays First? (24rii"Gri"st way to get a copyis.via the lnternet, at wrai,rr.rnsBen.pirb.org. teblli vo, o"r,t have access to thelnternet, cail 1-800-.467-4696..(24)'Ask to-r riuoiicaiion * ozr 1 1. (25j t;;;hd;tdhave the booklet within a week.
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1. Sentences 1 and 2: No insurance plan

covers every health care cost. The
coverage you have through lnsco
Benefits may not be the only insurance
you have or can get.

Which is the best way to write the underlined

portion of these sentences? lf the original is

the best waY, choose oPtion (1).

(1) cost. The coverage
(2) cost;the coverage
(3) cost. Fortunately, the coverage

(4) cost; besides, the coverage
(5) cost, coverage

2. Sentence 5: lf you or your spouse are a

member of a labor unionn additional
coverage may be available through the

union.

Which correction should be made to

sentence 5?

(1) change are to is
(2) insert a comma after You
(3) change labor union to Labor Union

(4) remove the comma after union

(5) no correction is necessarY

3. Sentence 6: Be very careful if you're

thinking to chan ge or about droPping

your emPloyer or union grouP health

coverage.

Which is the best waY to write the

underlined portion of this sentence? lf the

original is the best way, choose option (1)'

(1) you're thinking to change or about

droPPing
(2) you're thinking about changing or

dropping
(3) your thinking about changing or dropping

(4) you're thinking to changing or dropping

(5) you're thinking to changing or about

droPPing

4. Which revision would improve the

effectiveness of ParagraPh D?

(1) remove sentence 13

iz) *ou" sentence 14 to follow sentence 12

(gi begin a new paragraph with sentence 15

(4) begin a new paragraph with sentence 16

(5) no revision is necessarY

5. Sentence 14: Eligibility requirements vary

from state to state, call your state's

medical assistance office for details.

Which is the best waY to write the

underlined portion of this sentence? lf the

original is the best way, choose option (1)'

(1) state, call Your
(2) state to call Your
(3) state, calling Your
(4) state; meanwhile, callYour
(5) state, so call Your

6. Sentences 17 and 18: All Medigap policies

are standardized.They must follow
federal and state insurance laws'

Which is the most effective combination of

sentences 17 and 18?

(1) Because all Medigap policies must follow

federal and state insurance laws, they

ate standardized'
(2) All Medigap policies are standardized;

besides, they must follow federal and

state insurance laws.

(3) Before being standardized, all Medigap

policies must follow federal and state

insurance laws.

(4) All Medigap policies are standardized

and they must follow federal and state

insurance laws.

(5) All Medigap policies, when following

federal and state insurance laws, must

be standardized'
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6. (4)
7.(4)
8. (5)
e. (2)
0. (2)1

6.(2)
7. (4)
8. (5)
e. (3)
0. (3)1

6. (2)
7. (5)
8. (2)
e. (3)

10. (3)

1. (3)
2. (3)
3. (4)
4. (5)
5. (4)

7. (5)
8. (3)
e. (5)

10. (4)

1. (3)
2.(4)
3. (5)
4. (1)
5. (1)
6. (3)

1. (1)
2. (5)
3. (3)
4. (4)
5. (2)

1. (1)
2.(1)
3. (5)
4.(2)
5. (5)
6. (3)

1ESS01| 7 (pases 22-23)

1. (3)
2. (5)
3.(2)
4.(2)
5. (2)
6. (4)

1. (2)
2. (5)
3.(1)
4. (4)
5. (2)
6. (3)

1. (2)
2. (1',)

3. (3)
4.(2)
5. (2)
6. (5)

6. (4)
7.(2)
8. (1)
e. (5)
0. (3)1

1. (3)
2.(4)
3. (5)
4.(4)
5. (5)

1. (1)
2.(4)
3. (2)
4. (3)

7. (4)
B. (4)
e. (3)

10. (4)
11. (5)

7. (4)
8. (5)
e. (1)

10. (4)
11. (5)
12. (3)

7.(4\
8. (4)
e. (4)

10. (5)
11. (4)

s. (4)
6. (1)
7. (3)

1. (2)

2. (5)
3. (4)

4.(2)
5. (2)

1. (2)
2. (3)
3. (4)
4. (5)

5. (2)
6. (5)
7. (3)

1[SS0N 8 (pases 25-26)

lESS0tl 9 (pages 28-29')

ltSSON l0 (pase 33)

I

11. (2)
12. (2)
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