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THE BASIS FOR A DIRECT METHOD

Definition of Terms

The development of the shorthand material in this text-

book, and the use of the term direct method, as it applies

to shorthand, has been based upon a definition as given by
S. XK. Newman:1

The students are not given the generalization
but rather the correct shorthand symbol. The
word which this shorthand symbol signifies is
ascertained by context through the medium of the
sentence.,s..ess .The technical objective or aim
in the teaching of theory stenography by the
direct method is the automatized vocabulary of
high frequency words.

In contradistinction to the meaning of direct method is
the definitlion of traditional method by the New York City
Shorthand Syllabus:2

In the traditional method, the principles of the
shorthand system should be explained rationally

as they are developed, so that the pupils, under-
standing the reason for writing an outline ina *
certain way, will be able to construct other out-
lines bullt on the same principle. In developing
a principle, the teacher will usually find the
Herbartian steps & natural method.

Evidence Substantiating the Use of a Direct Method

The definition of direct method given above implies that

1. Sadie Krupp Newman, Pitman Teacher's Manual, Pitman
Publishing Corporation, New York, 1936, pp. 19~20.

2. Syllabus in Shorthand for High Schools, The Board of
Education, City of New York, 1937, p. 10.

:
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the attempt is to be made to provide for the learning of any ;
specific element in a learning situation through the presenta- ;

tion of that element in meaningful association with the other

elements in the whole situation. In addition, the corollary

statement may be made that presentation of materiels in

association with one another may best be served through a é
real life situation, or in a learning situation which simulates :
e real life situation as closely as possible,
The learning of shorthand by a direct method should
provide, therefore, for the presentation of shorthand symbols
in association with one another, that is in context, with an
attempt to use these sywbols both for reeding and writing at
a high rate of speed, on as nearly an expert level as possible,
An abundance of date are available to support the use of
a direct method of learning in general, and to indicate that
direct-method materials are being used successfully in type-
writing, the language arts, and shorthand. It should be noted
here that evidence from the language arts is applicable to
the field of shorthand, inasmuch as shorthend has been con-
sidered a language art by Morrison® and by Leslie.? Evidence
taken from the field of typewriting is applicable to the
subject of shorthand to the extent that the pure practice
element is found in both.

3. Henry C. Morrison, The Practice of Teaching in the
Secondary School, The Unlver81ty of Chicago Press, 1932,
Pe 470,

4, ZLouis A. Leslie, Gregg Shorthand, Functional liethod,
Teacher's Handbook, The Gregg Publlshlng Co., New York,
1936, pp. 4-6.
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The evidence presented below is drawn from the areas of
general psychology'of education, typewriting, the language
arts, and shorthand.

\ .
I. General Psychology of Education:

A, The materials of learning should be presented, inso-
fer as it is possible, in a lifelike situation. For example,
Arthur Gates has said:®

The first guiding principle is to consider the
situation which life will present and so arrange
the circumstances of learning that the learner
wlll secure experiences in making those reactions
which will be demanded.

B. In a discussion of learning by the whole method versus
learning by the part method, Fletcher has made a statement
which also supports the thesils thatAlearning should take place
in as nearly a real life situation as possible:6

Out of the study of this characteristic of the
learning process (better memorization by the whole
method than by the part method) has come the for-
mulation of a sort of law, namely, that things
should be learned as they are to be uséd.

In a further discussion of whole method versus part
method, Fletcher comes to the conclusion that learning by
means of memorization of isolated elements is uneconomical
as compared with learning of materials in association with

one another in that bonds set up in learning isolated forms

must be unlearned before memory can be trusted.’

5. Arthur I. Gates, Psychology for Students of Education,
The Macmillan Co., New York, 1931, p. 337.

6. John M. Fletcher, Psychology in Education, Doubleday,
Doran & Co., Garden City, 1934, p. 159.

7. Ibid., p. 159

iv
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C. The arrangement of materials into meaningful form
and organizatlon, as is envisioned in a direct method, has a
definite advantage over the learning of materials in isolation.
This may be demonstrated even in the memorization'of nonsense

syllables, according to the statement made by Ogden:8

It is quite impossible to commit a series of
nonsense syllables to memory unless in our
repeated practice heed is given to the rhythm,
grouping, accent, positional reference, graphic
features, etc., of the series. Practice makes
perfect whenever it favors articulation into a
whole, and this it does because configuration is
a natural law; but it does so with degrees of
success that vary with the methods employed by
both teacher and pupil,

The arrengement of meterials into a form which will
assist in comprehension, for example, the arrangement of
materials in context, will make for better learning than
if the materials are learned in isolation. This point is
substantiated by Fletcher, who states:®

It has also been demonstrated that when materials
are prearranged into patterns or when they already
have meaning, learning is easier and more efficient.

D. The conclusion may be drawn, from the data available
in the field of general psychology of education, that learn-
ing takes place best when the materials to be learned are
presented in a lifelike situation and in association with one
another. Learning by a direct method, in which all materials

are presented in meaningful context through the medium of

8. Re. M. Ogden, Psychology and Education, Harcourt, Brace &
Co., New York, p. 187.

9. John M. Fletcher, Psychology in Education, Doubleday,
Doran & Co., Garden City, 1934, p. 186.
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reading or dictation, is amply supported, therefore, by
evidence from the field of general psychology of education.
II. Typewriting:

A, Evidence in the field of typewriting to support
the contention that materials should be learned from the
beginning in the same form in which they are to be finally
used may be found in the following statement by Book:10

It has, for exampls, been shown that while the :
habits to be acquired in a given case of learn- b
ing develop in a certain order of succession, £
none of the elemental habits acguired reach %
complete maturity before higher order habits %
begin to form.... So in learning to typewrite,

all the habits to be acquired are being developed

almost from the first.

B, A further statement by Book supporting the presenta-
tion of material in context, forms a basis for the belief
that more economical learning of both the connected words and
the isolated forms will result from the learning of materiels
in association with one sanother. The statement is as follows:1l

The associations which form between the words of
connected discourse help to perfect word associa-
tions even while these partially developed word
assoclations are meking possible the more econo-
mical reactions to these groups of closely con-
nected words.... The lower-order habits were
perfected in and through the formation of the
higher, as a further development of the higher was
dependent upon the final perfection of the lower.

C. Book makes an additional statement which definitely
indicates better and more economical learning when materials

are presented in the form of connected discourse than when

10. William Book, Learning to Typewrlte, The Gregg Publishing
Co., New York, 1925, p. 442.

AT TR M 2y E

11. William Book, The Psychology of Skill, The Gregg Publish-
ing Co., New York, 1925, p. 120.

\ o
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they are presented in isolation:12

eeeeemore mistekes were made in receiving dis-~
connected letters than in receiving, at a much
more rapid rate, letters forming words, more
mistakes made in receiving disconnected words
than in receiving, at a still higher rate, con-
nected discourse--that is, gain in speed, made
possible by adding mastery of the higher language
habits to mastery of the lower, leads to greater
accuracy in detail. The natural and economical
order of learning typewriting is to let the
specific habits perfect each other.

ITIT. The Language Arts--General:

A. It may be noted, especially with reference to the
statement quoted below, that if the method of learning a
language art has been one in which emphasis is placed on
isolated words, or on the prineciple underlying the use of
the isolated word, an obstacle of hindrance has been set up
to the fluent use of the word in running discourse. Con-
versely, since the reactions required of a language art take
place in running discoursé, the language art should be taught
in a lifelike situation, with the materials presented in
context. The following statement by liorrison illustrates
the point made above: 13

The set of reactions which either learning or use
of a language art requires take place in a situa-
tion whose characteristic is running discourse.
The mind has no chance to pause for conscious
reflection from word to word, although it may, of
course, pause for reflection upon the content

which is contained in the discourse. In such
pause, if it is a part of the learner's method,

12, William Book, The Psychology of Skill, The Gregg Publish-
ing Co., New York, 1925, pP. 120.

13, Henry C. Morrison, The Practice of Teaching in the Secondary

School, University of Chicago Press, 1932, p. 473.

wvii
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generates the mental set to which we have applied
the term (language-arts inhibition) used in the
preceding paragrapi.

B. Morrison has indicated the similar identity of
shorthand and the language arts, in a statement in which he
also indicts the teaching of materials in isolated form
rather than in context:l4

Stenography is distinctly a language art. If the
correct learning product is established, the
writer employs his symbols to express meaning,

and in taking down dictation his attention is
focalized on meaning and not on his symbols.
Unhappily, we frequently encounter stenographers
whose attention is typically focused on successive
words, and as a consequence our dictation comes
back to us more or less a meaningless gibberish.
To such an operator, the meaningless sentence is
apparently not offensive, while to one who pos-
sesses the true learning product a meaningless
sentence is evidence that there is & mistake some-
where. The competent stenogrepher has, like other
true language learners, learned his words from
their meaning in sentences; the other attempts

the almost impossible task of constructing
sentences out of words learned in isolation.

IV. The Language Arts--Reading:

A. A variety of methods is used in the teaching of read-

ing in the primary grades. One of the approved methods, how-
ever, is the study of words in context and in meaningful
arrangement,15 which is, in effect, a direct method of teach-
ing reading.

B. Arthur Gates has said, with respect to the teaching

14, Henry C. Morrison, The Practice of Teaching in the Secondary

School, The University of Chicago Press, 1932, De 470,

15, William S, Gray, The Implications of Research for the
Classroom Teacher, Joint Yearbook, American Educational

Research Association and the Department of Classroom
Teachers, Ne Ee A., 1939, D. 137.

viii
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of reading in the primary grades:

The best results (in reading) came from the
method in which the training in word perception
was made as far as possible an intrinsic phase
of comprehension.

E
¥
3
§
kS

e
3
3
3
;
3

Since it is admitted that the main purpose of
reading is accurate, fluent and full comprehension,
it is found that the best way of combining the two
types of training (comprehension and word mastery)
is to make the instruction for word mastery as far
as possible an intrinsic phase of comprehension
activities.l7

In connection with the above quotations, it m2y be stated
that comprehension and comprehension activities in the field
of reading are found almost exclusively in connected material.
The develooment of word mastery and word perception through
the use of connected material is, therefore, develovment of
reading through a direct methode.

V. The Language Arts--Spelling:

In a statement on spelling, Gertrude EHildreth has noted
thet additional emphasis is necessary in teaching spelling
through writing sentences from dictation and writing words
correctly in context .18 Emphasis on the introduction of new
spelling words in context and by means of dictation seems to

be advocacy of a form of direct method.

16. Arthur L. Gates, New Methods in Primary Reading, Teachers
College, Columbia University, 1928, p. 160.

17. Ibid., p. 165,

18. Gertrude Hildreth, The Implications of Research for the
Classroom Teacher, Joint Yearbook, American Educational
Research Association and the Department of Classroom
Teachers, N. B. 4., 1939, p. 159.

PR EPES Y TS
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VI. The Language Arts--lKodern Foreign Languages:

A. There is a great deal of evidence in the fleld of
the language arts, and especially in modern foreign languages,
in favor of a direct method of learning. The following state-
ment gives a psychological basis for the learning of a foreign
language by the direct method in that it stresses the use of

the language in a lifelike situation. Moreover, it indicates
the economy of time to be found in the use of & direct method:
A direct associstion is formed between a foreign
word and its meaning, and this association is not
intersected or intermediated by translation.
There is thus no divergence between methods of
learning and methods of use, but every function
is learned and practiced as 1t 1s supposed to be
usedee.o The method is also economical, for
every moment of the class_time is used for the
actual aim of the lesson.l®
B. Many experiments have been undertaken in the modern
foreign language field with the direct method. Reed notes
several experiments in which pupils taught a foreign language
by the direct method were superior to pupils taught by a
traditional method.20« Also, some studies have shown that a
direct reading method results in noticeably high attainment
in reading comprehension and in working vocabulary.21

C. The New York State Syllabus in Modern Foreign

19, Homer B. Reed, Psychology and Teaching of Secondary-
School Subjects, Prentice-Hall, Inc., New York, 1939,
Pe 235,

20. Ibid., p. 241.

21, Algernon Coleman and Clare B. King, The Impllications of
Research for the Classroom Teacher, Joint Yearbook,
American Educational Research Association and the
Department of Classroom Teachers, N. E. A., 1939, D. 241,

i
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Languages supports the use of a direct method in both
reading and writing when it indicates:22

There can be no lasting results in this
elementary language study excepnt there be
laid a solid foundation of three dimensions--
the length, breadth and thickness of aural,
oral and written exercises based on connected
reading selections. This implies not only
the aim of fluency in reading, but also
adequate drill in hearing, speaking and writ-
ing the language, not in isolated sentences
illustrating grammatical rules, but in con-
nected speech-forms or units of discourse.

VII. Shorthand:

A. A number of salient points relating the psychology
of learning to the direct method of shorthand have been made
by Ann Brewington. They are as follows:

When words are placed in contextual relation-
ships, thus conveying meaning, the learning of

a particular word, or a series of words or phrases,
is facilitated, since the words themselves do have
a significant relationship to each other. One
word serves as & stimulus for other words, thus
impelling writing and reading in terms of meaning,
Such assoclations are necessary and expedite the
learning process as the word, phrase, or clause
appears in various contextual settings until it
emerges as a pattern.23

When learning shorthand, the individual 1s placed
in a strange or different situation, and accord-
ingly responds with many unnecessary and exaggerated
movements, His writing is large, irreguler, and
lacks organization in just the way indicated by

the word diffuse. The learning process is retarded
1f the learning situation is not so planned as to
provide for these initial diffused movements; to
make use of them as the necessary raw material for

22. Syllabus in Modern Foreign lLanguages, The Universlty
of the State of New York, The State Education Depart-
ment’ 1957 I} p‘ 9 L 2

23. Ann Brewington, Direct-Method Materials for Gregg Short-
hand, Teacher's Manual, The Gregg Publishing Co., New
York, 1937, p. 15.

xi
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the development of a fluent individual form of
writing movement., Drawing or copying shorthand
notes makes no provision for initial diffused

movements, and accordingly, retards the learning
process., Tracing, or going over shorthand outlines

in a contextual setting, at not less than 100 words
per minute, aids the learner 1in relaxing away
unnecessarg'movements and in reducing exaggerated

movements.

A high degree of skill in writing a shorthand out-
line ten or fifteen times does not insure ability

to write that same outline skillfully in a sen=
tence., The repetitive movements used in writing

the word "time™ do not contain the essential
elements of continuity and fluency that are required
in writing the sentence, "Time is money."

In the statements quoted above, the insistence upon the
presentation and learning of shorthand symbols in context stands
out time and time again, In addition, Miss Brewington notes

that the initial learning response consists of unorganized,

diffuse movements and reactions. These initial diffuse reac~

tions cause many teachers to insist upon the perfect drawing

of outlines. This, in turn, results in an inhibition being

set up which prevents the student from gaining the ease and

fluency of writing which he should be able to develop in a
short time. For this reason, lesson plans set up for direct

method materials insist upon rapid dictation of materials in

contexte.
B. Leslie has made a strong indictment of the method

of learning which insists upon the knowledge of rules and

24. Ann Brewlngton, Direct-Method Materials for Gregg Short-
hand, Teacher's Manual, The Gregg Publishing Co., New

York, 1937, p. 16.

25. 1Ibid., p. 17,

xii
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principles, even to the detriment of fluency and facility

in the shorthand or language art learning.26

Whether in languages or in shorthand, the beginner
can be and often is used as the foundation for an
elaborate superstructure of rules and principles,
but those rules and principles can never be more
than just that--z superstructure of more than
doubtful value, an almost unrelated set of know-
ledges built simultaneously with whatever writing
skill we may develop--the knowledge and the skill
having little effect on each other., As far as

the knowledge of the shorthand rules has any effect,
it 1s more likely to be deleterious than helpful.
Too profound a knowledge of the mechanics of a
foreign language tends to inhibit the learner's
conversational fluency. In either case, the learner
is so concerned with remembering, interpreting, and
applying the rules he has learned that it is men-
tally impossible in that way to obtain any speed

in the application of the art, whether of language
or of shorthand.

C. Lomax and Walsh, in writing of the direct method of
learning shorthand, make the points that material should be

written in context from the beginning, and that even larger

units than sentences are desirable:27

a. Sentences are usually only parts of larger
contexts; hence, proper associations are in large
unitse.

be The student must some time learn the smooth
flow of writing from one sentence to another.
This should be learned in the beginning.

D. Benjamin Davis has summarized in excellent fashlon

the psychology of learning underlying the form and manner of

26, Louis A. Leslie, Gregg Shorthand, Functional Method,
Teacher's Handbook, The Gregg Publishing Co., New
York, 1936, pp. 4=5.

27. Paul S. Lomax and John V. Walsh, Problems of Teaching
Shorthand, Prentice-~Hall, Inc., New York, ', 1932,
Pe. 136,

xi1ii
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use of direct method materials in the field of shorthand:28

available in the field of shorthand. They may be listed as

First, the learning exercises should take place
in the same form as final use. This implies the
arrangement of material in context from the very
start.

Second, the learning exercises should take place
in the same manner as final use. This implies

-dictation from the very start of the learning
processe.

Third, the learning exercises should include from
the very start all the skills required at the
expert level.

Fourth, the method should insure sufficient
practice for all the skills, not individually,
but as a harmonious, single, complex skill.

E. Several forms of direct-method textbooks are now

follows:

1. The Gregg shorthand textbook prepared by 0Odell,
Rowe, and Stuart?® is based upon & group of 618 high-
frequency words drawn from the Horn-Thorndike-Ayres-
Dewey word lists. These words are presented to the
student in sentence, paragraph, and letter form for a
period of six to ten weeks. A transition is then made
to the teaching of theory shorthand by the traditional
method.

The direct-method material is presented for one

week in the form of reasding material only. Writing

28.

29.

Benjamin F. Davis, A Study of Shorthand Teaching, Teachers
College, Columbia University, 1938, pp. 45-46.

William R. Odell, Clyde E. Rowe, and Esta Ross Stuart,
Direct Practice Units for Beginning Gregg Shorthand,
The Gregg Publishing Co., New York, 1936.

xiv
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exercises are begun during the second week on the work
read during the first week.

2. A textbook now being used with success in about
40% of the schools teaching Gregg shorthand®0 is Gregz
Shorthand, Functional Method.51 The textbook follows

the order of presentation used in the traditional method

Gregg shorthand textbook, Gregg Shorthand, Anniversary

Edition,%2 but a ma jor portion of the material used
is based on high-frequenéy words presented in context.
A reading approach is used for the first twenty
lessons after which the students are permitted to begin
writing shorthand.
3¢ Brewington and Soutter have developed a direct-
method textbook on the basis of experimental work carried
on for five years at the University of Chicago.53 The
material presented is all in context and contains, for
the most part, high-frequency words. The book is
organized to follow the presentation of principles in

Gregg Shorthand, Anniversary Edition, and the authors

30«

3l.

324

33,

Theresa A. Regan, Iwprovement of Classroom Teaching in
Elementary Gregg Shorthand, E. C. Te As. Twelfth Year-
book, 1939, p. 267.

Louls A. Leslie, Gregg Shorthand, Functlonal Method,
Gregg Publishing Co., New'Vork, 1936.

John Robert Gregg, Gregg Shorthand, Anniversary Edition,
Gregg Publishing Co., New York, 1929.

Ann Brewington and Helen L. Soutter, Direct-iMethod
Materials for Gregg Shorthand, Gregg Pub11sh1ng Co.,
New York, 1933.
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suggest that the theory textbook may be used to supple-
ment their direct-method textbook.

The authors indicate that either a readinz adapta-

tion or a writing adaptation may take precedence in the

presentation of thelr material. By reading adaptation

they mean devoting a very large proportion of the class
period during the first eight weeks of the course to

the reading of shorthand. By writing adaptation they

mean devoting a very large proportion of the first few
weeks of the course to the writing of shorthand.
4, It should be noted that each of the direct-
method textbooks discussed above has two major features:
a. Each textbook is based upon a high-
frequency vocabulary.
be Almost all the material presented in each
textbook is in context.

F. The textbook now available in Isaac Pitman shorthand
emphasizes development of the shorthand symbol through
reference to the underlying shorthand principles.®¢ It may
be considered, therefore, as a textbook based upon the tradi-
tional method. There 1s no available direct-method textbook
in which the shorthand symbols are presented in context, with
the objective of developing an automatized vocabulary of high-
frequency words.

G. The New York City Syllabus in Shorthand for High

34, XNew Standard Course--Pitman Shorthand, Pitman Publishing
Corporation, New York, 193cC.

Xvi
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Schools states, "Inasmuch as the Committee recognizes that
there is no one best way of teaching shorthand, various
approved methods are presented."99 Page eleven of the New
York City Syllabus contains a definition and summary of the
direct method as one of the approved methods of teaching
shorthand.

H. At least two schools in New York City have used,
or are now using, direct-method materials in Pitman short-
hand. These schools, namely, Walton High School and Girls'
Commercial High School, were forced to use mimeographed
materials in order to present Pitman shortheand by the direct
method because there is no direct-method textbook.

I. Pitman shorthand is taught in the public schools of
New York City, Philadelphia, Chicago, Jersey City, Atlantic
City, and in several other city school systems. dJohn Bryant,
School Director of the Pitman Publishing Corporation, has
expressed the opinlion that many of these city school systems
would be ready and willing to make use of a direct-method
textbook if one were available in Pitman shorthand.5%

Jde An experiment at Walton High School, New York City,
has shown a slight advantage for the direct method of teaching
shorthand as compared with the traditional method.®?

35. Syllabus in Shorthand for High Schools, The Board of
Education, City of New York, 1937, p. 3.

36. John Bryant, Statement at the offices of the Pitman
Publishing Corporation, New York, December 5, 1940.

37. Benjamin F. Davis, A Study of Shorthand Teaching,
Teachers College, Columbia University, 1938.

xvii
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VIII. Concluding Statement:

It may be concluded, upon the basis of evidence drawn
from the areas of general psychology of education, typewriting,
the language arts, and shorthand that the materials of learn~-
ing should be presented, insofar as it is possible, in a

lifelike situvation. More concretely, it may be stated that

in a language=-arts or pure-practice subject, the materials
to be learned should be presented from the beginning in the

same form in which they are to be finally used. Therefore,

in a language-arts subject such as shorthand, the elements
of learning should be presented in assoclation with one
another and on the expert level, or as close to that level
as possible, in order that the learning situation may simu-
late a real life situation.

In order to meet the objectives inherent in the conclu-
sions drawn above, a shorthand textbook should present all
shorthand symbols in context; that is, the shorthand materials
should be presented in association with one another. Also,
the textbook should be so arranged as to requlre reading,
writing, and transcription of shorthand from the very beginning;
that is, the materials should be presented on the expert level,
or as cloée to that level as possible. Finally, the textbook
should provide for the automatization of high-frequency words,
in order to provide the learner with the fluency and facility
required of the shorthand writer on the expert level.

The direct-method textbook organized by the writer meets
each objective stated above:

l. The shorthand symbols are presented to the learner

xviil
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in context.
Provision has been made for the reading, writing,

2.
and transcription of shorthand from the very beginninge.

3. 411 materials in the textbook are based upon a list :

of high-frequency words.

e ks

xix
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FOREWORD TO TEACHERS

Purpose of the Textbook

It has been the writer'!s intention, on the basis of
what seems to be a definite need for a dlrect-method text-
book in Isaac Pitman shorthand, to organize textbook materials
in such a manner that the symbols for Issac Pitman shorthand
will be learned directly. The shorthand symbols are presented
to the student in the context of sentences, paragraphs, and
letters rather than through the medium of the underlying
rules and principles of the shorthand system. The point has
been made that an essential difference between direct method
and traditional method in shorthand is that the pupil general-
izes the principles of the system for himself when the direct
method 1s used, whereas the shorthand principles are given

to him by the teacher in the traditional method.58

Treatment of the iHaterials

l. The vocabulary used in the textbook was drawn from
the thousand words in most common usage as published by Ernest

Horn.%? The thousand most common words make up eighty to

38, Benjamin F. Davlis, A Study of Shorthand Teaching, Teachers
College, Columbia University, 1938, D. 17.

39. Ernest Horn, A Basic Writing Vocabulary, University of
Towa, 1926,
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ninety per cent of the words in any written material as
reported by Kirk and Mumford,40 ninety per cent as reported
by Horn4l and ninety-one per cent as reported by Ayres.42
Thus, such a list should provide a sufficiently large writ-
ing vocabulary for elementary shorthand students who are
working toward the development of a vocational skill, or for
elementary shorthand students whose aim is found in the

personal-use value of shorthand. Iloreover, the thousand

words in most frequent use may be determined with some
reliability, according to Ayres,%> but he insists that it
becomes increasingly difficult to ascertain the rank order of
words in common usage very far beyond the point of 1,000.
The reason given for this by Ayres is that long before the
2,000 most common words are reached, the ldentity of fre-
quently used words begins to vary with the subject under
consideration,

2. The vocabulary consisting of the thousand most
common words, as previously defined, was used in the order
and sequence of the vresentation of principles of Pitman

shorthand as they are found in the shorthand theory book in

40, John G. Kirk and George E. Mumford, Graded Letters,
The John C. Winston Co., Philadelphia, 1933, De Ve

41. Ernest Horn, A Basic Writing Vocabulary, University of
Iowa, 1926.

42, Leonard P. Ayres, A Measuring Scale for Ability in
Spelling, Russell Sage Foundation, 1915, p. 8.

43, Ibid.
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common use, New Standard Course--Pitman Shorthand.%4 This

arrangement enables a teacher to use the New Standard Course
as a gulde book or manual while he is teaching from the
direct-method textbook. It should be noted that it was not
found feasible to present words in order of cormon usage,
since very few noun forms and verb forms may be foﬁnd within
the two hundred most frequently used words. The arrangement
of words into connected material early in the term's work

would be practically impossible if the words were presented

in order of frequency of occurrence because of the absence
of noun and verb formse.

3. All shorthand symbols are presented within the context
of sentences, paragraphs, and letters.

4, The material is set up in 112 exercises., ZEach
exercise introduces from ten to twenty new words with each
new word used at least twice in the initial exercise in which
it is found. At least one new exercise may be presented in
a class period of forty minutes and, in many cases, two
exercises may be presented. If the school term has 75 class
meetings or slightly more, it should be possible to complete
the textbook within one school term or, at most, after one
month of the secoﬁd school term. It should be noted that
review lessons are unnecessary since the textbook is arranged
to present new words in the context of familiar materisal,

and, hence, there is constant review of previously learned

44, New Standard Course--Pitman Shorthand, Pitman Publishing
Corporation, New York, 1936.
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shorthand words.

5. Many of the short forms in Pitman shorthand do not
occur in the first thousand most frequently used words.
Teachers of shorthand usually emphasize all short forms,
however, in order to develop in the student a writing vocab-
ulary which is thoroughly automatized. It was deemed advis-
able, therefore, to include in the textbook even those short
forms which do not occur in the one thousand most common
words. These short forms are starred in the appendix, and,
in a few cases, are used only once in the textbook,

6., The shorthand vowels are written in all words the
first five times the words are encountered. After five repe-
titions of the vowel signs in a word, it was decided, arbi-
trarily, to drop the vowels, since they are not normally
inserted in the writing of Pitman shorthend. This rule is
followed unless it would make for extreme difficulty in
reading or writing a word in the context of a sentence.

7. The first five chapters, through Exercise 17, are
set up in the form of isolated sentences. The small number
of words available up to that point made it unwise to attenmpt
to set up the words in paragraph or letter form. The first
five chapters should be completed in about two and one-half
weeks.

8. The key longhand material is marked off in groups
of twenty standard five-stroke words. The phrase "standard
five-stroke words" as it is used here means that five type-

written strokes shall count as one word. The first number

xxiii
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following each peragraph or letter indicates the total number
of standard words in the selection. The second number indicates
the total number of actual words in the selection. Standard
word count is used so that the teacher may readily compare

shorthand dictation or reading speed, or transcription speed

on the typewriter (assuming a typewriter is used for trans-
cription) with the typing speed of pupils normally ascertained
on the basis of standard five-stroke words.

9. A longhand key to all shorthand symbols has been set
up directly after the shorthand plate material. The use of
a longhand key has been well defended by Leslie.45 He main-
tains that a key helps the student to do more work, to do
better work, and to do the work in less time than would be
possible in any other way. Xirk and Mumford have also used
a longhand key to shorthand plate material in their well-
known dictation book, Graded Letters.46

10, All words used in the textbook are set up in an
appendix in an alphabetical longhand-shorthand vocabulary list.
The first number following each word indicates the chapter in
which the word is introduced. The second number indicates
the frequeacy of occurrence of each word in the textbook. All
starred words are short forms which do not occur in the one

thousand most common words. Phrases of two or more words

45, Louis A. Leslie, Gregg Shorthand, Functional Method,
Teacher!s ianual, Gregg Publishing Co., New York,
1036, pp. 24-28.

46. John G. Kirk and George E. Mumford, Graded Letters,
The John C. Winston Co., Philadelphia, 1933, Dp. 3.

xxiv
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which are designated by short form symbols are set up imme-

diately after the vocabulary list.

11l. The %"circle s" is used from Chapter Two on to

indicate the word "us" in phrases. This is the only excep-

tion to the order of presentation used in New Standard Course.

RS Py
SIS 3

The exception was necessary so that the word "us" might be
presented to the student in the same form in which it is to

be finally used.

Suggestions to Teachers

l, B. F. Davis suggests that direct-method materials
can best be presented by a combination of the reading and
the writing approach.47 Following this suggestion, the
aunthor has set up the textbook so as to provide the oppor-
tunity for emphasis on both reading and writing shorthand
in context in every shorthand lesson. The author, through
use of representative samplings of the textbook material in
his classes, has come to the conclusion that the pupils should
spend at least three-fourths of each period in writing short-
hand. The rest of the class period may be used for reading
shorthand, with & very small part of the period set aside for
teacher explanations.

2. The first lesson in shorthand will be different from
the usual lesson because the student has no background of
shorthand words to be used as reviey material or as a founda-

tion for the building of new materiasl. It is suggested,

47, Benjamin F. Davis, A Study of Shorthand Teachlng,
Teachers College, “Columbia University, 1938, Pe. 78.
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therefore, that the teacher follow this procedure for the

first lesson:

A. Write the new sentences on the board at 40
to 50 words a minute and read as you write.

Chapter I, Exercise 1, consisting of nine
short sentences of 28 total words is written
on the board.

B. Read the sentences on the blackboard rapidly,
pointing to the words as you read.

The nine sentences of Exercise 1 should be read
by the teacher in no more than a half-minute.
They may then be repeated at the same rate of
speed.

L g s s b e S 44 . :;-_; ot - £
s ) e e R e S AR A st S R SRR N

C. Call on volunteers to read the sentences.

Volunteers should be called on to read a sen-
tence or twoe. The attempt must be made to have
the sentences read fluently and clearly. As
the pupils read, the teacher should point to
the outlines read.

D, Dictate the sentences at 20 words a minute as
the students trace the outlines on their text-

bookse.

The sentences should be dictated in slightly

more then a minute by the teacher. As the

teacher dictates, the students should trace .
with either a stylus or the back of a pencill ‘
which has no eraser the shorthand outlines for

the sentences in their textbooks.

E. Have the class read the sentences in concert.

Have the class read sloud the sentences in
Exercise 1 from their textbooks. Be sure that
all students are reading.

F. Redictate the material at 20 words & minute
as the students copy from the textbook.

This is the first attempt of the students to
write shorthande. The teacher must insist that
each student get something down on paper for
every word dictated. A speed of 20 words a
minute is just fast enough to force the pupils
to write the shorthand symbols rather than to
draw them.

xxvi
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K.

Have the class read in concert from their notes.

Insist that each pupil read from his shorthand
notes aloud. Try to have the class maintain a
reading speed of at least 50 words a minute.

Redictate the material at 30 words a minute as
the students copy the outlines,

Exercise 1 should be dictated as the students
copy from thelr textbooks. The students must
write the shorthand symbols for every word
dictated, and must, therefore, keep up with the
speed of dictation.

Call on various students to read from their
notese.

Students may be called on to read one or two
sentences. The entire group of nine sentences
may be read through several times.

Redictate the sentences at 40 words a minute
as the students copy the outlines.

It should be noted that the speed of dictation

is increased each time the material is redictated.
Insistence must be made that the students get
something down on paper for every word dictated,
no matter what the speed of dictation may be.

Assign the Exercise presented in class for
homework for the following class meeting.

Exercise 1 should be assigned for homework in
the following way: The sentences are to be resd
from the shorthand plate material in the text-
book until the student is able to read the nine
sentences in 15 seconds. The plate material is
then to be written three times. The third
attempt should be made within 30 secondse.

The following is a suggested teaching technique for a

class period later in the terms: (The rates of speed suggested

have been achieved by the writer in his own classes. The same

speed is maintained for the tracing of new material and the

dictation of review material, as has been suggested by

t
i

xxvii
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Brewington and Soutter.48)

A.

B.

D.

Dictate the homework assigned on the previous
day at 80 words a2 minute. (The rate mey be
increased as the term goes on.) Have the
pupils read back from their shorthand notes.

Chapter VIII, Exercise 29, consisting of two
letters should be dictated in four minutes. It
should be read back in three minutes.

Write the new paragraph, letter, or series of
sentences on the blackboard and read as you

write., The rate should be 80 words & minute. v

The teacher should write letter 1, Exercise 30,
on the board in three minutes or less.

Call on a student to read the material written 3é

on the blackboard.

The teacher should call on one volunteer student
to read the shorthand. The reading should be
clear and fluent. The teacher should point to

the outlines on the blackboard during the reading.

Dictate the new material at about 80 words a
minute as the pupils trace the outlines from
their textbooks.

Exercise 30 should be dictated in about three
minutes as the students trace the plate short-
hand in their textbooks.

Dictate the new material at 50 to 60 words =
minute as the students copy the shorthand from
either the blackboard or thelr textbooks.

The teacher must insist that the pupils get
something down on paper for every word dictated.
There should be no student in the class who is
unable to keep up with a rate of 50 words a
minute on material which is being copied.

Call on various students to read from theilr
shorthand notese.

48, Ann Brewington and Helen I. Soutter, Direct-Method
Materials for Gregg Shorthand, Gregg Publishing Co.,
New York, 1933, pp. xii, xvi.

xxviil
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The teacher should call on students to read a
sentence or two of the letter dictated. The
reading should be fluent and at a rapid rate.

Redictate at a faster rate than before as the
students copy from their textbooks or from the
blackboarde.

Letter 1, Exercise 30, should be dictated at a
rate of about 80 words a minute.

Have the students read back again from their
notes.

The teacher should call on students to read a
sentence or two from their shorthand notes.
The rate should be at least 100 words a minute.

Dictate the new material at 50 to 60 words a
ninute as the students take dictation with no
reference to thelr textbooks or the blackboard.

The new letter for the period, letter 1, Exercise

30, is to be dictated in about three minutes

as the students take dictation without reference

to any shorthand plate or blackboard outlines.

Call on students to read from thelr notese.

The letter may be read several times by different

studentse.

Redictate at 100 words a minute as the students
copy from the textbook shorthand plates.

The letter should be dictated in about one minute
and three-quarters. The students must get some-

thing down for every word dictated.

Assign the material covered during the period
as homework for the next class meeting.

The letter covered during the period is to be
read from the shorthand plates in the textbook
until the students can read it within one and
one~quarter minutes at a rate of about 125
words a minute. It should be written at least
three times with the attempt made to write it
at 100 words a minute by the third attempt.

Variations in the technique presented above may be

achieved by:

xxix
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A. Having students read rapidly and fluently from
thelr shorthand homework rather than dictating the

homework.

G R

Bs Calling on volunteers to read the new material

from the textbook the first time it is encountered.

Ce Using concert reading rather than individual

reading of the teacher's blackboard outlines or of
shorthand plate materizl in the textbooke.

D. Dictating new material containing words already

presented to be written by the students without reference

to the textbook or blackboard.

The material to be used for the first two or two and a
hélf weeks of the term is restricted to isolated sentences.,
The speed of dictation of these sentences will be less rapid
than the speed suggested under the model lesson given above.
This is due to the fact that the nature of the material does
not permit fluency or rapidity of writing or readinge.

3e The homework assignment should contein provision for
the development of fluency in both writing and reading short-
hand. It should be based upon the work covered in class, and
the teacher must insist upon the students' ability to write
the homework from dictation rapidly and to read the homework
fluently. These suggestions are substantiated by the section

on homework in the New York City Syllabus in Shorthand .49

49. Syllabus in Shorthand for High Schools, The Board of
Education, “City of New York, 1937, DD. 23=25.

ERE N P (T CH SV ORI SR
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A typical homework assignment may be as follows:

A, Reading through of the exercise or exercises
assigned (which were introduced in class) until the
student has the ability to read the shorthand at a
rate of 100 ﬁords a minute,

B. Writing the exercise or exercises from the
shorthand plate materisl in the textbook three to five
times. The attempt should be made to develop the
studentst! ability to take the shorthand from dictetion
at a rate of at least 80 words a minute,

N+ Be - The class should be instructed to refer to the

longhand key if there is any difficulty in reading the

shorthand plate material.

4, A basic concept of any direct method, according to
0dell and Stuart, is that the material to be learned is to
be used during the learning process in the same form in which
it is to be finally used.®® All teacher activity during the
class period should be pointed at developing the pupils!
ability to read and write shorthand rapidly and accurately.
The definition of a direct method as given by Newman indicates
that there should be very little if any time spent on explana-

tions of shorthand rules or principles.®l Questions asked

50. William R. Odell and Esta Ross Stuart, Principles and

Techniques for Directing the Learnlng of Typewriting,
D. C. Heath & Co., New York, 1935, DD. 19-23.

51. Sadie Krupp Newvman, Pitmen Teacher's Manual, Pitman
Publishing Corporation, New York, 1936, ppe. 19-20.

xxxi
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by students should be answered by indicating the specific
way to write an outline rather than by reference to the

underlying principles of the shorthend system., After using

mach of the textbook materisl in the classroom, the writer
has come to the conclusion that if no attempt is made to
develop a knowledge of rules or principles, the pupils will

rarely if ever gquestion anything except the specific way in

e e N B AR PR SR G S SRR

which an outline is to be written or how it is to be read.
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TRANSCRIPT OF SHORTHAND
CHAPTER I

Exercise 1
1. Do it today.
2. Do it too.

3. Two do it.

4, Who paid 1it?

5. Two paid today.

6. But who paid?

7. But two pay today.

8. Pay it too.l

9. Pay it today. (23-28)
Exercise 2

1. Who paid today?

2. Do the pay today.

3. Pay the two today.

4, Who paid the two today?
5. The two pald today.

6. Which twol paid?

7. Which two paid it?

8. Do the page.

9. Do which page?

10. Do page eight.

E
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14.
15.
16.
17.
8.
19,
20.
21.
22,
23.
24.
25.
26,

102

But which two do page eight?
Do page? eight today.

Date the page.

Date the page today.

Date page two.

Which two date page eight?

Which two date® the page?

Who paid the eight today?

Age elght paid today.

But age two pald.

The two who paid today do? page eight, age two.
Which age paid 1t?

Age two, page eight, do it.

Be pald to do the page, but be paid5 to do it today.
Be pald to do it which day?

Be paid to do the age, too., (114-126)

f

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



i

CHAPTER II

Exercise 3

1.
2.
Se
4,
Se
6.
7e
8.
Qe
10.
il.

13.
14.
15.
16.
17.
18,
19,
20,
21.

&
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Two paid to do 1it.

Both paid to do it.

Both pay todaye.

Which two have paid?

They both have paid today.

Dol they both say they have pald?
They both say so.

They have both paid, so they say.
They shall both pay? today.

Who shall do page two?

They shall both do it.

They shall do it today, so they say.
But who shalld show page eight?

Who shall show page eight to them?
Both shall show the date to them,
Show them the page.4

Show them page eight.

They shall be paid, so they say.
The day they show it they both shall be paid,S too.
They both age, so they say.

They have to do it to them. (112-122)
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Exercise 4

1., They both think they paid,

2. Two say they think they pald today.

3. Both think they shall do page eight, too.l
4, Which two do they think they shall do?

GAn e 1 Loyl e
AT LI, FUY O T Py 12

5., Which two shall touch the page?
6. Both shall touch page eight.?

7. They think both shall be paid to touch it, but who shall

pay them?
8. They both have paid up to date.

9, The® day they pay up they shall both do page two.
10. Be up to date, so they say.
11, They shall show us the page.
12. Both4 have paid us up to date.
13, They say they shall pay us to do it.
14, The day they both pay us, they shall be® up to date.
15. They think age eight the usual age to do 1it.
16, Show us the usual page to touch.
17. It was the® usual show they say.
18, Was it usuwal to pay to touch the page?
19, They think it was usual to pay to do it, but? was it the
usual age to have to pay?
20, Do they usually have to pay to touch it?
21, They show us they usuallyS pay to touch page two. (165-184)
Exercise 5

1, They usually pay them, too, so they say.

2. Was it usual to pay both to show us which page to touch

up?

S R v i v

“"é;a.‘-,“-
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3. Theyl both say it was usual to do page eight.

4, Who was up to page eight?

5., Both say they shall do up to page? two.

6. Which was the page they usually show us?

7 They think they have to show the pay to us.

8. They haved usually pald us to do it, but shall they pay
today?

9. Today they shall pay to do up to page elght,

10, Which page4 shall they show to them?

1l. They shall show them both the page to touch. (94-104)
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CHAPTER III

Exercise 6

1.
2.
Se
4,
Se.
6.
7e
8.
9.
10.
1l.
i2.

14.
15.
16.
17.
18.
19.

21.
22.

They will have to beg them to do it,

Both beg us to do page eight.

They came to beg us to pay them,

Whol came to beg us to do 1t°?

They came to change the page.

The change was pald to them today.

Which two came? to pay us the usual change?
They will change the check to pay them.
Today the check shall be paid.

Who3 will be paid to change the check?

They have come to beg us to change the check.
Who will come to check? the page today?

Both say they think they will come today.
They paid the check, but it was the usual® delay.
They say the delay today was usual.

They came to the game today.

Shall the game delay the show?

They® think the game shall delay them.

They came, so they say, to beg us to delay the check.
They will give7 us the check.

Give them the pay today.

Who will come to give us the usual change?
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28.
29.
30.
31,
32.
53,
34.
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Shall they be given8 the check?

Which date was given to them?

The age given to us was age eight.

The check was given to° him,

The usual pay was given to him,

They will have to show him the game.

Do they know which page to showlO him?

They know they will have to show him page two.

Both say they know they will have to give up today.ll
We shall touch it today, too.

Do we have to delay the game?

We lmow the check was paid to him, but wel2 have to

change the date. (245-267)

Exercise 7

1.
2.
Se
4.
Se
6.
7e
8.
Qe
10,

We love to show him the game.

We shall love to come to the show.

They will love to have the check,.

Thel cheek they paid was too low,.

We think the pay was too low.

They usually beg us to pay the low check.

We2 love to mail him the change.

They say they will mail the game to us today.

We know the mail came thed usual day.

The day the mail came, the change was low, but we shall

pay it today.

11.
iz,

3

Do they make the usual pay?
Who will make us touch the page?
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13. Which two shall make us touch it?
l14. Both shall make him do it.

p
A
-3
-
&
K

15. May we® mail him the check?

16. May we show him the game?

17. They may meke up the game to show to him.

18. We think they® may delay the game.

19. Maybe the game shall be given today.

20. Maybe the check was too low to mail to them.

21. Maybe7 the pay was lowe.

22, Was the name given to him?

23. The game was given the usual name,

24. Maybe the nsme was given8 to them.

25. We shall give them no mail today.

26. They say we shall have no pay, but they have paild him.
27. We? know they have given the game no name.

28. The usual thing to do was to delay the game.

29. They may give him thel® usual thing to do.

30. The usual age to do the thing was age eight, so they
say.

3l. The usual way to do thell thing was to touch 1it.
32. Show them the way to do the page.

33. We shall show him the way to the game.

34. Maybel?' they know the way to do the thing.

35. They will show us the way to do it.

36. It will be given to them today.ld®

37. Who will show them the way to the game?

38. Maybe they will show him the name. (274-311)
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Exercise 8

1. They say they will come to the game today.

2. They think they will be given no mail.

3. Show them the way tol make change.

4. Who will come to the game today?

5. Do they think we shall beg him to come?

6. Maybe we shal1® change the date.

7. Do they know the date to mail the check?

8. Have we both paid the check?

9. We have given him® the usual check to mail to them today.
10, Shall we delay the mall?

1l. We have come to change the name.

12. We know? they will come to change the name today, but
we shall delay the change.
13. They say 1t was too low to touch.®
14, Which thing shall be given to him today?

15. They beg us to give them the check, so we shall have t0®
mail it to them.

16. The thing to do was to make them delay the mail,

17. They both say the date was May.

18. They’ love to give him the mail.

19. We have no change to give them.

20, We think they will come to the game which will® be given
today. (163-179)

H
B
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CHAPTER IV

Exercise 9

1. A page was given to him,

2. VWho will give them a check?

3. They say they will pay a check for him.

4. Who willl mail him a check for the game?

8. They wlll be pald for a page of mail.

6. A delay of a day may change the ga.me.2

7. They know of a way to make the change for him.

8. On which date shall we pay for it?

9. We shall show it3 to them on page two.

10, We think they had to give him the mail on the usual date.
11. Both of them had come? for the game.

12, We had the usual pay, but the check given to them was too

13. They usually beg us for a® dollar.

14. Who had a dollar of the pay today?

15. They say we shall have to pay them for the game, but the
date® on the check may delay us.

16, They will mail it to pa today.

17. We love to show the game to pa, but ma may7delay him.
18. They say they both had to show ma the way to change it,
but we think pa had to do it.
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thing.

20.
2l.
22.
23.
24.
25.
26.
27.

111

Ma shall® give them a dollar on the day they touch the

We think pa shall add a dollar to the check.

We had to beg them to add to the low pay.

They will add the change at the game.

Ma had a dollar to addl® to the change at the show,

They will have to add a page at the back. |

On the back of page eight was thell usual thing.

We had given them no name on the back of the check.

We think they will have to back up tol2 make 1it. (242-284)

Exercise 10

1.
2.

They may come to the bank for a check.
The name on the back of the check shall show the bank

they paid usl for the game.

Se
4.
5.

We think pa may mall a dollar to the bank,
We pald them cash for the check.
It was usual® for the bank to cash the check but maybe

they had no name at the back.

6.
7.
8.
to
9.
10.
11.
12.
law.

They had to psy cash for the® package.

We came back to change the package.

The cash we pald for the package was too low, so we had
add a dollar,

They will give him an eight dollar check for the package.
We bought them a package for® cash today.

The game they bought us shall be pald for today.

We think they came to show us the law, but® we know the

a
|
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112

They came to beg us to change the law, but we shall add

to 1t.

14.

They bought a saw to? give to him, but the law may delay

them.

15.
16.
17.
is8.
15.
20.
21.
22.
23.
24.
25.
26.
make
27.

We saw him at the bank today.

We saw the package they bought £o8 give to ma.

We saw them talk to pa at the back of the bank.

We think they will give a talk on the law® today.

Who will telk on the way to make a law?

We got the cash at the bank today.

We got back the packagelO which we bought for pa.

They say they got him a job at the bank.

We shall show them the way to do thell jobe

They had a job at the bank for low pay.

They say it was too long a job to do today.

They bough.tl2 a long, low package for ma, but pa may

them change 1t.

They had a long talk, but we think they got]-:5 the job.
(262-304)

Exercise 11

1.
2.
Se
4.
S.
6.
7.

We shall take me to the game today.

They will have to take back the package they bought us.
We thinkl it will take too long to do the job.

We got enough cash to pay them.

They will have to take enough change? to cash the check.
We shall get enough cash today to pay back the bank,
Maybe they will get him a° job at the bank,
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8¢ They may get him a job on Monday.
9. Monday was the day on which we got the mail job fort

both of then.

10. Do they get back on Monday?

l1l. On which day of the month do we have to mail them the
check?

12. They® say the month of May may be long enough to do the
Jobe

13. Which Monday of the month do we get for the6 game?

14, The delay may take a month, but 1t will add to the pay
for the Jobe.

15, They sew the show a month agoe’

16« We saw them talk to him a day ago.

17. They will give him an envelope to mail to us.

18. We saw him take a name8 off the envelope a day ago.

19. We shall make them take the envelope off the package.

20. A month ago we saw® them take the name off the check,

21l. They will take the envelope away today.

22, We had to beg him to takelO the mail away.

23. We had to give the package away to get enough cash to
pay him for the envelope.

24. They sayll they will be off the job for the month of May.
25. They had enough cash among them to pay the check.

26, Whol2? among us shall be at the show which will be glven
on May 297

27. They love to take away the cash which wel3 have among us.

(263-298)

wtnmmmiawmmwaﬁk_m; e P
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Exercise 12
l. A check was given to them for the package long ago.

2, We saw them at the show, but we had no way to talkl to

then.
3. They got a package for us at the bank.

3
3
&
$
¥
3
i
B
:

4, May we have a check for the game bought a month ago,2 on
the 15th of May?
5. We think they had a long talk, but we know they will give
him no jobe.
6. They say thed envelope was paid for on May 21.
7. We think they may take the name off the back of the
envelope.
8. We shall? take up page eight on Monday, May 13.
9. They will be paid the usual dollar a day to do the long
jobe.
10, We gotd enough cash to come back to pay for the package.
11, They say the thing to do may be to delay the law.6
12, Who among them saw him take the package away?
13, _We may show them the way to do the job, but it will teke?
them too long.
14, We know they will be at the game, but we think they will
both come back on Monday.
15. WeB usually give the long job to them, but we may have to
make a change.
16. They will have to pay for the package,? but we think they
mey get a delay of a month,
17, We had no cash to pay him for the game, so we had tol0
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get a check for him at the bank,

18, We think we shall get enough cash among them to pay him
for the job.

19. Well usually take off the month of May.

20, The check they pald us for the Job was too low, so we
had to givel2 it up. (241-282)
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Exercise 13

l. They say they may come to the game in the month of May.
2. The day for the game in May may be any Monday.l

3. Any package they take to the game may be in the way.

4, Meybe they will have to check any package they? bought,
but they say it will meske no difference to them,

5. We think they saw a different package in thed bank.

6 A different envelope may add to any usual difference in
the package we bought.

7. We ought to pay the4 difference in cash.

8. They say we ought to get any job we wlsh,

9. They wish to give the package away, butd they ought to
teke 1t back.
10, They say we ought to go to a different bank to cash the
check, but we wish® to give 1t to the bank we know.

1ll. We think they ought to go to the game in a different way,
but they say7 it will make no difference which way they go.
12, They cen go away for a month, but they have to be backS
in Maye.

13. Both of them can make up the package to be given to him
today, but they wish to be paid for® the job.

14. Maybe we ought to put enough cash in the envelope to pay
them back,
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15. They say the law can delaylO the change of any nsme to
be given to the bank, but we think the name we put up on the

bank & month agoll was in no way a change.

16, We think enough cash can be put in the envelope to pay
for the package whichl? they usually mail to us.

17, We put in a long job on the package, but we think we
shall have to beg them t0l3 pay us for it, anyway.

18. We know they owe us a dollar for the job anyway, but
we think they may delay forl4 a month.

19. They say they owe us & dollar, but we think they paid
us a day ago; anyway, we know they owelS him for the game
they bought. (306-343)

Exercise 14

1. They say we shall have to mall each package for them,
2, We may have to change each check at the bank.l

3. They both usually eat on the job, but today each may eat
at the game.

4, The fee to eat at the game was adollar each.

5. We owe them a fee for the package which they bought each
of us.

6. We ought to see each of5 them get the usual fee for the
Jobe

7. We can beg them to see the show, but we may have to pay
the fee for4 each of them.

8., We wish to see him teach them the way to do it.

9, We think they may teach him to put enoughS cash in the
bank to pay for the check.
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10, We came today to see him teach the game to each of them.
1l. They'6 say she may teach us the game iIn a different waye.
12. She ought to eat at the game, but the fee may be a7
dollar.

13, She ought to teach pa to keep the mail in the usual way.
14. They wish to keep enough cash among® them to pay back
each of us.

15. She ought to keep enough cash to leave for the game on
Monday.

16, They wish to® leave the cash for the package at the bank.
17. We can leave the long envelope in the package for a day.lO
18. She can go to the big game on Monday, if she can cash

the big check at the bank,

19, If we can leave the bigll envelope at the bank today, we
can mail them a different envelope on Monday.

20, If they keep the biglz package, we shall have to mail
them a bill for 1it.

21. The bill can be paid in cash if they take the packagel®
back to the bank.

22. They say they will take the package off the ship if we
pay the blll today.

23. We shall havel? to beg them to take us to see the big ship.
24, 1If they live on the ship for a month they will be givenld
a big check, but they say they wish to take a different Job.
25. They say they love to live on the ship, 16 put we think
they will leave the ship if they get a job at the bank.

26, We shall have to pay & big bill if 17 we 1live for a month’
in the usual way. (348-398)

;i

.
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Bxercise 15
1. We paid the bill for the blg book a month ago.
2., They each bought him a book for a dollar,
3. We shall havel to look for a name for the book.
4, If we look for him we shall delay the game,
5. We shall have to look in2 the bank book to see if we
have enough cash to pay the bill,
6. She took a check to the bank to get® enough cash to pay
for the book.
7. It took too long to get to the game, but we saw a bit of
it anyway.
8. Me.ybe4 we can see a bit of the show if we leave on Monday.
9. We took him to see the big ship on the way to the® game.
10, She took him into the bank to show him the way to cash
a check.
11. If we wish to mail them a check® we shall have to put
it into an envelope.
12. They will have to talk to him, if they wish to take a
package? into the bank.
13. They will be leaving for the big game in a day.
14, If they go to the game, they will beB leaving a big job.
15. They say they willl be doing the job on the way to the
geme.
16, If they will be doing a bit® of the job on the way, they
will be paid for it.
17. Having a long talk may be enough to delay the show.lO
18. She was having us look at the book on the way to the show,

i
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19. The geme was being given on a day in May.ll
20. The mall was being given to him in the usual way, but
it was taking too long.
21. They will be taking thel2 package back to the ship today.
22. We shall be goling away on the ship in s day.
23. Who will be going to theld bank to cash the check today?
24, They say they will be living on the ship for a month.
25. We think they wil1l4 pe living in the usual way on the
ship.
26, We ought to be looking for them on the way to the show.
27. We shalllS be meking enough cash on the job to go looking
for a big package.
28, We had no way of making a change inl6 the bill., (322-379)
Exercise 16
1. They had to take the baby to the show which was being
given in May.
2. They wish to know if they may seel the lovely baby.
3. We can show them a lovely thing to give to the baby.
4, They say they have a copy of the? bill to show to him.
5. A lovely copy of the ship was given to them. A
6. A copy of the book was given to the® lady who was going
away on the ship.
7. The ledy took him to see the show on a lovely day in May.
8. They say% the lady was going to give the family enough
money to keep them ~go:!.ng for a month.
9. The family had to® give him the money to pay for the
package.
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10. The family got enough money to pay back many of them in
cash.5

11, Many of them came to see the big game.

12, A copy of the blg deal was given to the family.

13, Many of us’ may have to make a deal at the bank to get
enough money to pay for going to the show.

14, If we delay the8 deal, we shall be making no money for
the package. (170-194)

Exercise 17

l. We ought to pay them the blill we owe them for the package
we bought.

2. May we see the big book which wasl to be given to him?

3. We owe many of them money, but we shall pay them back
the day we make a deal at? the bank,

4, We ought to put the money we make on the job in the bank.
5. May we have a copy of the bill for® the package we bought
on May 227

6 If we pay him a fee for doing the job, we shall have no
money to put4 in the bank,

7. If we get the job at the show, we shall have enough money
to pay the family for a month.S

8. We shall mail them a check for the book we bought a month
ago.

9. Money was being given to the :ﬁ‘a.miil.y6 each month.

10. They will be leaving for the game 1f they can get enough
money to goe.

11, If the lady can come? in to see us, she may get a copy

A
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of the book..

12, Maybe we can go to see the game on a different day.
13. The8 lady was looking for an envelope big enough to
take the cash to the bank.

14, If they wish to make any money9 for the job, they will
have to do it in a different way.

15. We wish to ship the package to them, but theylO will
have to give us a check for it.

16, We shall have to go into the bank to get the money to
pay for thell bill.

17. They will be taking enough money for the job to be making
a living. (235=273)
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CHAPTER VI

Exercise 18

l. Both of them are making enough money to go to the show,
but they say they have to put the money in the bank.l Maybe
we are going to go to the game in May. If both of them are
going to the game, they will have to2 keep the money they
make on the job long enough to pay for the game. Our job
may pay us enough in% cash to take us to the game and the
showe If we wish to go to both the game and the show, we
shell have? to put our money in the bank for a month. We
are leaving for the game on Monday, and we shall go to° the
show in May. If we take our family to the game, we shall
have to take the baby, too. (117-137)

2. We think we ought to put our name on the back of the book
we bought, and mail it to them in an envelope.l If we mail
them the book, we shail have to change the name on the package.
Maybe we ought to talk® to the lady who bought a book for
them a month ago, and see if she put it in an envelope. We
think wed should mail the package, but they say it will make
no difference if we take it to them on our way to? the show,
We are going to the show on Monday, and 1f we mail the book,
it should get to them in a day. (100-115)

3. We ought to teach your famlly to live on the money they
make. Your pa should put enough money in thel bank each
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month to keep the famlly living in the usual way. If your
family put a doller a day into? the bank for a year, they
should have enough money to go away and to be living in a
different way. Thed family pay may be too low to put away

a dollar a day, but we think your pa should go looking for
a4 job in which the pay may be enough to keep the family
going. (92-100)

4, VWe saw a large package on the ship on our way to the
game, We shall have to get the lady to say whosel large
package 1t was, She should lknow whose package it was if she
was living on the ship. They think? we should thank the lady
for making up the large package, but we are leaving for the
game todey, and® we shall have no way of going back to the
ship to thank the lady. We can thank the lady, whose job
in% making up the package was so lovely, if we mail a book

to the ship. (93-102)

S They wlll have to read the mail if they wish to know on
which day the game can be given. If theyl read the mail on
the way, they should reach the game today. We see them read-
ing the mail each day, but? if they delay leaving long enough,
they will get no pay for reading the mail. The mall should
be ready5 to be read today, and 1f they do read it, they can
reach the game on Monday. (75-80)

6. The road to the game should be ready for any of them on
the day of the game., Whose job shall it be tol get the road
ready for the big game? If they do the blg Job and get the
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road ready for the game, we2 shall reach the game today.

They say 1t should take an hour to get the road ready, but

an hour may® be too long. (61-71)

7. If they get the road ready early, they should make money

on the game. Whose job was it to get the roadl ready early

enough to have the game today? We know whose job it was,

and we think it was wrong to2 give him the job to do. It

was wrong if the money we palid him for the job was too low.
(57-64)

8¢ We bought the book, The Arm of the Law, and if we get to

the game early, we can read it. Maybe wel can mail them a

Exercise 19

1. We think they will appear at the show early today. If
they do appear today, we can assure them of al job in the show.
They have a job at the bank, but if we assure them of a job

in the show today, we think® they will thank us, and take the
job. They usually appear at the show in a car., We think

they will3 keep the car on the money they will get if they
appear in the show, We know the money they will get4 for the
job, and we think they will make no error in taking it. If

we change the show for them, and make® an error in doing so,

it will make no difference to them, for they will get the
large check we have6 put in the bank for them. We think we
can assure them they will make no error if they keep the car,?
for the job ought to pay them enough money to keep it. (151-167)
2. We shall have to take the car to them and have them put on
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a door. The door on the car may appear to bel failr, but it
will be going any day. We have to take the car on a poor
road, and the door may come off.2 1If they get the road ready,
we may get the car door to thems A falr or poor road may
make the car door® come off. They live too far away to take
the car on a falr or poor road, They assure us it will? take
far too long to get the road ready for a large car, and so
we shall have to get a different door on® the car. (102-120)
3¢ They live on a farm far away. We usually go to see them
in May, but we are too poor to take a car, andlwe have no
way of going to see them or the farm, We fear the family msy
have no money to live on? if we go away to the farm, We
shall thank them if they should assure us we can live on the
farm for a® year. If we do take a car to the farm, we fear
the road may be poor, or the car may be poor. We think4 we
shall talk to the family, and see if they can go to the farm,
too. (94-113)

4., They say they will be in poor form for the game. We
think a jJob on a farm may keep them in fair form! for the big
game. If we take four of them to the farm, we can assure
them they willl appear for the gamez in fair form., Which four
do they think we ought to take to the farm? We fear we shall
be meking an® error in taking four of them, and leaving them
on a farm far away, but if they wish to go, we shall? take
them. They say they wish to go to a fur farm, If they go

to a fur farm, they will make enough money5 to take a car back
to the game., (106=123)

5. We are going to take a room at a fur farm for the month
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of May. If we take a room at the fur farm, itl may be too

far away for us to take the car to the factory each day. We
shall take the car to the? factory today or tomorrow, and see
if it will take too long. If we go to the factory tomorrow,
we may have® to change the date of our party for the baby.
The party can be given at the farm if they can get back4
tomorrow. If we give the party at the fur farm, we shall
have to carry the baby a long way, and the® farm may charge
for the party on our bill, If the farm can assure us of a
low charge for the party, wef shall carry the baby to the
farm. The farm can assurse us of a low charge for the party
if we give 1t7 in the month of March. They have no room for
a large party in May, but they can carry on a party inSMarch.
(161-186)
Exercise 20
1. We think they can get a fei? job at the factory in March.
2, The charge for the door of the car was putl on our March
bill.
3. We think they should have no fear of having to leave the
farm in which they 1live.
4, TFour? of them took the car to the farm and back.
5. We shall have a party in a large room of the factory.
6. We> think we can assure them of a fair job on the farm
or at the factory.
7. We think the car ought to be? ready to leave today or
tomorrow.
8. The lady may make a deal for the factory, but she may have
to get a5 check at the bank to pay for the factory.

3
3
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9. They say they will take a copy of the book to the fur
farm to® read the month they will be away.,

10, We wish to thank them for taking us to the game and to
the show,

11. They’ had to take the door off the car, so we paid them
a fee for the job.

12. We ought to give the poor familyS® enough money to keep

them on the farm for a year.

13, We should reach the poor road on the way to the® factory

today or tomorrow,
14. If we give them the money we think they may get a large

red car.,

15. They maylo appear in the show tomorrow if we give them a

large check for the job. (213-242)
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CHAPTER VII

Exercise 21

1. %I think we ought to give a party at the factory. I

know we can get many of them to come to a party,l but I fear
they may have a job on the day of the party." "How can we
lmow if they will come to a party?™2 ®If we get a car to carry
them to the factory, I think they will come.' "How can we

get a car for them® if we have no money?® "Why, we can make

a deal at the bank for money for a car." ®The bank may have?
to know how and why we are taking the money, and I think money
for a party may be a poor deal for them® to make.® "Fhey will
glve you money for a car if they think you are ready to pay
the money back." "You & know the factory had a poor year,

end we have no money in the bank,® ®I know the bank can make
no error’ in meking the deal, for we are ready to give up the
factory if we can make no money, and pay them back8 for the
car.? (162-191)

2. "How long do you think it will take to get the road ready
for the big game in March?® "I can assure youl they will do
the job with no delay, and I think the road should be ready
early in March, With a faird Job and no error we ought to
have room for many of them at the game." "Why should we have v
to make up a° large road to give a game?" "The road may have
to be large enough to carry a car or two to the game4 and
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back with no delay." %When we go to the game, do you think

we ought to carry a large check?" %How can® I say what money
you should carry with you?" "I wish to know what charge I
shall have to pay at the® game.® ¥I think you would have to
pay & dollar for the game, and a dollar for a car to get to
the game."’ "Do you think it would pay me to go to the game
if I have to come back to the bank tomorrow?® "They sayS
they can assure me of a fair charge for the game, and I think
I can assure you of an early game when® they give it.® %If
they can assure me of what you say, I will go to the geme and
get back to the joblO tomorrow." (201-233)

Exercise 22

1. "When do you think we shall have the money to buy a car?®
"I should say we should have enough cash tol buy a car by May."
"I 1iké a car I saw a day or So ago, when we had to go to the
factory, and I think we® should buy it." "The car you say
you like was bought by a lady we know a day ago." M"Anyway,

I would have to® g0 to the bank and get the money if I bought
a car for my farm." "If you wish, you may take my car for%
today, but you will have to get it back to me on time." MAt
what time do you think you will have toS have the car?® "I
wish you would get the car back to me at the hour of five."
"I think I can get back on® time, by five, but if I have a
delay on the way, I may get back tonight." "I wish to go to
a party tonight,7 so you will have to get the car back to me
by five." (151-185)

2. "They say they saw a fire at the factory tonight. The
fire they saw was too big to check. We ought tol have a

|
g
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boy to keep an eye on the factory and check any fire.® @I
know a boy who would enjoy taking the® job."! M"Any boy who
would enjoy going to a fire would do & poor job." "I think
a boy can enjoy going to ad fire, and do a fair Job for you.
The boy I know who would like to take the job may go away to
a farm for the4 month of July." "He may enjoy going away,
but we can give him no time off. He will have to be ond

the Job for the month of July, but we can give him a month
off in March or May." (115-139)

3., W"They say you can have the time of your life on tﬂe farm
if you go away in May." "I am ready to go awayl in May, but
the boy may wish to go in July."™ "We think he can enjoy life
at the farm any time of the year 12 "Maybe he can, but I
know he would like to go away in July."™ "If both you and the
boy are golng away for® the month of July, we shall give him
the job at the factory when you come back." (75-91)

Exercise 23

1. "I think we can allow the boy to take the car out to the
party tonight.® ™We shall allow him to take thel car out of
the county if you go with him." "You allowed him to take the
car out of the county a month ago2 when I was away." %We had
no time to go out with him a month ago, but you have the time
tonight. Anyway,d if we allowed him té take the car out of
the county tonight, we should have to allow him to take 14
out of the county at any time.®™ (86-99)

2. "I wish you would keep your eyes on the new item they will

issue tomorrow." %I have had my eyes on thel new item for a
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long time, but 1t may take a month for the new 1ssue to come
out.® ®I think they will® issue it tomorrow if they wish to
get enough money to pay for the item.® WIf you knew they

would have to® issue the item, you should have paid them for

it a month ago." "I had no money to buy the item a month%
ago, but I knew they would have to issue it." (89-100)

3e The bill you owe us was due a month ago, and the money
should be ready now. We know you got fair valuel for the
"Power® car you now enjoy, and we think we should have the
money which was due a long time ago. When? you buy an item
like the "Power® car with a view to having fair value for
your money, you should bed ready to pay for the item. Few
of us would buy an item like the "Power" car with the view
of having fair4 vaiue, and pay no money when the bill was
due., If you will now pay the bill which was due on the
"PowertS car, we shall be ready to give you falr value at
any time on any deal which you may make., (117=-133)

Exercise 24

l. If we allow him to buy the new car today, he may have no
money to pay now for the high charge on the car.l I think
he can pay now for the charge on the car, but in a month or
so he may say the bill for the car? was too high. They hope
he will buy the car, and take them out to the farm for a day.
Ee may do if to meke® them happy, but I hope he will get
fair value on the car. If he can pay the high charge on the
car now,% he will get falr value on any deal he may make for
the car in a year. The head of the bank was happy toS glive
him the money to pay for the car now, but he may have to pay

s,
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a high charge back to the head of the bank® for the money
he took. We know the famlly shall be happy if he will buy
a car now, and we hope he’ will be ready to pay back any

. money due to the head of the bank, (152-189)

2. We shall have to keep our eyes on the road beyond the
factory if we wish to see him. He may take thel high road
beyond the factory and get back to the factory early. If
we keep our eyes on the high road, he? may go into the
factory by a door far beyond the road. Anyway, if we look
for him, we may hope to seed him and telk to him., We hope
to take him to the show tonight if we can get in touch with
him, We kmow? the charge for the show may be far beyond
what he can pay, but if we take him, he will enjoy it.
(98-114)
Exercise 25
l., I am going to buy a farm for the family, I may have to
get the money for it by making a deal with thel head of the
bank, but the value we shall get, and the new view on life
which we shall have, should be enough? to make us happy.
The farm may be far beyond the road, but we shall enjoy
living far away. I shall pay® the bank back by making a
deal with them for any ltem we have on the farm. We may
make & fair living on? the farm, and I think we shall be
happy. (87-103)
2. I should like to go away for the month of July. If I
do go away, I think he can take charge of the factoryl for
e month, The job of head of the factory may appear to be
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a poor job, but the pay should be high, and? he may enjoy a
different job. I was happy on the job, and I had 1t for a
year. The job of head of the® factory may give him the
power to take charge of the bank., If he can make a go of
the job, I hope4 to leave him in charge for a long time.
(87-1086)
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CHAPTER VIII

Exercise 26

l. We are ready to give you advice on any items you may
wish to buy. The advice we give you on thesel items may
save you some money. We advise you to come to our sale on
Monday, and save on any of these ltems 2 We are advising
those of you who live far away today, so you may get to the
sale early on Monday® and buy those things which save you
money. We keep advising you of our éales so you may get
fair value? for your money, and save some money on those
items which we sell for a low charge. If we sell thesed
items at any of our sales, you know you can save money when
you buy them. We hope to see you come to6 our Monday sale,
and we advise you to buy those things on which you can save
money. (136~148)

2. We are anxious to have you buy several of those items
which we have put on sale today. We are anxiousl to sell
as many ltems as we can in this big sale, so we can get
enough money to pay several large bills? which are due.
These bills have to be paid by tomorrow, and we are advis-
ing you to come in today and3 buy those things which we sell
in this sale. If you do as we advise, you will save some
money, and wed can save this business. We think you should

be anxious to get fair value for your money, and we wish®S

IS I o

to save the money which we have put into this business.
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You will have our thanks if you come to our® sale today

and buy as many things as you can. We shall show our

thanks by having many sales at which” you can get our
advice on several ltems on which you can save some money.

- (154-164)
Exercise 27
l. We think you know we are now in the business of making
cars. If you should desire to buy a car, wel can sell you
any of our cars at the sale we are now having, or else we
can sell you the car now, and? charge it to you in a month.
We think you know the way we do business, and we can assure
you of our desired to sell cars to folks who wish to buy at
a falr value. If we sold a poor value to the folks who
desire? to buy these cars, we should have to go out of busi-
ness, or else face a loss of some of our business.® We have
no desire to face the loss of any of our business, so we
edvise you to come in and buy forf less, and get a fair value.
If these cars can be sold to folks for less money, we think
they should buy’ at our sale now. (144-165)
2. "Has eny of you seen our new cars?" "He has seen the new
cars, and he now wishes to buy, but he wishes tol buy at a
sale." "His desire to buy at a sale would meke our cars sell
at a loss. If he can buy any2 mekes of cars for the money
he would like to pay, we shall sell him our car at a loss.®
"He makes enough® money to buy a car, and pay a fair value, but
his money has to be given to his family. This makes him wish4
to pay as low a charge as he can. We have seen his farm, and

we know he and his family live miles® away on a poor road.
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This may make him less ready to buy a car,® %"If he and his
folks live miles away, and® he has to come in to the factory

each day, he has a reason for looking for a car.® "He has

a reason for? looking at cars, but he may have a reason for

his desire to pay less money." (154-182)

Exercise 28

1. It 1s several months since we have seen him, and we would

like to kmow if he has sold his business.l We miss his busi-

ness, since we sold him many of our items, and he came to our

sales each month, If you2 have any news as to what he is

doing, we should be happy if you would mall us such news.

It 1s a longd time since we have had any news of him or his

business, and such a delay seems to have no reason, If we?

wish to get any news, we may have to get in touch with his

- office. It may be we miss him by an hour or® so each time

we go to his office, or else he may wish us to miss him., If

we get no news of6 him soon, we shall take his bills to the

bank and see if we can get any money for the bills. If the?

bank should wish to give us money for such bills, we should

soon know if he is in business, and if he hasBan office.
(162-186)

2. Sir:

You will receive a notice on Wednesday which will save
you some money. The notice which you willl receive on
Wednesday is being given to each customer of our business.
You, as a customer of our? business, shall recelve & notice

which gives news of our big July sale.
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Oour sale notice gives you advice® on what things to
buy, and how to buy them. It seems to us to be a sale which
will save you a few? dollars on each item you buy. When you
receive the notice on Wednesday, we hope you will look atd
the charge on each ltem, and see if 1t seems to save you
money. Check off on the notice each itemS which does save
you money, and we shall mall you those items in a few days.

Does this appear to be the way’ for us to give each
customer fair value? We think it does, and if you do, too,
we shall mail to you in8 a few days each item which you check,

Yours, (168-175)

Exercise 29
l, Sir:

How many years is 1t since you have had & month off?

We think meny of us have had to be on the jo‘bl each day for
a dozen years with no time to get away.

If you desire to get away for a month this year? and
make up for the dozen years you have had to be on the job,
we think you should get in touch with® this office. For a
small fee we can give you advice which will assure you of a
nice time for a month? or many months, If you wish to go
away on & ship, if you wish to stay at a small farm, 1f you
like to® be in the city; we can give you advice which will
save you money for a day!s, a month!s, or a yea.r's6 stay,
and assure you of a nice time on a ship, at a small farm, or

in the ci‘by.
Decide now what you would” like to do. If you decide
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now, you willl receive our advice for a small fee, and you
will assure yourself8 of a nice month away. Assure yourself
of a nice time and declide now!l

Yours, (176~200)
2, Sir:

We think you buy the "City Times™ each day. If you do
buy the "City Times®, we think you lknow wel are going to put
out a copy of the "Times" on Sunday, and name it the "Sunday
Times."

The new "Sunday® Times" shell give the same service to
each customer as the "City Times"™ and shall come out at the
same® time of the day. As a special service we shall give
two new books to each customer who will sign the? receipt
which came with this notice. If you sign the receipt, you
wlll recelve the special service ofS the "Sunday Times" for
two years, and you will get two new books.

Sign this receipt now if you wish to get® the special
service of the “Sunday Times"™ and two new books.

Yours, (133-136)
Exercise 30 |
1, Sir:

Two boys I know have set up a box business for which
they use my office, It is my desire to seel the boys stay
in the box business which they have set up, and make money
in it.

I think the charges theye make for each box are small,

and I know you would like to save money on each box you use.
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In case yov.:5 wish to have coplies of the charges they make

on each box they sell, you will have to make out this receiptt
and mall it to may office. I will mall you back copies of

the charges they make for each box, and for®each case sold.

If you use a case a day, you wlll save money in a month's
time, and you will thank the boys for® going into the box
business.

If you wish to use this recelpt, mail it to my business
office, and you will? receive as meny items as you wishe 1
know the boys can give you special service.

Yours, (157-185)
2. To Miss May Page:

I am sorry to know you will have to delay teking the
new house this Saturday becausel your pa 1is sick. I know
you would like to take the house this Saturday, but since
your pa is too sick? to stay in the city, I think I can keep
the house for you for a month.

I would like to lmow by Tuesday if3 you desire me to
keep the house for you for a month. If you mail me a notice
by Tuesday, I shall have4 an excuse for ths office in case a
customer comes in to see us for the house., I should have
such and® excuse ready if a customer comes in, or else the
office may think I have no desire to stay in theb .business.
If you can mail a notice to the office by Saturday or Tuesday
in which you say you will have to? stay on the farm because
your pa is sick, it will cause the offlice to back me up in
any excuse I give to® a customer.

I am sorry you will bave to stay on the farm, because

H
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I know you would like to stay in the® new house. I kmow

the office 1s sorry to delay the sale because it will cause

a loss of money, but 110 think the cause of the delay 1is

enough of an excuse to have them keep the house for you.
Yours, (219-245)

Exercise 31

l. To Mrs, Hope Day:

We should like to secure your advice on some of the
things we wish to sell this month inl the way of music,

We think we can secure a piece of music of which we
can sell many copies. Because we? wish to take no guess
on how many coples of this pilece of music we can sell, we
wish to secure your® advice. We are receiving the music
tomorrow, and since it is said a business can have no loss
on any piece4 of music you like, we shall pay you a fair
fee for your advice.

You will notice we have said we are® receiving the
misic tomorrow. This gives you enough time to come to our
office and see if you likef it. It gives us a few hours in
which to decide if we wish to keep the piece of music, or
to mail it back.? We know we can decide in a few hours if
we wish to keep it. We have no desire to guess on this8
music and, if you glve us some advice, we think we shall have
no reason to guess.

We hope to see you® tomorrow.

Yours, (183-202)
2. To Mrs, Carry Miles:
We wish to speak to you on the subject of the invoice
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which is now due on the suit you1 bought on Tuesday.

The invoice on the sult was due on Saturday, and we
think you should have come in? to speak to us on the subject
if you had no money to pay for the suit. You have had the
use of the suit® for some time, and we think you should pay
the involce for the item you are using, and which would seemd
to give you falr value. We have to pay for any items we are
using in our business, and it would seem® to us to be fair
to have each customer pay the invoice for any item she
bought and is using. Yes, wef pay each bill and invoice
when it 1s due, and we think you should do the same.

We are anxious to have? your answer soon, because we
have no desire to go to law to have you pay a small invoice
of six dollars.8 1If you mail a check for six dollars with
your answer, you shall save yourself and us the time, yes,9
and the money, too, of a law suit.

Yours, (188-207)
Exercise 32
l, Sir:

I am answering your notice of Tuesday, in which you
say you wish me to pay the involice on the suitl 1 bought.

In answering, I wish to give you the history of the
suit, and the way in which it has given me? poor use. I
suppose its poor value 1s the same as the value of similar
things which you sell, and® T suppose 1its history is similar
to items you carry in your business.,

I have had to pay five dollars4 since I bought the suit

to get it to look falr on me, and to give me any service.

i o i diciben e e
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I suppose you now sense® the reason why I am taking my time
with the invoice, and why I think the similar items you
carry may® be as poor as the suit I bought. I think the
history of the sult goes far in answering why I have paid
no? invoice.

I think this answer goes far enough to have you sense
what I wish to pay on the suit. I think a dollar for8 the
sult I bought is a falir charge, since I have pald five
dollars in having it give me service.®

Yours, (181-200)

2. Sir:

If the bills you owe cause you loss of sleep, maske you
look at 1life with a long face, make youl seem sorry for
yourself, etc., we think you should desire our advice. Thus,
we are going to give you2 advice which will make you sleep
like a baby, look at life with a happy face, make you happy
to be 1iving,5 etec.

For a long time we have had a small side business in
which we would maeke a speclal charge to those? folks who had
reason to desire to get some money. We suppose you will be
happy to kmow our side business® is now a bank service which
you can use to get the money you desire. Yes, if you wish
to have 6 some money you can get it at our bank, and thus you
will save yourself being subjected to loss of sleep,7 too
many bills, etc.

Our fee 1s speclally set for those folks who have a
small house which they can use8 to back up the money they
get. Use the receipt with this notice when answering.

Yours, (17%185)

b
3
3
3
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Exercise 33

l., To Mrs. Hope March:

We do a large business with those folks who wish to
buy a house because any house wel sell gives fair value,

If you wish to buy a house in Power City, we can show
you a small house or a2 large house, both of which will
save you some money. You will have no reason to be sorry
if you buy a3 house in Power City, because it is similar to
the city in which you now live. We pay any service charges4
on a new house for six years, and we secure for you a fair
deal at the Power City Bank if you wish £0° get money to pay
for the house. If you see a house you like and we have no
similar house which we® can show you, we shall be happy to
buy the house you like and sell it back to you at a loss to
our office.7

We suppose you can sense how anxious we are to be of
service to you. If you think you can do business® with us,
come to our office thls Wednesday, and we shall go out with
you to look at any house youd desire.

Yours, (183-204)
2., Sir:

I am answering your notice in which you said you are
ready and anxious to sell me any house I wishl to buy in
Power City.

I am anxious to buy a farm which will be six miles or
so out of the city at the? side of a fair road to the city.

The farm may be as far away as a dozen miles, but the road
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to the city5 should be fair enough so my boys can take the
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3

car to the factory in which they have a job with no% loss of
time. If you know of such a farm and wish to sell it, I
shall come to your office to speak £0® you on the subject.

I shall be away on Wednesday, but if you will be in your
office on Tuesday, I will® come in to see you.

I hope to be receiving enough money for the house in
which I now live to pay cash” for any farm which I buy. I
shall be happy if you can get me a house similar to the
house in which I am8 living. If you decide you can, mail
me an answer sSoon.

Yours, (172-200)
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Exercise 34
1, Sir:

I was advised to get in touch with you by Mrs, March,
who said you are going to have your firstl sale of the year
this Saturday. She advised me of your sale at which she
said you would sell many items2 at cost.

May I have a list of the items at your first sale
which will be sold at cost. I will used the 1ist of items
to check off those things which I most desire. 41l of your
items are usually too high4 for me to buy, bubt at your first
sale most of them may be sold at a cost which is all right
for meS to pay.

If you have no time to mail me a 1list of the cost of
the items at your first sale, may I come® to your office to
get a 1list of all the items, or most of the items, which will
be sold.

I hope it will be7 all right for‘me to come to your
office to get this list.

Yours, (152-175)
2. Sir:

Since Mrs. March advised you of our flrst sale, we

are most anxious to have you come to our officel and get

a list of all the items to go on sale.
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&As you know, most of these items are to be sold at cost.2
We think all, or almost all, of the things on sale may be
bought by you at cost. Though you say® the charge on these
items In the past was too high for you to buy them, we think
they now are low enough4 for most folks to get fair wvalue.
Though we have had almost all the items in stock for some
time past,® they all are ready for service.

If you wish, you may come to our office in the next
day or so to check® on the cost of the items we have in
stock. We think we have the largest stock of items in the
city,7 and we know we have the largest stock to be sold at
cost. We shall be happy to see you in the next8 few days
at our first sale.

Yours, (166-185)

Exercise 35
1. Sir:

Although we have already sold you some of the lovely
things we have in stock, we also wish to givel you notice
of a new stock of items which we have just bought.

We are always happy to get in touch? with a past cus-~
tomer who has salready bought some of our items, although
we now have a special reason for3 doing so. The special
reason 1s the new stock we have just bought, although we
think the special low? charge on the new stock is also a
fair reason. We have always had an August sale, but we know
the sale® for this next August shall be the largest and best
we have had. It will be the largest because we have® the

4
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most stock, and it will be the best because of the low charges

on the stock.

We know eaéh.past7 customer of our business has lost no
money on any stock which he has bought. We may have lost
money at® some of our sales, but the customer has always had
service and value for his money.

We hope to see you9 in the next few days and have you
buy some of our special stock.

Yours, (194-202)
2. To Miss Hope Page:

We think you should stop at our new store in the next
few days to see and study the newl style of stock we have
just bought.

The store has all the past items which we know you like

and, also,2

a stock of new things which are new in style and
which we think you should stop in to study. The® last, but
in no way the least, of the new things at the store is a new
low charge which we have set on each? style in the store.
Last year we know you passed by our store seversel times to
buy at a different® store. We think the least you should
do this year is to study our new style of stock, and see if
the style6 and cost of our stock are fair,

Just come in soon and see the store which gives the

most and the best? for the least money.

Yours, (146-161)
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Exercise 36

1. Sir:

I wish you would use your influence to suggest a new
post to be given to the head of the bank. Hel is used to
his post as head of the bank, but he has lost the influence
he had in the clty last year2 because hls post gives him
no time to stay in the city.

Last year he was in the city all the time and® he had
influence with all the folks in the city, but this year he
has to go to a different state each? month. Because he
goes to different states all the time he has no time to
stay in this state and st1115 keep up his influence.

We know he is used to belng head of the bank, but may~
be a different post in% the state can still keep him in this
city. He is always influenced by you s0 we wlish you would
talk t07 him and see if he willl take the new post which you
suggest. He may still be influenced by what I have8 said in
this notice.

Yours, (165~182)
2. Sir:

I mast give you the story of my talk with the head of
the bank. The story must be given to you,1 so you will know
what to say to him when you see him.

I passed the bank a day ago and saw him on the job,2
so I advised him to see you as to a different post in the
state. He was put out by my story, and I° had to advise him
to see you to get the rest of the story.

i
1
1
k4

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



150

I think he will be influenced by you if he? comes in to
get the rest of the story. I suggest you give him the same
reason vhich you have already5 given to me. He still states
he can do a falr job as head of the bank and keep his in-
fluence in the® city, but if you suggest a post which he
would like, he may give up his job at the bank.

I think he 18’ ready to teke a rest for a time, so it
may influence him if you suggest it.

Yours, (156-183)
Exercise 37
l. Sir:

On the basis of the new style of things which you have
in stock, we should like to buy severall cases of ltems.

We should like to know, also, the basis for the charge
you mske on several cases of2 these items. We, ourselves,
use cost of the cases as the basis for the charge we make,
but we think you5 have a different basis for your charges.
It is necessary for us to have several cases of the new
style4 soon, as we, ourselves, wish to sell it iIn our new
store.

Since it is necessary for us to get the cases® soon,
we hope you waste no time in making them up. If a waste of
time or any delay is necessary, at® least give us notice in
a few days.

Yours, (128-135)
2. Sir:

I know how necessary it is for you to receive the cases
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of things which I sold you a month ago,l since I, myself,

mast get all items to each customer on time.

I, myself, have had to teke a loss many2 times because
of delay in items which I bought. The head of our factory
has, himself, had to make up ford a loss many times because
of delay. He, himself, can state just what it is to get a
stock of things4 and have no time to sell it.

The basis for the success of our business is, in itself,
due to our® success in having each case of stock ready for a
customer on time. In itself, this is enough to have theb
folks who deal with us be on time themselves when they pay
for the things which they buy. If we,’ ourselves, ship on
time and those who buy our things pay on time, themselves, it
makes for much of the® success of our factory.

We hope you, yourself, have much success by use of the
same basis for doing9 business.

Yours, (182~188)
Exercise 38
l. To Mrs. May Long:

It was sweet of you to suggest we come to visit you as
soon as we get to New York.l We shall stop in to visit you
and your sweet baby as soon as we get to New York.

We know New York City® is the largest city in the
United States, but we think the city is as large now as it
should be,3 and it may be much too large. The city we live

4

in is as large as we think any city should be, and New™ York

is six times as large. You know, we have to come past almost
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all the states in the United States® of America to get to New

York. We come past no state which has as many folks, and no
city® which is as large as New York in all of the United
States of America.

We hope the time we have in New? York is as nice as the
time we had last year. We hope we shall see you and your
sweet baby soon. 5

Yours,® (160-180)
2. To Miss Hope Post:

We are especially happy to know you will visit New York
soon. The city is at its bestl at this season of the year,
and we think we can assure you of an especlially nice visit
this season.

Wez

think the size of the city is as large as it will
be for some time, but the size of New York is what® makes
us like it. Your city is still young, and when it is the
age New York is now, maybe it will be? as large as New York.

We shall see if we can give you a busy time when you
got to the city. If we keep® you busy, you will like the
size of the city, and the many things which we can do.

6 sweet as she can be, and we know

Our young baby is as
she will be happy to see you. The young boy says he will
take you7 to any show to which you would like to go. We
know when he says such a thing, he will save up enou.gh8
money to do it.

Love to all your folks.
Yours, (169-195)

PRI R O
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Exercise 39
1. Sir:

It is our policy to pay any bill which we owe, and we
think each customer should pay any bill which! is due and

owing to us.

You owe us money which you should have pald several
years ago, and we can think? of no especial reason why we
should have to ask you for money which is due us. It is our
policy5 to ask for money owing to us when we think the cus-
tomer has no desire to deal with us in a falr way.

we? must ask you for the money which you owe us, because
the language used by you when we last got in® touch with you
glves us reason to think you have no desire to pay us. Such
language seems to us to show6 why you have had a poor year.
The language itself l1s enough to cause us to think you will
have no’ success if you do all your business this way.

We have no desire to keep on asking you to pay the bi118
which is owing to us. We are asking you now to pay as much
as you can. We shall be ready to check yourg bill as paid
if you will give us anything you can on what you owe. It is
our poliey to take anything al0 customer can give when we
wish to stop doing business with him,

Yours, (211-235)
2. Sir:

We are sorry, but we can give nothing for some time on

the stock which we bought at your store. ourl business was

too poor last season for us to pay for all the stock we
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bought. If you would check your? books, you would see we
have already pald you something for the items we last bought,
and we can® now pay nothing to add to what we have already
paid.

We know we should have pald you something on the
stock we last bought at your store, but the stock was so
poor we had no way of making any money on 1t.° Many items
we have bought at your store in the last year have given us
poor value.

It should be of no especial6 news to you, when we say
our policy 1is to pay for anything we buy, but since you owe
us for some stock’ which we had to mail back to you seversal
months ago, and since our business is now poor, we are sorryS
to say we can glve you nothing for some time.

Yours, (170-184)
Exercise 40

1, Sir:

We are especially anxious to buy some of the new stock
you have at your store, but we are too busyl to come to the
city for a month or so.

We shall be in as soon as we can, as we wish to study
your new? policy of sales on all small items you carry in
stock. Such a policy should make the large items selld
almost as soon as the small items. We think we may be using
such a policy soon if we can get enough@,stock to sell., We
think we can buy several cases of stock for a low charge,

but it is necessary to haveS as much as a dozen cases of
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stock to use your policy.

We shall be in some day this season to study® your new

policy.
Yours, (124-138)

2. Sir:

We are bhappy to know you are busy, but we wish you
would come in to see us and see how big a successl our new
policy is.

The last time you came into our store we had sold most
of our stock at a loss, and?® we also had pald out most of
the money we had in the bank. Now, it is necessary for us
to get the® largest store in the city to keep all our stock,
and we are making a nice bit of money on the items we sell.?
As we know it is our policy of doing business which has given
us this success, we shall be happy to have® you study our
store policy.

We suggest you come in soon to see us.

Yours, (114-132)
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Exercise 41
1. Sir:

If you wish to act on the store which is to let, you
will have to act soon.

In the past few days,l many folks have asked to see the
store, and they have kept us busy answering them., In most
cases, theyz have asked to see how the store was kept, but we
are not yet ready to let them see it. We are notd ready yet
because we know you have not seen the store, and we wish you
to act on it filrst.

If you had? sent us a note last month, we could have let
the store, and it would not be to let now. At least, yous
could have sent us some reason why you have not come to see
the store; just a note with the reason forf your being so
late. But, you have not yet sent us a note or a reason for
being late, so we shall have’ to let the store to the first
-customer who wishes to act on our to let sign.

Yours, (156-176)
2. Sir:

We wished to act on the store which was to let last
month, but we wished to wait for a good businessl month so
that we could get enough money to pay for the store.

We have had a good business month® this March, but we

3
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still have not enough money to act on the store, so that we
shall have to wait ford next month or you will have to sell

the store now.

We had a bad year, and if not for the good business4
in March we might have had to sell our store. It was our
bad business which did not let us answer® your notes, but we
might take the store next month if we do as good a business
in May as we did in March.®

We sent you several notes 1n the past few days, but they
might not have reached you as yet. If the notes? had reached
your office, you would know the story of our business in the
past year, and why we8 did not get in touch with you.

Yours, (167-182)
Exercise 42
l, Sir:

If you could cut the charge on the bed which we wished
to buy, we might take 1it,

We think the chargel on the bed must be cut a few dollars
if you are going to get a customer for it. The charge for
any? item we buy must fit the money we can pay for it, In
the case of the bed, the cost does not yet £it® the money we
are ready to pay, and it will have to be cut in cost., We
have bought goods at your store4 in the past, and we have
had good service, but we think the charge on your goods is
too high; especially® so in the case of the bed.

We have left a note with the head of your store in
which we say that we® think your goods are too high in cost.
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We hope the note we left mey be a good influence in having

you? cut the cost of goods to any customer of your store.
Yours, (151-172)

2. Sir:

We received last night the recent note which you sent
to us. As soon as we received the note, wel took a look at
our books so that we might check the cost of recent goods
which we had sold. We thought2 the goods which we had sold
in recent months did not cost the customer too much, and we
thought the noted which we had received might show that you
had not bought any goods at our store in some time.

It seems4 to us that our goods are quite low, and we
think we are quite right when we say that you have notd
bought any goods at our store in a long time. We have a2
lot of goods in stock right now, and we thought® you might
like to come in some night and see them. Not an item in
our lot of goods is too high for’ the value and service you
will get,

Come in tonight or tomorrow night, and see our lot of
goods, We assure® you that they willl be qulte low, and
that you will be given good value for your money.

Yours, (179-193)
Exercise 43
l. Sir:

We sent you a lot of goods last night without the bill.
If you have received the items withoutl any bill, we think
you should lmow that the goods cost six dollars.

B
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If you do not wish to accept? the goods without the
attached bill, we shall be happy to have you add to the
goods the bill which wed have attached to this note. We

think you can accept the bill, although it did not come
with the lot? of goods, Since the goods arrived at your
store without the attached bill, you may have thought we
sentS them because you had already paid for them. This is
not so. If, for this reason, you do not wish tob accept the
goods, we shall come to get them without any service charge
to you.

You may be certain that’ we have charged you for the
goods on our books, and we shall be certain to take off our
books any goods8 charged to you in the lot which arrived
last night,

Yours, (172-174)
2. S8ir:

I have received your catalog of goods, and I think 1t
is absolutely the best I have seen.

I havel had many a good catalog sent to me, but this is
absolutely the best of them all, I had almost decided to2
come to your store, but the catalog gives me all the items
in the store, and I have now decided IS can get what I
desire by writing you a note. I am certain I shall get
absolutely a1l the things I wish just4 by writing to you. I
think, now, that if I had written to you a few months ago
for a catalog, I could® have decided at that time on abso-
Jutely all the things I must have.

i
i
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I think this written note is the least® I can do to
show you how much I think of your store and 1ts way of doing
business.

Yours, (137-151)

Exercise 44
l, Sir:

It 1s now some time since we have shipped you any of
our goods, and although we have written to youl in the past,
we have received no answer,

If, sometime in the past few months, you have not received?
absolutely falr value on the goods we have shipped to you, we
should like to know about it. Sometimes,3 in the past, we
have shipped goods to a customer, and the goods have arrived
a little late, or else the customer% may have thought the
charge was a little high. The best way to get absolutely
fair service is to let us® kxnow how the goods we shipped to
you reached you., By writing to us you give us some light on
the subject,6 and if we have some light on how goods reached
you, we can be certain that you 4did get good service.’

We have sent out many lots of goods to you and we know
you are a good customer. We should like to8 kmow how the
last few lots of goods reached you, and if we can do anything
for you in the way of newd goods.

Yours, (182-193)
2. 8ir:

We think the entire lot of goods which you shipped to

us last month reached us entirely too late.l Four or five

times now, the entire case of goods has arrived entirely
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too late for us to take our? goods to the market.

You can see that the result of this may be to cause us
to get our goods to the market® too late to sell anything.
The result of taking our goods to the market late is a loss
of money for% us. You can see » as a result, that the entire
cost of the goods may be lost if we get to the market® late,
We have had to get to the market late entlrely too many times,
and though we have sent youf6 several notes you still take
too long to ship our goods.

Except for belng too late with the goods, and? except
for not answering our notes, we think you do a fair job. But,
if this note does not result® in good service on the next lot
of goods, we shall stop taking your items.

Yours, (175-183)
Exerclise 45
l. Sir:

I am waiting now for an answer to my recent note to you
in which I stated that I had talked withl the head of your
business,

At the time I talked with him, he stated that your office
was waiting to get? its new catalog. He stated, also, that
if he got the new catalog, he would have it sent to me.
Almostd an entire month has passed, and I am still waiting

~for the new catalog about which the head of your4 business
talked with me,

Do you not think it is about time for you to give me in
writing a reason for® not having sent me the new catalog? I
doubt that you have not yet received the catalog, and I think® E
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the way in which you act about the entire business is enough
to make me doubt that you give falr value on’ the items which

you sell,

If you have any doubt about my story, or my recent notes
to you about® the catalog, I shall be happy to come to your
store and speak to you about the entire case.

Yours, (178-189)
2. Sir:
The head of our store stated that he met you about a

month ago, but instead of making a deal tol

mail you a cata-
log at the time you met, he was waiting to get a note by
mail., Instead of answering him? by mail, he sald you talked
to him about it a day or so ago, and today we received your
note in which® you asked why we had not sent the catalog.

Indeed, we have sent you a catalog, but you may not yet4
have received it. If we can meet any desire of a customer,
we do indeed meet it. If you think we should® meet a wish of
yours, instead of walting, just get in touch with us, and we
shall, indeed, meet your® wish.

We hope we have met by this note any basis for doubt
which you might have had about our service.’

Yours, (141-152)

5. 8ir:

We are sometimes asked by those folks who are quite
fat to get special goods for them. As a resultl we now have
in stock a special-slize bed, and a special-size sheet which
should be just the thing for2 any customer who is quite

large or fat.
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The special-size sheet can fit any bed, but it 1s
especially £1t3 for service on the special-size bed. The
sheet is nine feet long, and the bed is seven feet long. We
think? that a bed seven feet long 1s just right for those
folks who are quite large. .

We shall be happy to showD you our new stock at any
time,

Yours, (107-114)
Exercise 46
Sir:

We think we sent you in a recent notice the right rate
on our writing items,

The right rate on thesel items is a dollar a box, although
a recent change in the rate to us may cause a cut in the
charg92 and thus effect a change in the rate to you. If the
change in cost does effect a change in the right3 rate to you,
we shall absolutely mail you a note to that effect.

The fact that we are writing to you now,4 should show
that we shall write to you if we recelive a change in cost in
the next few days. In fact,d we wrote to you two days ago to
give you the right rate, and we shall write to you as soon as
we get5 a different rate.

When we wrote to you last time, we stated that we might
have a new store in your? territory soon. We should like you
to know that we shall locate the store in your city, which
is, without8 a doubt, in your territory. We shall locate the

new store in your territory, and have it ready for® business

by July.
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We had looked at many a store in your territory when we
wlshed to locate the new: store, but we looked at the store
in your city for just a few minutes, and decided to take it.
Althoughll we had looked for a store for some time, it took
but a few minutes to sign for the store we looked atl® in
your territory. We think those few minutes shall pay us
back in good business.

Yours, (257-274)
Exercise 47
l. Sir:

We wish to inform you that we have received your recent
note in which you stated that you might1 locate your new
store in the same territory as our business.

We think we should inform you that our? territory is
never good for business until the month of November. Thus,
we think you should never have® decided to locate the store
in this city in July, but that you should wait at least until
November first.4

Unless you wait until November, we think your new store
shall only cost you money. Unless you are® ready to take a
loss of & lot of money, you will only waste your time if you
locate in this ecity ear1y6 in July.

We shall be only too happy to inform you of anything
which you may wish to know, unless you'7 have absolutely
decided not to wait until November.

Sincerely yours, (153-149)
2. Sir:
We shall certainly thank you for the news you sent us

P T T T
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in your recent note, and for the fact thatl you may save us

a good deal of money by asking us not to locate a store in
your territory until November.2

We had decided almost certainly on the month of July,
and we had recently informed the folks inS your city that we
would form a business in your city in July. Since we have
already informed them of% the date, they will certainly
expect us in July, but we have recently had a loss of money
on a different® store, and we can use the loss of money as
an excuse for not taking a store until November.

We think® any excuse we give to the folks in your clty
should be satisfactory, and since we recently had to make’ a
deal with the head of the bank, the excuse is not only
satisfactory, but it also has a basis in fact.8

We hope the service we have given you in the past few
months was satisfactory, and we wish to thank® you for your
recent notice,

Yours sincerely, (188-192)
Exercise 48
l, 8Sir:

We wish to inform you that your insurance policy money
was due in Janmary. It is now the firstl of February, and
we have had to carry the insurance policy along for a month
since January in the hope? that you would pay for the insur-
ance soon,

We shall carry the insurance along for the month of
February® only, and if you have not paid by the last of
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February, we shall certalinly let the policy go.

Together"‘ wlth your insurance, we have had to carry
along the insurance of our business. It is altogetherS too
much to expect us to keep our business going when we have to
pay your bills together with our bills.® We shall expect you
to pay for your insurance in February, or we shall give up
your business altogether.”’

We expected you to write to us in January., We now
expect you to write sometime in February, and® 1f we get no
answer, we shall let the policy go.

Sincerely yours, (173-168)
2., Sir:

I have had no time to write to you about my insurance
policy, since I alone have had to take chargel of the business
for exactly four months.

I shall certainly give you the money for the policy
exactly on? the 15th of February, because in a few days I
shaell not be alone in the business, and I shall have the®
time to get the money. I know you expected to have the money
in January, but I have had so little4 time since late last
fall that I could not take off the time to write to you.
Since the fall, my folks® have had to be away, and I have had
to take charge of the store alone. I feel that because I
have® had so little time since the fall, you will have no
reason to let the policy go, and I think you must? feel now
that I had some reason for not writing.

I had something of an awful feeling in taking the8 store
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myself, because I knew nothing about the job, but the
awful feelling was due to the fact that 1° was new. Now
that I have had the job since the fall, I have no awful
feeling of doing the job alone, andl0 I can take the time to
write to you.

Yours sincerely, (210-223)
Exercise 49
l., Sir:

We have on file a bill which you owe us, and the flle
seems to show that the bill was due severall months ago.

Since you are a fellow customer, we should like to give
you full time and full value for any? goods you buy, but as
a fellow customer you must know that if we keep bills in the
files too long we® shall never get on in business, You must
fully know the fact that the money you owe us is indeed money4
which we must use if we wish to keep our business goinge.
Thus, we feel that as a fellow customer you5 should fully
respect the service we give you, and should pay your bills,
Our files show that the full® bill was to be paid in February,
and we feel that you should respect the due date on any bill
you owe.”’

We fully hope you will give us the money for the bill in
the files, so that we may keep our respect8 for your way of
doing business.

Sincerely yours, (169-179)
2. 8Sir:

The money which we owe you should follow in the next

mail., We thought we had fully paid for thellast bill, and,

PNy
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as & result, we sent no money to follow along with our last
note to you.

If you receive no? money in the next mail, just £ill in
the little notice with this note, and mail it back to use°
We shall £ill in a check and mail it to you, and you should
receive it the next day.

We think it is best that4 the check follows this note,
so that you can inspect the blill in your files with this note,
and see 1f° the charge 1s exactly the same as we have it. If
the bill you inspect is exactly the same, the check® that
follows should meet the full blll we owe you. We may some-
times make an error when we pay your’ bills, and that is why‘
we would like you to inspect fully each bill we pay.

We have long respected you andSyour business, and the
reason we respect you is that you have always inspected all
bills peid to9 you. We feel that it 1s only right for you
to make an inspection of each bill we pay. If the bill 1slO
inspected, we know that the money pald 1s satisfactory to
both of use.

Yours sincerely, (216-228)
Exercise 50
l, Sir:

Were you at the farm when the notice of the war news
came? If you were, and thus knew nothing ofl the war until
you came back to the city, you know the reason why we would
like to sell you a wire to be? put in at the farm.

If we were to put up & wire at the farm, you could get
all the war news, and anything® else you might like, without
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going to the city. A wire would cost but little to put up,
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and you would? always get good value for the money you put

into ite You would not have to walk miles to get to the

ci’cy.s Instead of taking a walk to the city, you could get
any news you wished at the farm,

If you were to desire® a wire, we could put it up in a
week or less. Write to us if you would like to have a wire,
and we' assure you that we shall do the job in a week,

Yours sincerely, (152-176)
2. Sir:

Do you suppose you could work for me at the farm for
the month of July? I shall have to go awayl that month, and
I must have the work out by the last week in July, or the
first week in August.

I know?® it will be warm, especially if you were to be
working at the farm, but the work should take only a fewo
weeks, and it may not get warm until late in July. It would
be worth a good deal to me if you were to% take the Jjob of
working at the farm for a few weeks, and I shall make it
worth a good deal of money to°® you.

If you think it wlill be worth it to you to work at the
farm for several weeks in the warm months® of July and
August, wire me, and I shall meil you & check which I think
should be satisfactory.

Sincerely yours,’ (140-160)
Exercise 51
l. May,
The folks were happy to know that you are working at
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the factory. We feel we should have written! to you a few
weeks ago, but we arrived at the farm when it was too warm

to do anything except rest.

We2 should like to know exactly what you are doing,
how much your job is worth, what the city is like, etced
We certainly feel lost without you, but maybe you will come
to see us for a few weeks 1if you get off4 sometime in the :
year,

The farm is quite satisfactory, and ma and pa are having
a nice time., We looked for® a farm for several weeks, and
when we saw this farm we took 1t without waiting. We decided
it was the® best farm we could get for the money in this
territory. The result of a few weeks at the farm seems to’
show that we were right in taking it.

We hope you will write to us soon.

Love, (155-167)

2. Sir:

We have declided to pay our bill with the attached check,
but we think you should note that thel check 1s not quite the
full size of the involce., This is due to the fact that the
goods we received® last week were certainly in a poor state,
They looked as though they were used in your store for® some
time until we bought them, and as a result, we have decided
to pay you the full invoice, less six? dollars for the poor
state of the goods,.

We think the goods were not fit for service. In fact,®
we had to put some of our money into making them appear to

be new and ready for good service,

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



171

We shall® be happy, indeed, to show you the entire cost
to us of meking the goods fit for service., You will note7
that the cost was six dollars; exactly what we took off the

bill.
Yours sincerely, (156-158)

e ,A .
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CHAPTER XI

Exercise 52
l, Sir:

Many of the people in this city belleve you are going
to locate your factory in this city.

Thesel people believe that you would be able to save
money, and apply what you save to a cut in the cost of you:o2
goods, 1if you were able to place your factory in this city.
If the bellef of these people is right,3 and you were to
place your factory in this city, you would make money on
your items, and still be able? to sell them at low cost. You
could apply the money you save to making different items, or
new items® which people can use.

We belleve that if you were to apply the money you are
able to save to making a.ny6 new article, the people who can
use such & new article would certainly buy it, and you might
meke a’ good deal of money on the new article.

If you place your new bullding in this city, we feel
the buillding® shall save you money, and it is our belief that
the building may make enough money to cause you to apply®
the money to a new article.

Yours sincerely, (189-196)
2. Sir:
We shall not be able to delliver the article you bought
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at our store, and you will have to call forl it.

At first we belleved we should be able to deliver it,
but the charge for the article was so low? that if we were
to give you delivery service it would cause us a loss. Thus,
you will have to call for® the article, unless you wish to pay
to have it delivered. We know you believed you could have it#
delivered for nothing, but we shall not be able to do such a
thing.

If you wish to call for the article,® it will be available
any night this week. If it is not avallable when you call,
it will be in thef delivery room. It might save you time if
you called us first, so that we could have it ready for you.
I£7 you called or sent us a wire, we would not close until
you got the article. We usually close at six® o'clock, but
if you call, we shall not close until you have reached our
store and received the article.® If you give us an hour or
so until six o'clock, we can get the article out of the
delivery room forll you.

Yours sincerely, (202-214)
Exercise 53
l, Sir:

I bought an article at your store several weeks ago, but
I did not get a notice till today that youl could not make
delivery of the item.

Do you not think the best time to tell me you could not
deliver? the article was the day I bought it? Also, do you
not think you should tell me why you took till today3 to
inform me you could not deliver? I do not believe it should
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take a store two weeks to inform a4 customer that it will not
dellver an item.

It seems to me that i1t is not fair to expect a customer

to® call at your store at a special time for delivery of any
article he has bought. I feel, also, that any6 money I pay
in calling your store should be sent back to me.

May I ask that you inform me if you are? ready to pay
me for the cost of calling and writing to you.

Yours sincerely, (155-165)
2. Sir:

We should like to have you call at our new building and
see the many new things we have.

It is the1 equal, we believe, of any store in the United
States of America. You will notice that we can keep the store?
equally cold or warm, or any way you like. In Jamuary the
store is warm enough to equal a day in July.3 In August the
store is cold enough to equal a day in March. The new things
about the building are? equalled only by the new ltems we sell.
We bellieve the cost of each article can not be equalled by
a.ny5 store.

If you wish to visit the city at all, or if you wish to
buy at all, visit our store first.®

Sincerely yours, (122-131)
Exercise 54
1. Sir:

If you wish to play the music you like best, you will

L AP MR, sy s
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have to visit our store and see the new articlel we have in
stock which will play all the best music in the best way.

The article was placed in the? store a day ago by the
head of our business, and we believe it was placed in stock
at a cost which alld people can meet. You can check the
cost of the article by going to all places in the city, but
we? feel certain our cost is as low as that of any of the
places in this city or in this state.

If you wish® to play pleasant music at a low cost, you
should come to see our new article. You can be certain that
it6 will be pleasant for us to give you our best service.

Yours sincerely, (134-147)
2. To liss May Black:

Please call at our store today, if possible, to see the
new items which we have on sale.l

We know you will be pleased to see all the new fall
things, and we believe it will be possible for you2 to save
a good deal of money and still please yourself, if you buy
some of the fall things we have in® stock.

We shall be pleased 1f you will ask for Illiss Blue, who
will show you our full stock of £all? things. Miss Blue has
had charge of these fall items for the past five years, and
she will be certain toS please you. So, Miss Black, if you
can possibly take some time to come in and see our stock and®
possibly buy a few new things, we know you will be pleased.

Yours sincerely, (135-141)

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



176

Exercise 55
l. To Miss Hope Blank:

We think we can claim the right to having the best
class of music items in the city.

Wel claim the best class of music items only because
we believe we can show you that we have the 1argest2 stock
of music in the city and because we think you know that we
have a new article in stock which® can play all our music
with clear, pleasant notes. We believe you have come to our

4

store since we have™ had the article which can play music

with such clear, certain notes. You must know of this new

5

articleY because it was used at the club for the show which

was given at the club several weeks ago.

All the® peoprle at the club sald that the claim we

make to having the best class of music is absolutely clear,7

because we now use the new article to play all our music.
We expect to see you at our store, Miss Blank,8 and we
shall be pleased to play our music for you.
Sincerely yours, (174-179)
2., Sir:
We enclose a duplicate copy of a couple of news items
which we saw in the "Times" today.

1

We enclose— duplicate coples of a couple of these items

because we wish to keep the "Times" on file ourselves for?

several days. You wlll notice that a couple of the items

S

which we are enclosing give the cost to“ you of some of the

things which you may have to buy soon. We believe you will

4
3
-
3
E
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not be able to duplicate4 the value of the items, whose cost
we are enclosing, at any store in the state. We have also

enclosed® the cost of these items to us so that you can note

the enclosed cost of the items to us with the charge® we
make to you. You will see, by all the charges which we in-
clude with this note, that you get? these items almost at
cost. We include some items which you might not think it
possible to sell at the® enclosed rate.

The cost of many of these things to us, including
delivery, and including all charges for® sale, may be the
same as the cost to you.

Buy all the items whose charges are enclosed now, if
you wishl0 to save money.

Yours sincerely, (206-209)

Exercise 56
1. Sir:

If you will oblige us by making out the enclosed blank
and taking it to your local store in whichl our goods are
sold, you will not only oblige us but you will oblige yourself.

We are obliged to deal? with the customer by way of any
local store at which he does business. We can give you our
low cost on® goods because we save on bullding and store
charges, and because any delivery of our goods comes by way4
of your local store. We are obliged to deal in this way if
we wish to make available to you a 1low® cost on our goods.
We sometimes sell by way of the local paper, but the charge

for using the paper6 in your local city is high and would
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result in a high cost to you.

Many papers carry our items sold by7 your local store,
but the name of the local store, instead of our name, is
used in the papers. Insteadd of making sales by way of the
papers, we can give you the best value by writing to you and
enclosing9 a blank which you may use at your local store.

We are certain you will oblige us and yourself byl0
going to your local store to look at our goods.

Sincerely yours, (212-219)
2. Sir:

We are enclosing a sample copy of the goods we sell at
your local store. |

If you wish to get a supply1 of goods similar to this
sample copy, write to us or go to a store in your city to

2

see what supply® of items it has. If the total supply of

goods at your local store does not seem to be like the sample5
we enclose, and the store is unsble to give you what you de-
sire, £fill in the enclosed blank and mail4 the blank to us.
We shall reply to you in a few days to let you know why the
local store was unable to° supply you with goods similar %o
the sample.

If you wish us to mail a supply of any items we have
in6 stock, just reply on the enclosed blank, and we shall
deliver the goods or reply to your note in a week.’

Yours sincerely, (143-156)

Exercise 57
1. Dear Sir:

We do not know if you wish us to address mail to your

4
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b
3
1
H
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house or to your business office.

If you1 will agree to take all maill at your house, we
shall address it with your house number. If you agreee to
accept all mail at your office, we shall address it with
your office number.

We must know how you5 wish the mail addressed if you

wish to receive the best possible service. We first sent

mall to you4 addressed to your house and numbered with the

house number. You did not seem to like it so we have ad- ;

dressed5 and numbered this note with your office number.

If this note is no better, we shall have to know exactly6
what you wish, to give you better service.

As a member of our mail service, you should get the”
best possible mail delivery. Since we desire to build up
our business, we do not wish any member to8 give up our
service. We feel that if members like our mall delivery,
they will get us new members and® thus build up our business.

Truly yours, (188-188)
2. Dear Sir:

We sent you a note in April, and we feel you may not
have remembered to answer our April note.t
If you can remember the note now, you will possibly
remember that we asked you to reply as soon as® possible
so that we could present your reply to the principal.
The principal wished to have a&s soon as® possible, the
total number of books available, so that he might present

those books to the people who? were going to study during

R T R
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July and August. If we do not get the books to these people
during July and® August, both the principel and I feel that
they may not be able to keep up with the class in the fall.6

Remember, these books are principaily for those who wish
to study during July and August, and the? principal reason
for having them study is to keep them equal with the rest of
the class.

Yours truly, (159-158)

Exercise 58
1. Dear Sir:

I remembered to meke a reply to your note of April 19,
but I sent the reply to the principal.l

The truth is, the total number of books we have is not
enough for all the people who wish to studyz for the fall
class. The truth also 1s, that I think the books may do
these people little or no goods unless they have a teacher
to work with them during July and August. If you can get

a teacher, or4

several teachers, to work with them, they
may possibly equal the class by the fall.,

If you wish the books,® I think I can get them for you
at a2 low price. The usual price is a dollar a book, but
the prices on® books are going up, and if I can get you a
total price on these books which will equal a price of a’
dollar each, I think you ought to take them.

If the principal can possibly get teachers for these

people,8 and if you wish me to get books at low prices for
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them, we may be able to work with them during Julyg and

August.
Yours truly, (184-197)

2. Dear Dr. Long:

We brought a package to your house a few days ago and
delivered it to you with much care.l

We should like to know 1f the packege we brought to you
with so much care was satisfactory. If 1t2 was satisfactory,
you may wish to use our delivery service for any items which
you wish brought to® you, or for any goods on which you de-
sire careful delivery.

Since we brought the package to your house carefully,
we? feel that we can bring you the careful service you must
heve.

We call for goods or bring® them to you carefully for a
smell price. We give our careful service on credit to any

doctor 1£8 he does not wish to pay cash. If you wish to use

7

our credit service, we charge a small price for the' cost of

the credit to us. We know our delivery business can bring

you fair and careful service.B

Yours truly, (163-160)
Exercise 59

l. Dear Mrs. Able:

We are glad to know that you were able to get on credit
some of the things you had tol have for the party. It makes

us glad to know that some of the people who are dearest to

us are golng to? the party.

S N A arid R 2 e e ,
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You and Dr. Long are the dearest people we know and

we were most glad to get notes in which® you both said you

were going to the party.

Your story of the dress you bought makes us glad to
know? that the store gives a good customer credit for a
dress or anything else without an extra service® charge.

We think you know that almost any store would make you pay
en extra service charge if you® bought a dress on credit.

We think the extra grade of service and the extra grade
of value which t?he'7 store gives is worth any time you give
up in going to the city.

We are most anxious to get a note aboutd the party and
about how the dress looked on you. Be certain you write to
us soon.

Yours, (177-187)
2. Dear Sir:
If you wish to have any goods delivered wlthout having

to pay an extra service charge, wel

think you should use our
"Liberty Express Service™ this month.

As of the last week of this month, th62 price of any
express delivery must increase by a dollar for each express
delivery. If you wish to® have your goods delivered without
having to pay any increase in price, just write to the meansager
of the? "Liberty Express Service." The manager of "Liberty
Express Service" should have the delivery on our books® in a

few days, and you will save the increase in price.

Remember to write to the manager of "Liberty® Express
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Service™ and ask him to put notice of your delivery on our
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books.

Yours truly, (137-127)
Exercise 60
1. Dear Sir:

We belleve you should take a trip during the month of
October 1f you wish to have a good timel this year.

We can work out a program for you to follow on any trip
during October which will cost® less money because you will
be going away duriqg_a month when few people take a trip.
Also, we know you3 will have the best time possible if you
follow our program during October. You can trust us to set
up4 a program for your trip which will cost you the least
money. You can trust us to set up a programs which will give
you the best time.

We try to set up a program which will give the people
who use it no® trouble. We try to charge a price which most
people can pay without any trouble. If you desire a trip7
with no trouble and the best service, you should try our
progrem. Just fill in the enclosed blank® and mail it to us.
You can trust us to do the rest.

Yours truly, (173-180)
2. Dear Sir:
You wrote us a few days ago about a pretty house which

1

we have for sale on some property close™ to the water.

It is true that the pretty house and property close to

the water are for sale, but it2 1s also true that the price

LY S R N T TEPT
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is far beyond the price which you wish to pay. The true

price on the house® alone is far beyond the price which you
have given us. Also, any property in the city which can face4
the water 1s worth a lot of money.

We believe you must be trusting the price given to you
by the® bank for any house and property of the same size in
the city, when you should be trusting the true value® which
we have given you for a house and property on the water side.

We assure you that the price we’ have given you is the
proper price for the property. You can check with the bank
to see if it is theS proper price. If you feel that it is
not the true and proper value, we shall be glad to show you
something® else.

Yours truly, (184-195)
Exercise 61

1. Dear Sir:

We regret the fact that you could not come to the pro-
gram we put on at the "Fair." The purpose1 of the program

was to show how you could best use our goods.

2

We regret that you could not see the™ program because

we think the purpose brought out the best possible use of

our goods to the customer.

Wed were surprised to note exactly how many people did
not know the full purpose of our goods and we think? it is
possible that many people who came were surprised at the

full value and purpose of our goods.®
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The surprise of meny people at the description of what
our goods can do was enough to make us feel that® you, too,
would be surprised at a description of the full value of
our goods. Thus, we are enclosing7 a description of the full
purpose of our goods, and we feel that much of this descrip-
tion should surprise8 you.

We know you regret not having seen the show we put on,
but we believe the enclosed description? shall give you a
pretty full story of what our goods do.

Yours truly, (194-193)
2. Dear Sir:

Our secretary sent you a separate notice and bill last
week about the money which you owe usl for the work we did
on your farm in the spring. The reason our secretary sent
you a notice and a2 bill by separate mall was to glve you
time to pay the bill for the work last spring.

It would seem asd though the separate notice and bill
sent by the secretary were not strong enough to get you to
answer, or? to pay for the building of the road on your farm
last spring. It mey be that the law is strong5 enough to
make you pay money which you owe.

We think you know that it took us as much time to make
your6 road as it does for us to work on a city street, and
it certainly cost as much money to make as a city7 street.
We think that since the price the city has to pay us for the
building of a street is much beyond8 the price you have to
pay us for the building of the road, you have no strong
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reason for not being® able to pay.
We shall expect an answer to thils notice in a few days,
or we shall go to law to get our:IJO money.
Yours truly, (203-221)
Exercise 62
l. Dear Sir:

We regard "Church College"™ as the best college for any

boy or girl in this state.

“ChnrchiCollege" has a record which we regard as the ?
best because we know its boys and girls are as high in class® b
study as those in any college in the United States. We know
of this record, and we regard the record as true® because we,
ourselves, have seen the course of study at "Church College®,
and we know the work which each? boy and glrl at the college
mast give to each course. Of course, we can say nothing as
regards the® work of the boys and girls out of college, but
as regards the work of the boys and girls in each college6
course, we feel we can say it is of the best.

In accordance with your wish, and in accordance with
the’ wish of the people at "Church College™, we shall be
glad to give notice of the record work of the boysS® and
girls of the college to the city papers.

Yours truly, (171-177)
2. Dear Sir:

We belleve the correct charge for the goods you pur-
chased is in direct error to the billl which you recently
paid. Our records show that the correct bill should be six
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dollars, and the check® which you pald to our secretary for

the goods you purchased was for only a dollar.
We have written to ourd bank, and asked them to direct
you to pay the correct blll of six dollars for the goods

S S et 0 S
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purchased by4you, so that we may correct our records. Thus,

you will have to add five dollars to the check of ad dollar

which you have already paid, if you wish to direct us to take
your bill off our books and correct® our records.
We are glad to deal with a person like you, and have you

7 ymow a person In your business

purchase our goods because we
does not purchase goods unless he can pay for them., We hope
to see you.8 in person when you next come in to our store to
purchase stock.

Yours truly, (175-176)
Exercise 63
l, Dear Sir:

We were unable to agree with the bank regarding the
terms which they wished to give us for thel property which
you own.

The trouble was largely regarding the terms which they
wished to pay for the? property you own, since we asked for
a larger price, and they were not ready to pay the increase
in price.® Since the trouble regarding terms ls largely due
to the larger price you wish on your property, wet may sell
our property to the bank in a separate deal, and let you make
terms with the bank regardings the property which you own.

The reason they have no wish to pay a larger price for

the property, 1s6 largely due to the new road which the city
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is bullding far beyond the property you own. They feel they7
should pay no regard to the new road, because it is too far
away to be used, and we know your terms are8 largely on the
besis of your regarding the new road as a reason for an
increase in the value of the® property you own.

Yours truly, (185-188)

2¢ Dear Sir:

We are afraid that the owner of the business shall not

come to our dinner, nor shall the ownerl answer our note

asking him to come to dinner.

We are afraid he will not come to dinner, or try to?
answer our note, because 1t was sent to him by our secretary,
and not by us. Mr. Church, the owner of the® business, is a
remarkabie person in that he will always try to have every-
thing exactly as he would? wish it s nor is he ever afraid to
tell everybody exactly how he would like everything.

It is remarkable® to us how a person like Mr, Church
could ever get on in business, because everybody is afraid
to deal® with him. What is more remarkable is thai: Mr, Church
hes had more and more business every year on’ everything he
has in stock, and yet everybody who has to deal with him as
owner of the business is afraid® of him.

To get back to the news of our dinner, we think he will
not come, nor shall he answer our® 1little note.

Sincerely yours, (185-187)
Exercise 64
le. Dear Sir:

Over a month ago, I wrote you a note asking you to

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



189

deliver my goods on Friday. It is now overl a week since
Friday, the date on which I asked you to deliver, and you
still make no effort either to2 deliver the goods or to
answer my note.

I am not asking for a favor either for myself or for my

bus:!.ness;:5 I am asking you to make an effort to dellver goods
which were due over a week ago Friday. Either? you make an
effort to deliver the goods to me this Friday, or sometime
near Friday, or I shall favor you5 with a law suit. It would
seem to me that you wlll favor yourself 1f you deliver the
goods sometime® near the date set for deliverye.

Elther the manner in which you get money, or the manner
in which you’ deliver goods has a good deal to do with success
in business, and I believe the manner in which you deliver®
goods may have a good deal to do with the poor success with
which you meke money. Delliver goods on? the date set or
near the date set, and notice the manner in which you do more
and more business.,

Yours truly,10 (201-210)
2. Dear Sir:

We wish to offer you some of the best property in the
clty at a purchase price which 1s nes.rly:L low enough to have
you buy two lots.

However, if you will accept our offer for the plece of
propertyz near the water, we are certain you will make nearly
four times as much as you pay for the properi:y.‘5 If you can

show us any other property in the city for which you can get
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nearly as good an offer as this,4 we shall take pleasure in
making the sale at cost price to us.

We are certain you can get no other pieceS of property,
nor any other offer, which will give you nearly as much
pleasure as our property and our® offer. However, we shall
teke pleasure in going with you on a trip to any others you
wish to see. If you’ do see a number of others which you
desire, we shall take pleasure 1n meking the purchase for
you.3

Yours truly, (162-169)
Exercise 65
l. Dear Sir:

We are sure that the remark which Mr, Spring wrote in

his paper on Friday was not a remarkl which he wished to

direct at you.

We are also sure that the remark was not original with
Mr. Spring, but? was a mere copy of a talk given some time
ago by Mr., Black, in which Mr., Black remaerked that meny a®d
delivery business was a mere excuse for taking up time.

4 article seem

Mr. Spring had no reason to make his
orlginal, since in the article he remarked several times
that he was obliged to® Mr. Black for the original copy of
the article.

You can be sure that your delivery business has our®

approval, or otherwise we would not deal with you. Surely,

if we thought otherwise, and did not give you7 our approval,
we would deal with some other dellivery business. Iast week

we used your delivery service8 for some of our goods, and we
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surely would not have called you if you did not have our
approval.
You can® be certain that we think your delivery business
gives good service, and we surely give it our approval.lo
Yours respectfully, (204-195)
2. Dear Sir:
This is a personal note to let‘you know that we have

just bought a beautiful new two-storyl

building, and we think
you will surely have something to regret if you do not see it.

The first floor has® many beautiful items for summer use,
and we think you will see a good many lovely summer ltems on
this® floor which you must have.,

The next floor hes many items, some of which are beautiful
enough to be kept4 on our first floor, but since most of these
items are for fall and not summer use, we keep them on this®
floor.

The building itself is beautiful, and you can be sure
that if we thought otherwise we would never® write you a
personal note asking you to come to see 1it.

It will be a pleasure to show you all our’ beautiful
items on each floor of the store, and we feel sure that many
of them shall have your personal8 approval,

Respectfully yours, (166-168)
Exercise 66
1. Dear Sir:

There will be no charge for the delivery of your goods
to you by express freight.

This freightl is to be delivered to you free, because we
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include the price of freight in the price we charge each?

customer for every purchase.

You will notice that there is usually a charge of three
dollars for the freight3 which we shall deliver to you, free
of charge. However, we feel that we can deliver freight free
and still make enouéh money to stay in business. We have used E
a free delivery service for three months® now, and the in-
crease 1ln our business has glven us enough money to take care
of the extra charge to us® for the delivery of freight free,

We feel that there is no reason why we should not sell
our goods to’ a customer at the best possible price. We shall :
follow this principle as long as we can do so, and stil18
make money in our business.

Yours respectfully, (170-166)
2. Dear Sir:

We wished to write to you before you left for a trip
this summer, and ask you to be sure notl to forget to bring
us the thirty dollars you owe us.

You may mail a check for thirty dollars to our? office
before you leave, or, if you think you may forget to mail
us ths thirty dollers, we shall be gla.cl:5 to come to see you
at any time before Thursday to get the money. We must have
the money for some persona14 business before Thursday, and
if you forget to have the money ready for us, we may have to
brings suit, and thus delay your trip.

The thirty dollars was owing to us over three months

e L e L

ago, and we can see no® reason why you should forget to pay

i
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this money; especially since we have sent you several notes
about’ it. |

We shall expect to recelve the money before Thursday, or,
as we have said, we shall have to bring8 suit to get it.

Respectfully yours, (167-172)
Exercise 67
l. Dear Dr. Strong:

We are very glad to know that you wish to see a car
cover similar to that which yourl brother bought from us last
Thursdaye.

Your brother was sure that you could use a cover for
your car,2 since you must take the car out in all weather,
and sometimes the weather 1s very bade We are sure thatd
you must know the trouble you can have from a car if it is
left out in bad weather without a cover.? Indeed, your
brother sald.he had not covered his car during the very bad
weather last week, and because® he had not covered it, he could
not get it to go for over an hour.

The prices on a car cover are from® three to six dollars.
You can be sure that any cover you buy from us can give you
good service in 2117 weather.

Yours respectfully, (145-152)
2. Dear Mr. BElue:

We saw your folks at thelr farm last Thursday, and we
think you will be glad to know thatl they are very happy.
They are having a good time taking care of their farm, and
they are able to make money? through the sale of the stock

on the farm.
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We saw them because we were taking a trip through the
state,s end we remembered the name and address of their farm
when we came to a clity near 1t.

They are most anxious? to see you, and they asked us to

bring you with us if we passed by in the next few months.
We are going® through their city next Friday, and we thought
you might like to come along with us. If you would 1ike®
to do so, answer us before next Thursday, so that we ecan
meet you on Friday and take you with us.

Yours' respectfully, (142-154)
Exercise 68
1. Dear Sir:

We wish to inform you that we shall locate our new
store in New York City some time during thel swmer.

We shall make an effort to sell all our stock at a price
which no other store in the clty shou1d2 be able to duplicate.
On the first day of business, we shall offer an article worth
at least three® dollars to every customer who makes a purchase
of thirty dollars or more., We shall make a very strong4
effort to have enough sales people on each floor to give each
customer the best possible service.

You® may be certain that everything in stock shall be in
the very best of style, as we shall bring into the® store
only those things which are new and up to date. We shall
surely take pleasure in having you come’ to our new store
when it is ready for business.

Respectfully yours, (153-153)

h’“"'“-w&hﬁﬁn&wm‘un T T
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2. Dear Sir:

We are enclosing a bank book which you must have lost
in our store last night.

In accordancel with the policy of our store, we should
like to have you sign the enclosed blank receipt, and mail it
to2 us. The recelpt is kept on file in the office of the
store manager so that if there is any doubt about® the owner
of a lost article, we have on file the name and address of
the person who received the article? from us.

We hope we have give you satisfactory service, and we
shall be much obliged if you will maild us the enclosed
blank for our records.

Yours truly, (109-113)
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CHAPTER XII

Exercise 69
l. Dear Price,

We have been having & fine time at college this year.
I am sure that 1if you had knownl the fun we were going to
have, you would not have been quite so ready to take a trip,
even if you had? known you would have a fine time and a lot
of fun on your trip.

0f course, you do not have to study3 even a little on
a trip, but you know as well as I do that 1f you wish to
keep up with our ch.e.ss4 you will have enough to do to keep
you busy when you get back, end that is not so much fun,
even if you have® had a trip all over the United States.

Had I known that your folks were going to take a trip
during the college6 year, I would have given your pa a man-
to-man talk, and at least he would have known that 1if you7
miss even a month you have a lot of trouble making it upe.

Take my advice like a good little man, and® study on
your trip. It may even take away some of your fun, but at
least you will keep up with the® class.

Yours, (183-207)

2. Dear Sir:

It is our general opinion that within the last thirty

days we have given you much betterl service than we have
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ever glven you before.

We feel that you must have been glven the same general
opini.on2 within the last month, since we are now making each
delivery by express. This should mean even better® service
than ever before. If the use of express delivery does mean
even better service than before,4 we should be glad to have
your oplinion as to how far we should go in making an express
delivery to® the northern and southern states., Is it your
general opinion that we should deliver our freight by®
express to both northern and southern states? Do you think
it would mean an increase in cost to the’ customer if we
were to deliver our goods by express freight to norﬁhern and
southern states, or do8 you think the customer would save
more than the increase in price by the better delivery time?

we® would like to know, generally, what your opinion is
on these things. Generally, we try to give eachi0 customer
the service which he would most desire,

Yours truly, (211-195)
Exerclse 70
1., Dear Sir:

I have often wished to give a party for all the men
and women Iin my factory, and I should likel you to know that
I am going to have such a party for all the men and women
next Friday.

I shall be® very glad to have you come to this party of
mine, and I assure you that if it is a success, I shall oftend
have a party for the men and women who work at the factory.

I am sure that the party of mine shall4 mean a fine time, and
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a lot of fun for every man and woman who can come to it.

I am enclosing a notice® which you will have to show to
the man or woman who is at the door. I would like you to
come to thisb party on Friday, and I hope you will come to
any other party at the factory as often as it is given.”

Yours truly, (142-165)
2. Dear Sir:

We have been walting for you to call at our office
again so that we might again begin the businessl deal about
the mine which we were workiné out with you during the first
week of June.

During the2 pime we have been waiting to see you, we
have been able to begin to check again on the stock and we
haved done all that could have been done without you. We
had to go down to the mine again and agaln to see? exactly
what could be done, and to note just how we could begin the
work at the mine. We are sure thatd if you had gone down to
the mine with us, we could have gone on with the work without
waiting to see youb® again. Now, we shall have to go down to
the mine again, this time with you, to see what can be done7
before we begin to work the mine. You can imagine how warm
it is going to be down in the mine in the 1ast® week of June.
You can also imagine how warm it is going to be when we begin
to work down in the mine® during the summer. Even though it
is now June, it might be worth it to wait until the entire
surmerlO has gone before we begin to work the mine.

We expect to get an answer from you within a few days,
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1p1l you wish to begin work at the mine,

Yours truly, (229-252)
Exercise 71
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l. Dear Sir:

I am happy to learn that you have already gone down to
inspect the mine, and that you arel ready to begln work.

Before we begin to work the mine, we shall have to learn
how to take care of each? machine to be used; we shall have
to learn how to follow the line of the mine; we shall have to
inspect® each machine ;3 we shall have to make up a line of
work, etc. Since there is so much work to be done, 1% velieve
one man should direct the work on the mine itself, and the
other man should check each machine,5 keep the line of work
going and take care of the books.

Since the mine is now open, I shall be ready5 to go down
into the mine with you tomorrow. At that time we can decide
what one job each man shall do.’ It 1is my opinion that we
should keep the mine open during the summer, and work it
during that time.8

I shall expect to meet you at the open mine at one
ot'clock tomorrow.

Yours truly, (176-187)
2. Dear Sir:

The plan which you wish to follow with regard to the
way in which we run the mine is fine,l but I am not so sure
that the mine shall remain open for us to lnspect tomorrow,.
It may not remain open? for us to inspect because we have

had a very strong rain for the last few days, and water may
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have® covered the floor of the mine.

Your plan is a satisfactory one for us to follow to-
morrow, but4 if we wish to run through the mine and inspect
it, we shall have to hope that the rain 'did not close® up
the floor of the mine to inspection. If the mine is not
open, we shall be able to inspect only those® things which are

not covered by rain, or which usually remain in the open. We

mey have to return to the’! mine some time next week if we

expect to be shown all of it. As I said in my last note, T

have beenB down in the mine before, and I have been shown most

of it, but I wish to return there with you because? I have not

been shown everything I wished to see. What is more, we
should be shown everything in thelO mine if we expect to run
it along the line of the plan on which you have been working.

I shall meet 3,'01:.1:L at the mine tomorrow, and, if necessary,
we mey have to return to the mine 'again next week,

Yours truly,l2 (240-257)
Exercise 72
1. Dear Sir:

In the last few months I have taken more than seven
items from your store, and I have paid youl more than ten
dollars for each item.

Last week I bought an item for over ten dollars in your
store, and? T then asked to have the item taken to a small
farm, about seven miles out of town. You can imagines my
surprise when I received a note from your store several days
ago, which said that no goods would be4 delivered by you more
than ten miles out of town, but would have to be taken by the
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customer. I then® called the manager of the store to tell

e
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him that the farm was only seven miles out of town, but T
was not6 able to get him in.

It seems to me that if you wish to win the respect of
each customer, and then win a7 fine regard for your store,
you must accept the delivery of goods, even if it is more
than ten miles,8 although in this case it was only seven
miles. You will certainly win no respect and regard if
you9 write the customer that the goods must be taken by him.

Yours truly, (193-204)
2. Dear Sir:

Our own delivery service was not in use last week, and
we had to turn to train service to makel each dellvery.

Also, as you state in your note, our manager was not in town,
and our sales people could? not turn to anyone for advice.

For this reason, upon receiving a purchase which had to
be delivered out® of town, many of our sales people did not
remember that we were using train service that week, and?
wrote upon the duplicate purchase receipt, "No Delivery."

We know that such a thing should not happen5 to anyone,
especially when there is train service to be used, and we
are certain that it will not happen6 to anyone again.

You willl notice that we are enclosing a copy of some
things for children between the’ age of five and seven, which
we happen to have purchased at a very low price. If you see 2
anything among® these items for children between five and :
seven which you must have, we shall be happy to deliver 149
at any time. Many of these beautiful items for children are
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being sold at cost price.

You may be certainiO that you can turn to our delivery

service for any delivery between seven and ten miles away,

and well can assure you that we shall be only too happy to

take upon ourselves the cost of any delivery to you.12
Yours respectfully, (244-237)

Exercise 73

l. Dear Sir:

On behalf of our new business, we wish to inform you
of the advantage to yourself of making every1 purchase in
our new store.

Our new store shall represent on behalf of the customer,
the policy of? the best that money can buy for the least
possible price. The advantage of the policy we represent
should® be, above all, to save the customer money, and to
give him fine value.

We have represented such at policy for more than ten
years, and our new store shall indeed be representative of
the policy of good value® on behalf of the customer, above
all. If you wish to take advantage of our service, please
come down® to our new store, and notice the style and prices
of our goods which are representative of our pol:l.c'y'7 of fair
value, above all, to the customer. We believe you will note
that our prices are half those of8 any other store, and we
are sure that you will be ready to buy if you can save half
the purchase price.9

We know that half our job is done when you see our goods,

because we sell at half price.

Yours truly, (200-198)
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2. Dear Sir:
I gave my wife the catalog whlch you sent to me a week

E
3
E

ago, and I think it will serve to referlus to the items which

we may wish to buy.

My wife ought to be able to use the catalog you gave me
to refer®to the things which we must mail to a relative who
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hes a farm far out of town. We do not usually® see this
relative, but we do buy all the stock he must have to serve
him on his farm. We usually buy the? items he has to use on
the farm by way of a catalog similar to the one you gave to
me for my wife.

1% think the catalog you gave us shall serve my wife,
and from it she should be able to get all the things our
relative must have on his farm.

Yours truly, (129-149)
Exercise 74
1. Gentlemen:

We cannot find the draft which you sent to us a week or
so ago.

Since we cannot find the dra;‘t,l we do not know the
correct amount which we must pay on our account. The amount
of our account as® shown on our books is $105, but it may be
that we can take advantage of a discount if we pay the draft®
for the amount of the account early enough,

Thus, we wlsh you would be kind enough to write to us
9.gza:'i.n,4 so that we may find out if we can or camnot take
advantage of the discount. We hope you will be kinaS enough
to make out the draft, less the amount of the discount. We

Ve e s PSS e e e
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shall surely pay the draft as soon® as we receive it and find
out how much we owe you.

Yours truly, (132-146)
2. Gentlemen:

A gentleman who said he represented your store called
on us on the second or third of February,l and told us that
our trade with you during the past year had not been
satisfactorye.

We are not sure® that the gentleman represented your
store, but we want you to note that this is the second or
third® purchase we have placed with you this month. We feel
that if the gentleman did represent you, he must have? to1d
you, upon looking at our books, that our trade with you is
much more than it used to be. We have® tried to purchase
as much stock from you as we belleved our trade could buy,
and we want you to know® we have told you several times
that if you tried to cut your prices by a half or a third at
one of your7 sales, we should be able to purchase even more
goods from you than we now do,

We want you to keep a8 note of the number of times we
purchase from you during each month, If you tried to keep

such a record,9

you would note that we purchase from you
usually on the second day of each month, and some time duringlO
the third week of each month. We think you should be glad to
trade with a customer like ourselves.ll

Yours truly, (222-227)
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Exercise 75

l. Gentlemen:

I believe I shall be at your office around seven o'clock
to attend to the front door,

If I am! not able to come at that time to do the job on
the front door, however, I shall ask a friend of mine? to
try to get to your office around seven o'clock. I am sure
that he will be able to attend to the® front door as well as
I can. My friend may be able to get to your office around
five o'clock, and if 14 cannot be on the job, you should
expect him between five and seven o'!clock.

I found that the door turned® in when I had to attend
to 1t last year, and when I found it that way I turned it
out. From your6 eaccount of the door, I think you want it
turned back because you found it better to use last year
than you7 do this year.

If my friend has to attend to the front door, you had
better tell him just which way you8 want it turned.

Yours truly, (165-182)
2. Gentlemen:

I won't be able to give you any payment for the goods
I bought from you last month until latel in June.

I know that you usually ask for payment on the lfems
you sell within one week from date of? purchase, but I won't
be able to pay you for the goods until June. I may not be
able to pay even tihen,3 because I haven't the money. I know

that if I write to you and say I won'!'t make payment because

I4 haven!t the money, you have enough ground to get a
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judgment. I feel, however, since I have aliways given5 each

payment on time, and since I haven't ever before said I
won't make payment, that you will not® try to get a judgment,
even though you have the ground for one.

I am sure that I shall be able to pay you for’ the goods
sometime during the summer, even 1f I haven't the money nowe.
However, 1if you get a judgment,s you may never get full
payment.

Yours truly, (169-176)
Exercise 76
1. Gentlemen:

I can't make full settlement toward my account this
month because so far I haven't been ablel to sell all the , =
goods which I purchased from you several months ago. However,
even if I can't make? full payment in settlement of my account
this month, I feel sure that if you will make shipment to my®
plant of several items at a falr price, I shall be able to pay
you back toward full settlement of both? the last shipment
and the new shipment,

The point is that my plant has been working a good deal
ofS the time, and I should be able to make enough money on a
new shipment to get back on my feet agéin. 18 assure you that
I don't want you to make shipment to me if you feel that I
can't pay any amount toward’ settlement of my account. I
should like to make the point, however, that I shall have no
trouble® in making payment on either the last or the next
shipment.

May I hope to have a new shipment from you9 within a
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few dayse.
Yours respectfully, (187-188)

2. Dear Sir:

We don't mind the fact that you are late in payment of
the last shipment of goods we sent you,l but we think that
you should have at least returned our draft on you with some
reason why you couldn't2 make payment.

We didn't know that you had received the draft and had
not returned it until our bank® told us that you didn't have
enough money to make full settlement. Even though we didn't
mind th§4 fact that you couldn't pay us this month, we did
mind such little thought for our good service to you.®

Doesn't it seem fair to you, that any draft we make out
on you on a shipment of goods should either be® paid, or
returned to us with some notice as to why you couldn't meke
payment? If this doesn't seem fair’ to you, then we shall
have to stop doing business with you, because there doesn!t
seem to be any other8 way for us to make a deal with you.

Yours truly, (170-171)
Exercise 77
l. Miss June Black
22 Front Street
New York, N. Y.
Dear Miss Black:
If you have given & moment or instant of thought to

what you wanted to do for yourl summer trip, we know you must
have thought for more than a moment of taking a trip away

from land on a2 ship.

Mﬁ&‘ G mm{‘gﬁﬁmi

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



208

If you have never been away on a ship, we are sure that

it isn't possible for you to know how lovely® it is to be

far away from thought or care of land, It isn't possible
for you to imagine how lovely4 a ship can be at night, with
land far away, and not a moment of care about you.

If you wish to spend a° month away on a trip, and to
spend very little money for that month, we advise you to
write us this® instent. You will not regret for sn instant
the time you spend away from land, and you will, we are’
sure, be anxious to take such a trip ageln next year.

Yours truly, (152-165)
2, The Liberty Bank
15 Third Street
New York, N. Y.
Gentlemen:

I should like to know how I stand with your personal
account department since the last statementl you sent me.

Since I have received the last statement from the
personal account department, I have® spent a good deal of
money on & house, and I am anxious about my account now
that I have spent such ad large amount.

I came down to see the president of the bank about my
statement last week, but I was told% that I couldn't see
him because he went out of town for a few days. If the
president went out of town® for only a few days, he should
be back now, and I should be able to get some notice as to
how I stand® from your personal account department.

I feel certain that the money I spent couldn't have
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brought my7 bank account too low, but I am anxious to get
a bank statement so that I may know how I stand,
Yours® respectfully, (163-166)

Exercise 78
1. GCentlemen:

We shall be glad to advance you one hundred dollars on
the merchandise you now have in stockl 1f you are planning to
open the new store.

We can furnish you with an advance of one hundred dollarsZ
on the stock of merchandise you have in your present store,
on the basis of half the stock in the new® store you are plan-
ning to open in June. This would mean that you must arrange
to furnish us with a4 note on half the merchandise which will
go into the store you are planning, in return for a check
from® us for one hundred dollars which will represent an
advence to you for the note on your merchandise.6

If you wish to arrange to furnish us with a note for one
hundred dollars, we shall be glad to make an’ arrangement to
give you the money. You must remember that the arrangement
states that we are to have® a half payment on the merchan-
dise of your new store for the advence we are making you.
Please arrange® to call and tell us if you will agree to our
termse.

Yours sincerely, (193-1S1)
2. Dear Sir:

We shall be glad to have an agent of our business call
aé your new store on the date you arel beginning business.

Our agent, Mr. Blue, shall study your business from the
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beginning, and then he wil1® mail us any necessary corres-
pondence with regard to your store. If you wish to write us
any3 correspondence even before the beginning of your new
business, we shall be happy to turn the correspondence4 over
to our sgent. You must know that our agent is one of the best
men in the country when it comes® to the point of making a
definite arrangement for the set up of a beginning business.,
We have sent® him to different people all over the country,
and there is a definite increase in their beginning business’

when he is working with them.

If you wish, we can show you some of the correspondence
we have8 received from Mr. Blue when he is working on a job,
and you will note the definite arrangement he makes® to in-
crease the business of every store which 1s just beginning.

Respectfully yours, (197-185)
Exercise 79
l. Dear ¥rs. Strong:
We wish to inform you that beginning with this Thursday,

1

we shall keep our store open~ every Thursday evening until

June.

You will oblige us if you will kindly f£ill in the
enclosed memorandum,? in which we refer to our belng open
each Thursday evening, and mail it back to us as soon asd
possible. The memorandum to which we refer 1s to be used to
decide on the number of sales people who? will have to be
available on Thursday evening.

If you will fill out the memorandum and mail it to us,S
we shall refer it to the president of our store, so that he

““"""zﬁﬁikwm*-‘f-!&nhg;b@' L s e e el .
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may act on it. We hope you notice that web expect to refer
to each memorandum which each customer has so kindly sent
us, before we decide on the” policy of our store.

Yours truly, (146-145)
2. Gentlemen:

I am happy that you have referred a note to each cus-
tomer about the opening of your storel on Thursday evening.
For many years, I have wanted to buy at your store
during some evening of the week,2 but your policy has been

to close at six o'clock every night. The fact that you
have referred a® memorandum to each customer about opening
your store during the evening, makes me feel that you are
doing? a personal service for all.

I am enclosing the memorandum to which I have referred
above, and I hope® you will be able to use it in making up
your store arrangement for Thursday evening.

Yours truly, (119-113)
Exercise 80
l. Gentlemen:

We may have a chance to pay back the balance of the
amount we owe you if the dance we givel makes enough money.

The expense for the dance 1s very low, and we belleve
we have a fine chance to pay2 back the balance and make
some extra money. Many of our friends are certain to come to
the dance, and® many of them should bring friends with them.

It would be quite funny if we were to take a chance on
a dance,4 and not only make enough money to pay for the

expense of the dance, but also pay you the balance® of what g
3
.
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we owe, and make some extra money for ourselves. However,
if we were not to make enough mone;r6 on the dance to pay
for the expense, it would not be very funny.
We feel, though, that enough of our’ friends shall come
to the dance to make up for the balance of what we owe you.
Yours éincerely, (158~166)

2. Gentlemen:
We are against using means like that of a dance to make

a remittance on a business deal.l

As you seid, it would be quite funny to receive enough
money on a dance to make a remittance, and as a2 result, we
are against such means, It would leave us open to a great
deal of difficulty if we were to® expect each customer to
make a remittance by means of a dance., Indeed, it would be
very difflcult to tell4 some other customer to run a dance
if he plans to pay us. You can be sure we would be up against5
the same diffliculty with every customer who found that his
plens for a great deal of business were not® going as well as
they should. It would be difficult, indeed, to tell such
a customer to run a dance 1f’ he expected to pay us on time.

We feel that we must advise you not to go through with
your plans because® of the great difficulty in which such
plans would place us.

Sincerely yours, (175-179)
Exercise 81

Dear June,
I must write you several lines with reference to the

great fun we had at the gold mine oncel we got there.

e VLGOI LG ied
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I had been at the gold mine once before, but no one else had

ever been there seven once, 302 that 1f you get a few lines

from anyone else with reference to it, he will surely be

greatly mored surprised about the gold mine than I was.

The people who own the great gold mine guard the mine
very4 carefully, and anyone who is working at the mine 1s
responsible for every dollar's worth he may take out.S The

e R T S N
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gold that is taken out of the mine 1is balanced very carefully

LA

against the price put on it by® the United States with refer- £

ence to its value., A very careful guard is placed around all
shipments of gold,7 and the men placed on guard are responsible
for all the gold in their care. The gold is covered byS
insurance, but even so there must be a guard for all shipments.
The people who own a gold mine alwaysg try to keep the value
of the gold balanced against the price put on it by the Tnited
States.

I would guess thatlO these few lines with reference to .
the gold mine, the balanced price, and the shipments of gold E
havell bteen about things you didn't know till now. |

Yours sincerely, (232-233)
Exercise 82

1. Mrs. Carry Church
121 Presldent Street
New York, N. Y.

Dear Mrs. Church:

We wish to thank you for your kind remittance for the
dress which you bought at ourl store.

Our dress department has referred your remittance, with
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a memorandum, to the personal charge account? department to
write off the balance of your account.

We have just received a new shipment of £all® merchan-

dise, and we feel certain that you are planning to come and
see our new merchandise at our fall? opening. You should
meke a memorandum of the date of the fall opening, which will
be on August 28. We® Ymow you will be kindly received by
all our sales people.

It is our opinion that the fall opening, to which® we
have Jjust referred, shall give you and your friends the best
available merchandise at a price, which,” in our judgment,
cannot be met by any other store in the city.

Yours truly, (156-148)
2. Gentlemen:

We have been obliged to return to you some of the mer-~
chandise which we purchased at yourl office last Saturday.

We were greatly surprised when the merchandise was
delivered to us on Tuesday in® g very poor state. DBecause
the merchandise looked so poor, we found that we were unable
to sell it® even at a very low price. For that reason, we
were obliged to return it to you. If you can furnish us?
with the same or similar merchandise in a good state, we shall
be glad to accept it.

Kindly let us know® if you are going to furnish us with
new merchandise, or a credit memorandum for the merchandise.

Yours® respectfully, (123-116)
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CEAPTER XIII

Exercise 83
l. Gentlemen:

We wish to call your attention to our new Division of
Examination.

You must remember thatl we used to mention the fact
that we should like to set up a national department or

2 business which would act as a division for

division of our
the examination of preperty. The division would call th93
attention of the owner to any difference in the price or
value of the property between the clty examination4 and our
own examination.

We know that our national Division of Examination can
call the attentions of the owner of property to any large
difference in the value placed upon property for collection
by5 any clity, and the value placed upon the same property
by us.

It would not be necessery for you to do more’ than
mention to us that you wish us to give our attention to your
property. For a small fee, we woulda8 give all our attention
to your property, and on the basls of our examlnation we
would mention to you9 what we think is the true basis of
value that should be placed upon your property before the

collectionlO of any money by the city. You could, in fact,
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mention our examination to the city as the basisll for hav-
ing a new clty examination before any collsction of money is

rd

taken by the city.

112 use the new service which we have

We hope you wil
brought to your attention before the next city collection is
due .13

Yours truly, (262-247)
2. Gentlemen:

I should be pleased to have you take action on my
application for the addition of two weeksl to my summer
vacation,.

I am sure that my work at the trasin station can be done
even if I get two weeks? extra vacation in addition to my
usual vacation. In my application for an additional two
weeks away® from the station, I am sure that I stated the
reason for my action iIn asking for the addition of two? weeks
to my vacation. The additional two weeks away from the sta-
tion are necessary if I am to begin® my college education.

As I stated, I wish to begin my college education this
summer so that I may 1n® time make application for a better
job in your business, I feel that I can take charge of work
which is’ different from that which I am doing at the station,
but I must have a college education to do 1t.8 For this
reason, I should like to begin my college education during
my summer vacation.

I hope that you9 will take action on my application for

two weeks additional vacation.

Yours respectfully, (197-192)
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Exercise 84
l. Gentlemen:

My position as president of our organization does not
give me the right to answer yourl proposition without making
it public.

You should know that I am in a situation, as president
of the organization,2 in which I may not use my position
unless I make all information and every proposition public.d

Since you, in accordance with your position in the deal,
do not want me to make the information public,4 I can do
nothing about the situation except to stop the deal,

All informetion about the proposition5 mast be given to
each owner of stock in the business organization, and, since

6 not wish me to make the information

in your situation you do
public, the only position I can take is that we cannot go on7
with the propositione.
Yours truly, (146-133)
2. Dear Sir:
We recelved yesterday your answer to our proposition,

and we feel that you have no reason tot

object to the proposi-
tion since we are ready to have you publish it,

We believe that the owner of anyz stock in your organiza-
tion would not object to the proposition which you returned
to us yesterday,3 and, thus, we see no reason why you should
not publish all the necessary information and terms. We#
believe that if any owner of stock were to read the entire

proposition which you sent back yesterday,s he would not only

have no objection, but he would be most ready to organize a
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new business on the terms® set up.

There should be no objection to the organization of a
new business, especially if the entire’ situation is known
to the public and 2all the information is published. We
feel that you would be doing8 your organization a favor if
you were to organize a new business, and there will certainly
be no® objection at 2ll if all the terms are published.

Yours truly, (191-177)
Exercise 85
Gentlemen:

I objected to the proposition you sent me a few days
ago because I did not think it was forl publication. However,
to my satisfaction, you have sald that you are ready to have
all information® published, and you have set up no objection
to a public investigation of the terms of the proposition.d

I organized this business on the basis of terms similar
to those in your proposition, so that when I4.objected to the
terms, it was only because I thought they were not for publica-
tion. I am sure that® a public investigation of the terms
you are ready to have published shall give us all the necessary5
information before the new business 1is organized,

I feel great satisfaction in having all the information’
published, since publication means investigation by each
owner before the new business is organized.8 If anything is
objected to by an owner of stock, at least we have the satis-
faction of making thed objection public.

I trust that you will again write to me enclosing all
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the terms and information in your10

propositione.
Sincerely yours, (205-182)
Exercise 86
l. First National Bank
263 Front Street
New York, N. Y.
Gentlemen:

I should like you to make an examination of my account,
and give me any informetion in regardl to it which is necessary
before I go into a business proposition.

If possible, I should like you to makez a division of the
account into the amount going out each month, and the collec~
tion of money you make® each month. Also, I should like you
to mentlion something about the present business situation
with4 regard to how the national situation would influence
business. In addition, I should like to know® your position
with regard to an application for money on the basis of a
fine business proposition. |

May 16 ask you to write to me about the above ltems
within the next few days.

Yours truly, (136-126)
2. Dear Dr. Price:

We shall be unable to take action until you give us
more information about the businessl proposition to which you
referred in the note which we received from you yesterday.

It is our own® feeling, however, that you have enough
money in your bank account to look about for any good

businessd situation, especially if you are very careful of

Sebieiie.
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the kind of business proposition you accept. We sha114 take
great pleasure in meking a careful examination of any busliness
situation to which you refer us. ord course, we ask a small
fee for our service, but we believe you will save more than
the cost of the® examination if you use our service.

If there is any additional information you wish to have,
you may7 write to us at any time,

Yours truly, (147-137)

5
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CHAPTER XIV

Exercise 87
l. Dear Mr, White:

In answer to your inquiry about our farm equipment,
we wish to state that 1t is impossiblel for you to get our
particular equipment in your city.

In your inquiry about the particular farm® equipment
which we sell, you request that we give you the name of a
particular store at which you can® purchase our equipment
if it is impossible for us to deliver the equipment, or if
it camnnot be purchased4 in your city. We regret to state,
in reply to your inquiry, that we find it Imposslble to
deliver® to your farm the equipment which you request, but
we believe that you can purchase the squipment for® your
farm from White Farm Equipment, 210 Front Street, New York
Citye.

We shall be happy to answer any7 other request you
wish to make,

Yours truly, (148-142)
2. Gentlemen:

According to your recent note, the only place where
I can buy your new improved equipment 1sl in New York City,
at the office of White Farm Equlipment,

It is very important for me to have this® improved
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equipment soon, and at & city near enough to where I live
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so that I can see it before I buy it.5 Since New York City
1s too far away from where I live for me to visit, and since
it is very important? for me to have your improved equipment
soon, I should like to have you quote me a price on your newS
improved equipment at the factory. According to your cata-
log, all prices you quote are on delivery to® certain states.
I do not want you to quote prices according to delivery at
any definite place, since I7 believe I can have the equip-
ment delivered to me by a freight service right from your
factory.

Please® answer me by return mail, since it is important
for me to have your new, improved farm equipment soon.®

Very truly yours, (183-180)
Exercise 88
l. Gentlemen:

In my last note to you I requested the opportunity to
see you about the requirements for anyl improvement which
should take place on your particular property.

If you will check back against the? note, you will see
that I requested the opportunity to talk to you about these
requirements only because® I knew that you wished to see an
improvement in the value of the property. If you truiy cared
about? the importance of making an improvement in the property,
you would have given me the opportunity which® I requested
to speak to you about the requirements of the property. You

should, I feel, have sent an® answer to me as to whether or
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not you cared to improve the property.

You know the importance of having7 the property cared
for in the best possible manner, whether or not you think
the improvement should® be taken care of by me. I believe

that you will improve the property as soon as you know the
mportanceg to you of bullding up the value of the property.
I believe, also, that whether I get the job or not,10 the
vaiue of the property will go up if you try to improve the
property.

Yours truly, (217-205)
2. Dear Dr. White:

While we are willing to look over your equipment, and
make you an offer for it alone, wel are not willing to
accept it in trade for new equipment.

Our new equipment 1s well worth your while ,2 end if
you feel you can use it to meet the requirements of your
office, we are willing to give you ad fine price for the
equipment you now have. We shall then sell you our new
equipment at the list price.4

While the particular equipment you now have may serve
you well, you know very well that our new equipmeni'.5 will
give you even better service.

If you are willing to accept our offer, we shall be
pleased t0® nave you get in touch with us.

Yours truly, (129-129)
Exercise 89
l. Dear Nr., White:

We try in our hat business to accord you as much
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pleasure as we can by meking up thel kind of hat we think
you will want to buy.

In accord with our policy of making up a hat to suit
you, we2 have recently placed on sale a fine style of hat
for a hot summer day. During the hot summer days,® you have
possibly gone around without a hat. We feel sure, however,
that you will want the satisfaction? of being in correct
style if you can get a light hat in accord with the hot
season of the year. WeS believe that our new light summer
hat will help you keep in style, and, also, help to keep you
in good6 health. It can help you to keep in good health by
making certain that your head is covered on a hot’ summer day.

We know that "style and health are important to you, and
we believe our new summer hat can8 assure you of both style
and health. We hope to have the pleasure of waiting on you
at our store.

Very® truly yours, (183-191)
2. Gentlemen:

I shall be glad to hear from you about the new hailr
equipment which you have just purchased.l

The mean with whom I used to deal had no hair machine,
but now that I hear your hair equipment is? so fine I shall
be glad to try it. To whom do I write in your office if I
wish to make an arrangement3 to try the halr equipment here,
in my home? I should like to try the new machine here in my
home4 because I shall have no time to go to your office in

the city until next week, and I wish to have my hair® done
in time for a party this Saturday.
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May I hear from you as to whom I must write if I wishS
to try the hair equipment here, at my home.

Yours very truly, (132-143)
Exercise 90
l. Dear Mrs. Strong:

We should be glad to make an arrangement to bring our
hair equipment to your home ,1 but the heart of our equipment
is a machine which we must hold at our office. For this
reason, we cannot® arrange to ship any equipment away, even
for a day.

Since the heart of our equipment musts be held here,
we can arrange to do your hair only at the office where we
hold our equipment. A& friend¢ of yours came to our office
only the other day, since our equipment must be held here,
and she said® she found it to be very little trouble for her.
We held a whole day open for her, because it shou1d® usually
take & whole day to use our equipment, and she found that our
use of the whole day for her gave’ her a fine result.

We shall not mind holding a full day open for you to use
our equipment. We find that® holding a full day open for use
of our equipment gives the customer more satisfactiorn, If
you wish® us to arrange for holding our equipment ready for
e whole day, please call us. We shall be very happylo to
serve you.

Sincerely yours, (206-206)
2. Gentlemen:

I hope that you will be able to make & prompt adjustment

on the equipment which I recentlyl purchased from you.
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Perhaps the trouble I had with the equipment was due to
the fact that 1t was new,2 or perhaps I do not know how to
use 1t, but elther way, I should like you to bave a man call
at mys home to make & prompt adjustment. The adjustment
must take place promptly because I am leaving here? for the
entire summer, and perhaps the entire fall, alsoc. Thus, if
you can have & man call promptly, I° shall be able to leave
my home with the equipment in proper adjustment.

Please be prompt to answer this® note, and try to make
an adjustment as promptly as possible,

Yours truly, (135-131)
Exercise 91
1. Gentlemen:

While I am anxious and willing to ship our goods by
the particular freight service which you1 represent, I still
wish to have a list of prices for any freight shipped to any
freight station in the? country.

My office requested this llst of freight prices from
you last week, so that our freight3 department could meke an
ad justment wlth regard to the charges you set up on each
freight shipment. 14 we do not have this list of prices,
we shall not be able to ship any goods by way of your par-

S service,

ticulear
Perhaps you did not receive our note of last week, but

we expect you to recelve this onse, and® we should like you

to answer promptlye.

Yours very truly, (131-125)

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

S ierdet tpyps et PR .
B L T N S S RO



227

2. Gentlemen:

We are sorry to have kept you waiting for the list of
charges which we make for our freightl service, but we did
not have the opportunity to make up a list of our new

charges until this week,
We? believe it is Impossible for you to get any other =
delivery servlice at prices as low as these. WeS deliver from
your offlice to the home of the customer at a rate which is
well worth your while. Whether? you have your own delivery
service or not, we quote you a rate which we think cannot
be met by e.n;srone.5
If you have any other inquiry to make of us, we shall
be gled to answer it. We hope we shall have the® opportunity
to offer you our fine freight service.

Yours truly, (132-146)
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Exercise 92
1., Gentlemen:

We made up some equipment for you at the end of last
year, and we thought we should write tol you to find out if
you need any additional equlipment this year.

When we made up the equipment for you? at the end of
last year, it seemed to us that you might need some work done
around the office. ItS seemed to us at the time that the
first floor equipment in particuler might need some addi-
tional work done4 on it.

We shall be quite willing to send a man over to your.
office to check on the requirements of° the office, and to
give you a list of those things which need attention. We
can send with our representative® a 1list of charges which we
have made up for every job, from beginning to end. It
seemed to us’ that the people with whom we deal would be
glad to have a list of prices on all equipment which mights
need attention.

If you are willing to have us send a man over to your
office to look over your equipment,9 please answer this note
as soon as possible.

Yours sincerely (192-194)

2. Gentlemen:

1
:

We are sending you a signed check for a thousand dollars

[ RO S
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in payment of our bill of Octoberl 16.

In addition to the signed check for a thousand dollars,
2

we are sending you, under separate cover,“ a list of items
which we understand you may wish to buy. You will under-
stand, when you receive the® 1ist being sent to you under
separate cover, why we feel there is a great opportunity for
you to use? these items in your business. We feel, however,
that if you wish to get a full understanding of the® 1ist
which we are sending you, you will have to come to see us,
and talk over everything about it. We® want you to be sure
to have an understanding of everything about the deal before
you take the goods.7 Wher you understand all the requirements,
and the thousand and one things which have to be done, you8
will then be in a position to decide if you wish to buy the
items.

We hope we have given you an® understanding ol what may
need to be done about the list of items which we are sending
you under separatelo cover. We shall ask you to return to us
& signed recelpt for this list, and some notice as to whether
or*! not you will come to see us about the items on the list.,

Yours truly, (233-232)
Exerclise 93
1. Dear Sir:

I shall be glad to have you come to my office next
Wednesday at three o'clock to speak to mel about a possible
position in my school. I have received word from the Board
of Education that they? have mailed you a card with respect

to the examination for high school teacher of history which
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was given5 to you by the Board of Education.

The note from the Board of Education stated that the
card which they4 mailed to you gave you notice to the effect
that you had passed the examination for high school teacher®
of history. If you have received word from the Board of

6 ang ir you

Education that you have passed the examination,
have on hand the card which they sent to you, I shall be
gled to have you come to my7 office on Wednesday to speak
to me about & position in my school.

Please be on hand at the school as8 promptly as possible,
If you are not at hand, or if I receive no word from you on
the date set, I shall® have to offer the school position to
some one else.

Very truly yours, (193-156)

2. Dear Mrs, White:

We have heard from the school that they find it very
hard to handle your child.

Thel school did not mention whether or not it was due

2 but

to the fact that your child is too old for the school,
we think it would not be so hard to handle your child, if
he were put in a different school with® children of his own
age. .

There 1s a school in your county about which we have
heard a great many kind words,4 and it may be that if you
mailed a note to that school you would find that they could
handle your chi1d® with 1little or no trouble. You,too, may
have heard some kind words about the school. Its name 1s®

the "County School for Children,® and from 2ll we have heard,
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they can certainly handle any child who' has been hard to

handle at any other school, We believe that if you mailed
a few words to the "County® School® about the age of your
child, you would find that he 1s not too 0ld to go to the
school.

We wish® to thank you for the note you mailed to us
asking for advice about a school for your child.

Yours sincerely,i0 (201-210)

Exercise 94
1. Gentlemen:

The best receiving department in the world does not

work well when the men in it are tired.l We don't expect to
tell you that we can make your recelving department the best
in the world, but? we do believe we can give you a better
way of handling goods; one which will help your men in
hand1ling® goods without making them too tired to work well.
All the work required if you wish to get the standara?
purchase filled promptly, may be done by handling the goods
only once; that is, if you wish to have® the standard pur-
chase filled by the use of our equipment. We shall give you
an arrangement of the® receiving room which you should follow,
and the necessary standard equlipment required to follow
through? with the arrangement. Once the standard equipment
required for the receiving room is set up, every purc]:n.ase8
will be filled by only one handling, your men will not get
tired, and we think you will have a receiving® department
equal to any in the world,

If you wish to hear more sbout our arrangement for a

Mg, rssis
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receivinglo room, and the equipment to go with it, jJjust £ill
in the enclosed card, and a catalog will be mailedll to you
by return mail,
Yours truly, (226-215)

2. Gentlemen:

We wish to acknowledge receipt of the note which you
wrote us yesterday. As you can see, wel took immediate
action on your kind offer of a cataloge.

We felt that if a knowledge of receiving room?

arrange-
ment, carried through by the use of the proper equipment,
could assure us of better receiving5 room service, we would
like to put that knowledge and equipment into irmediate
action. We have always4 felt that if the arrangement of
each department in our store were carried through in the
proper way,s the immediate result would be a great advantage
in time and money to us. We acknowledge the fact® that we
have not carried out the arrangement of our receiving depart-
ment in the best possible manner,’ and we believe it is due
to the fact that we have always felt the sales end of our
business to be moreS important than the receiving end of 1it.
At the present time, however, we must acknowledge our®
immediate need to save money on the goods we purchase, and it
may be that the arrangement you suggest 1s10 the thing we
must do.

We shall be glad to write to you if we need any addi-
tional service from yourll office.

Very truly yours, (225-208)

%:
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Exercise 95
l. Gentlemen:

We received your note dated August 25, yesterday, and
we wish to report that we have hagl hardly any time at all
to make up the part of the machine which you need,

You will notice from our J:'epo:ct2 to you dated August 20,
that we have been here a very short time, and, as a result,
we have hardly been® able to make your machine part. We.
expect to start making the machine part within the next few
days,4 and we should be able to report on any result in a
short time. You must know that in addition to the® part we
mist make for you, we have many other parts of equipment to
make up. We hardly have time, on® the short notice you have
give us, to work on something for you, and on all the other
parts at one and? the same time.

As soon as we start on your machine part, we shall
report to you. We expect to start® on it within a dey or
two, so that you may expect a report dated about August 30.

We shall be happy to® furnish you with any other equip-
ment parts you may need, but we must be given fair notice.

Yours verylQ truly, (202-211) '
2. Dear Sir:
We have jJust started building the sort of home we know

1 feel that every

any married man will want to have. We
married man must went & home with a lovely view, and a fine
yard for play and reste

The® property for the home we have started bullding

will face toward the water, with a yard at the back, away3
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from the water. You may have already heard reports about
how lovely the property itself is, but reports4 you have
heard cannot tell you how beautiful the sort of building

we have started on is; you must see®

it for yourself,

The yard at the back of the house is a fine place for
children to play, and a 1ove1y6 place for the other people
in the house to rest. When you have seen the beautiful
house and yard, you7 willl know why we recelved a certificate
for fine building from the clty last year.

You mmust have heard® the reports about the certificate
which the clty gave for the best bullding of the year. We
are happy9 to say that we were given that certificate for a
house of the same sort as the one we want you to see.l0 We
are certain that any married man can make his family happy
just by taking them to see the housell we have started. We
expect to have you visit the house within the next few days,

Yours very truly, (238-243)
3. Dear Sir:

If you have ever been at our school, you must have been
surprised at the fine spirit of thel boys, and the way in
which they have been schooled in the proper things to do.

We believe the fine spirit2 of the school is due to the
fact that the boys have been schooled in the use of their
hands. They are® told from the first day they begin to
study at the school that they must use their hands to work
the4 equipment or to use a machine. They are schooled in
the handling of every pilece of equipment, so that at® the

end of a year each boy can work every machine in the school, ;

‘Ei;.\-.: tiee et i
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We are certain that it is the fact® that all the boys must
use their hands, and get to know how to use every meachine,
which mekes for the’ fine spirit of the school.

We shall take pleasure in having you come down with your
boy to see the school,8 and notice the spirit of a school at
work,

Yours respectfully, (172-180)
Exercise 96
1. Gentlemen:

We received a letter from you on October 16, after we
had delivered a package of our goods,l which stated that you
did not wish to purchase another item from us.

We wish to go further into this? matter, so that we may
know the reason for your letter, and for your statement that
you would not bu.y5 another thing from us. We believe that
after we do go further into the matter, and find out exactly
what4 was wrong with the goods we delivered to you, we shall
be able to make a satisfactory adjustment with® you.

We are sure that if you send us another letter with a
statement of what you wish us to do, we® shall be able to go
further into the matter, and make absolutely certain that
everything is satisfactory’ to you.

After the great number of years of satisfaction which
we have given you, we feel that we8 should be given the
opportunity to go further into this matter with you.

Very truly yours, (177-172)
2. My dear Sir:

With regard to your order of February 18, we assure

F
.
3
E
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you that it will be & pleasure forl us to send a card to your
mother, father and sister.

A separate card for each member of the family,2 according
to your order, will be delivered at your house no later than
February 25. We think we have in3 eacn case just the right
card for your mother, father and sister, but if you wish to
see each card, you4 should come into the store later in the

day.

We hope that this order will be satisfactory to your5
mother, father and sister. We shall be heppy to fill any
other order you may have at a later date.®

Respectfully yours, (123-125)
3. Gentlemen:

I have recelved several letters from you about a matter
of two orders which I d4id not deliver.l

I regret to say that it was impossible for me to deliver
the orders because of several matters which® came up during
the month. The two letters which you sent me were dated
April 1, and April 3, and in® the latter of the two you stated
that there was no balance on your account, since you were

enclosing4 a check to cover full payment of your account.

There was no check in the latter of the two letters,5 how-

ever, and since at the time I was very busy with other matters,

I did not answer you at once. It 1s® my belief that you were
in error when you stated in the latter of the two letters that
you were’ enclosing a check. Before I deliver to you the two

orders which I have on file, I think we should nake8 an effort
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to find the check in payment of your account.

I shall be happy to hear from you with regard9 to this
matter or any other matters which have come up since your
last two letters.

Very truly yours, (200-201)
Exercise 97
l. My dear Sir:
We wonder if you kmow that you must take a special in-

1 now that the cold winter

terest in the handling of your car,
weather has arrived.

We are happy to be able to offer you a special winter
rate? on your car which will be in effect during December
only. We can assure you that this wonderful3 offer is made
at a price which is less than half the usual charge for winter
equipment. It is to your4 interest to take advantage of the
December rate.

If you wonder how we can make this wonderful December®
offer, we need only point out that December is a poor month
for us, and it is to our interest to keep6 as busy as possible,
even 1f we must offer equipment at cost prices.

7

It will be to your interest to’' bring your car to our

service station to take advantage of the wonderful December
offer. We are certain® that when you see what you get for
half the usual rate, you will wonder how we are able to do it.

Yours® respectfully, (183-183)

2. Gentlemen:

I am rather interested in the nature of the winter equipment

:
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you offer if a car is broughtl to your service station during
December.

I have not had a thing done on my car since September,
but I am® interested in taking special care of the car in the
future because the nature of my job has always3 required that
I cover a great many miles during the winter. I believe the
car has had rather poor4 handling since September, but I want
it put into the best possible state for future use.

I should be interested® to lmow the nature of the work
you do, the price of the work, and whether or not you think
the car® will last until next September without another job
being done. I would rather have the work done ear1y7 in
December than late in December so that I should be pleased to
hear from you in the lmmediate future.®

Yours truly, (163-160)
Exercise 98
1. Gentlemen:

We are sure that you will be interested in the wonder-
fully fine picture we ordered for1 your new home. We know
that it took a longer time to get the plcture than we ex-
pected when we firstg ordered it, but now that we have it,
we think you will be very well pleased with it.

If you wish us t05 deliver the picture to you, call us
at any time during the day, and it will take us no longer
than an hour? to bring the picture to your home. TYou can be
certain that the picture was wonderfully done, and that®
everything is just as you ordered.

We shall try to take no longer than is absolutely
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6

necessary to- deliver this wonderfully fine picture to your

home.

Yours truly, (132-131)
2. Dear Mrs. Blue:
We wonder 1f you would like to meet the writer of the
fine new book called, Buildingl Character.

The writer, Mr. Strong, will be at our store next
Wednesday evening, and you can have a2 copy of Building
Character signed by the writer if you come to our store that
evening. We have only3 two thousand copies of Building
Character in stock and, therefore, if you wish a copy signed
by the4writer, you will have to come early in the evening.
Also, the writer will be at the store from five® o'clock to
seven o'clock only; therefore, you will have to be at the
store during that time.

6

We want to~ be sure that you will be able to come to

our store to get a copy of Bullding Character signed by the’

writer. We are, therefore, enclosing a little note which
wlll help you to remember the date and theS time.

Yours very truly, (165-159)
Exercise 99
1. Gentlemen:

We understand that you are interested in some of the
wonderful new equipment which we havel just purchased. We
are, therefore, inclosing a catalog which gives a descrip-
tion of all the standard® equipment required in your line

of business.
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We are sure that you will do well by handling the®
standard equipment we have just purchased. If you are in-

terested in more information, come in to our4

office at any
time during the week, and we shall be happy to go over every
point of interest.

We hope5 to hear from you in the very near future.

Yours truly, (111-100)

2. Gentlemen:

I have received word that you are going to open a new
school for young children.

I should bel

interested to know exactly what sort of
children you expect to have at your school. Also, I should
1ike® a copy of the course of study which you will use as
the basis for the school work. If there is any5 further
information which you have, and which you would like to send
me, I should be glad to have it.4

As you might guess from thlis letter, I have a young chilld,
four years of age, and I am, therefore,5 interested in any
report on a good school to which I might send my child. If

6 report on your school, I shall be

I am given a satisfactory
happy to send my child there.

I hope to recelve a letter from you7 within a short time,
since I am anxious to send my young boy to school in the near
future.

Very truly8 yours, (161-165)



CHAPTER XVI

Exercise 100
1. Gentlemen:

A committee has been organized in connection with the
need to put the company into complete1 working condition.

As you know, the condition of the company has been
very bad, and we consider any2 committee concerning itself
in connection with meking the condition of the company bet-
ter as having a® difficult job. We should like to know,
therefore, 1f you are in a position to consider some 4diffi-
cult4 committee work concerning the effort to get the company
into complete working condition again.

If you® are interested in any work concerning the complete -
working condition of the company, and if you wish® to consider
the work in connection with the committee, we shall be happy
to hear from you.

Very truly’ yours, (141-122)
2. Gentlemen:

We wish to continue the contract with you for our common
stock, but in consideration of1 the better conditions we can
get from another company, we think you will have to give us
a considerable® increase in price.

The contract which we had with you for our common stock
does not continue® this year unless we again sign it, and we

shall under no consideration sign it unless you offer us a4

i
j
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considerable price increase and much better contract conditions.
We shall be glad to continue under the® present terms of

the contract for common stock with no considerable increase

in price if, as a consideration,6 you meet our conditions of
price on the equipment which we make,

We expect to hear from your7

company with regard to the
conditions we have set up within the next few days.
Yours very truly, (159-143)

Exerclise 101

l. Dear Sir:

I can in no circumstance give commercial instruction in
o game while I play the game at school.l I shall be willing
to give commercial instruction in the game after this June,

2 no circumstance, give instructioans fof which

but I can, under
I am paid commercially, while I am at college.

I think® it would be instructive for you to see the game
as we play it at college, or to see a commercial game.? If
you do not wish to wait for instructions until I am able to
work at the game commercially, it might5 be instructive for
you to read a book on the game, or to go to a public night
school for instruction.6

If the circumstance is such that I feel I am able to
write to you and give you further advice on the'7 game, I
will do so. If not, I am sure that there are some places
which teach the game commercially,® and where you will get

instructions on how to play 1it.

I hope this letter to you has been instructive,9 and
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has given you the advice you need.
Yours truly, (190-191)
2. My dear Sir:

We shall inscribe your name on the back of the item
you bought from us to signify thel owner in case the item
is lost.

If we inscribe your name on the purchase, there will
be no extra charg92 for the inscription. We think it is
significant to note that not one company in the city except
ourselves® will inscribe & name on any item without an addi-
tional charge. The significance of our inscription4 for no
extra charge may be found in our consideration for each
customer.

Once your name is inscribed® on the item, there will be
a significant increase in the value of the article. The

inscription will6

carry the significance of fine service

from a company interested in doing its best for each customer.’
Our best is signified, in this case, by an inscription free

of charge.

We hope the significance of our® service to each cus-
tomer, even in the small matter of an inscription, will cause
you to deal with us atd al1 times. Your name is inseribed
in our file as that of a good customer; we hope our name is
inseribedlO in your mind as that of a fine store.

Yours very truly (211-202)

Exercise 102

1. My dear Sir:
We have been hoping to have an interesting meeting at

T X TE ™ rr (OO
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your home on Saturday morning. al great many people have

signified their wlish of coming to the morning meeting, and

we are hoping that 1t2 will be interesting for aii of them.
We understand you are giving a talk on the policy of

the company,3

and it may be that your talk is responsible for
a great many people comiang to the morning meeting. wet are
giving out notes to all our friends about the interesting
meeting, and wc are hoping that many of® them are coming.

We shall see you at the morning meeting, and we hope
that the talk you are giving wil1% be interesting enough to
make the people who are coming want more.

Yours very truly, (136-134)
2., Gentlemen:

We are returning to you, under separate cover, some of
the ltems which you have been shippingl to us. We expect to
get a check from you covering all the goods we are returning,
and a letter replying2 to our notes trying to show you what
was the matter with the goods we are returning.

We have been® trying to tell you in several letters
that the goods you are shipping to us are in very poor condi-

tion04

Perhaps if you had been covering each shipment of
goods as you sent it out, the condition in which® we have
been receiving them would not be so bad. However, we have
had no letter replying to us, or tryings to point out any
shipping difficulty. Therefore, we must ask you for a
check covering the goods we are?’ returning to you.

We expect to have a letter from you replying to us

4
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within the next few days.
Yours® sincerely, (162-159)
Exercise 103

l. My dear Sir:

We have been thinking of teaching a college corres-
pondence course. We are sure that you1 have been getting
many letters from people who are running some sort of corres-
pondence sechool.2 However, we are especially sure that the
letters you have been getting are not from people who are®
running a correspondence school for the purpose of teaching
a true college course.

Since we have been? thinking of teaching a college
course by mail, many of our friends have been thanking us
for getting5 in touch with them. They have been thanking us

because they have no way of getting true college6

teaching
except by mail.,

If you are running into difficulty with any night school
course because you7 have no time, we are sure you will be
among those who are thanking us for our correspondence course.8
If you have been thinking of taking such a course, just write
to us for further information.

Yours® respectfully, (183-159)
2. Gentlemen:

I am particularly interested in having you forward to
me & catalog about your regular collegel course correspondence
school.

I should particularly like you to forward a catalog

concerning your2 regular college course commercial work.
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Some time ago, a correspondence school forwarded to me 2

pa.ri:.’u:ularly‘3 good catalog, but the regular course that came

after the catalog they had forwarded was very poor, and was? %
probably not worth the money I spent on ite.

Probably your school can slso forward a particularly
good5 catalog, but I should like to have you send me a sample
copy of part of a regular course. If the® sample copy for-
warded to me is equal to the kind of work I need, I shall
probably take your course.

17 should like to have the sample copy of a commercial
course forwarded to me within the near future.®

Yours very truly, (163-148)

Exercise 104

l. Gentlemen:

We have recelved an advertising contract from the govern-
ment, but we do not have a sufficientl supply of stock to
meet the government advertising contract.

We feel that we have the probableZ prospect of receiving
even more advertising from the government, but we must have
e sufficlent supply of3 items to do a good job. Since the
prospect for further advertising work for the govermment is
so? fine, we feel that we should advertise for an additional
supply of stock. If we do advertlise, it 1is most® probable
that we shall place the advertisement through your paper.
Thus, we are interested in the® probable price for any
advertisement placed with you. Remember, there is a fine
prospect that we shall’? continue to advertise for some time,

since we need a sufficient supply of items in order to go on

MoAvbds s S i aial i
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with® our work.

Please quote us your best price for a regular advertise-
ment by return mail,

Yours very truly® (180-158)
2. Gentlemen:

You have advertised in our paper before, and you know
that we govern our prices on the basisl of the size of the
advertisement.

We cannot, therefore, give you a definlite price, although
the? probebility is that you ere interested in a sufficiently
large advertisement to get some attentlon. 1In the® past you
have advertised for individual dsys only. Since we also
govern our prices on the number of4 days an advertisement is
to appear, the probability is that your new advertlsement
will be given aS different rate, if it will appear for a
sufficiently large number of days, from the rate if it were
to appear5 for an individual day only.

Because you have advertised with us before, you must
know that we govern7 our prices on the baslis of the contract
form we are enclosing. The probability is that you can work®
out the rate you must pay after you have filled in the blank
contract, and have stated whether you wish® an individual
advertisement, or an advertisement for a sufficlently large
number of days to takelO advantage of the special rate.

We expect to receive the contract from you within a

very short time.
Yours!l truly, (221-199)
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3. Gentlemen:

We know that your prices for an advertlsement are
governed by certaln general condltions, butl we feel that
you must take some cases individually, whatever the general
conditions may be. Th.erefore,2 whenever you receive an
advertisement for goods to f£ill a govermment contract, you
must be governed3 by the case individually, and give a
speclal rate whenever that rate 1s necessary.

We do not have a4 sufficiency of goods for our govern-
ment contract. We must advertise, therefore, for whatever
good35 we can get, and whenever we get a sufficlency of goods
we shall stop advertising. Thus, we cannot® sign a contract
for an individual advertisement or for whatever number of
days you wish, and yet we wish’ to take advantage of your
special rate. We feel that our case is individually different
from any otherS you may have, and that your price to us must
be governed by the fact that we are advertising to get a9
sufficiency of goods to fill a government contracte.

We hope you will take our case into individuallo
consideration.

Very truly yours, (205-179)
Exercise 105

1. My dear Sir:

We have forwarded to you this morning a shipping con-
tract for the goods you wish del:wered:L to New York City.

If you are thinking of using a freight service to
deliver your goods,.we know youz will want to take advantage
of our speclal shipping contract. We have been running a

:i
e
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freight service® for many years, and we are certain that we
have given complete satisfaction under all conditions to
every4 customer we have had.

We shall be only too happy to continue our fine service

5 and we can assure you that our price

by shipping your goods,
on the contract we have forwarded to you gives you a consider-
able® cut in cost. We shall take great pleasure in getting
your business in the near future.
Yours sincerely, (140-130)

2., Gentlemen:

If you will forward my goods by freight according to
the inclosed instructions, I shall bel willing to sign the
contract which I received from you yesterdsy morning.

I have been trylng a different? freight company for
the past few months, but I have not been given complete
satisfactione I am hop.’«.ng"5 that your service is particularly
good because I have a large number of items which I must
forwardt by way of freight shipment to New York City. If
your service is good, and can continue to be good, 1° am
sure we can meet on a common ground for a definite rate on
the goods I wish to ship. You must remember,6 however, that
whatever you ship must be received in good conditlon.

I shall expect to hear from yon7 by return mail.

Very truly yours, (146-139)
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CHAPTER XVII

Exercise 106
1. Gentlemen:

We realize and apprecliate the difficulty your asso~-
ciation has been having in getting thel cooperation of the
bank in meking a deal for a new building.

We shall try to give your association our? cooperation
at the earliest possible moment., You must realize that at
the present time our business® is taking all our extra money,
and you can appreclate our difficulty in getting enough money
to give you4 real cooperation., We think we should be able
to give your association real cooperation by February,5 at
the earliest. We appreciate the fact that you must have the
money &t the earliest possible time,6 but you can realize
the very real difficulty we have in taking money out of a
going business for such? a purpose as yours.

We shall get in touch with your association agaln when
we feel there is moreS probability for cooperation on our part.

Very truly yours, (170-152)
2. Gentlemen:

We appreciated your letter of last week saying that you
were really interested in our work,l and that you would be
willing to give us material cooperation followlng an increase

in your business.2
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You really have no idea of how difficult an experience
it is for smn association to get money for its own® building.
Many people have been saying that they apprecliated our music, p

and that they would be4 willing to give us any real and
material cooperation except money. Many people are saying ;
that we should5 get the money from a bank. You have had the .
experience of getting money for your own business, and you6
know that a bank has no idea of giving up money so that a
misic assocliation may buy its own building.7 For that reason,
we have appreciated your note saying that you will give us
material help at theS earliest possible moment, We are sure
that our association wlll experience a really great increase
of9 interest on the part of many people 1f you begin to give
us your cooperation within the following year.lo

May we say again that you have no idea of how much we
appreciated your really fine offer of cooperation.ll

Yours very truly, (225-205)
Exercise 107

l. My dear Sir:

We have recelved various questions during a period
covering the last two months with regard1 to the convenience
of our new equipment,

Many of the questions were about our new catalog, and
thé"manner in which it is showing the real convenience of

S period of

our equipment. There can be no question that the
real convenience for a car is now here, and the various
questions we have received are a114 showing that the public

is really interested in the question of car convenience.
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We are very happy to be® the first company to give a complete
answer to the question of car convenience. At our new car
showing6 in October, we are ready to point out the various

plans we have used to bring about this really new’

period
in car equipment,

If you are at all interested in the new car showing in

October, we know you8 will want to use the card we are enclos-
ing for your personal use. Be sure to see our answer to the®
question of convenience.
Yours very truly, (187-179)

2. Gentlemen:

We are herewith enclosing a check for twenty dollars
to finish our payment for the goods wel purchased from you
twenty weeks ago.

We believe we have mentioned to you 1n a past letter
that when we? had finished the last payment on these goods
we would be in a financial position to pey for a new finishs
in our store. Therefore, in accordance with the statement
which we must have mentioned to you4 before, we wish to make
a financial proposition with regard to gett;ng the merchan-
dise for a new finish to® our store. Since;we have finished
the last peyment on all the merchandlse we have purchased
from you6 with the check we are herewith enclosing, we wish
to know if you are willing to make a financial deal’ with us
similar to the one we have mentioned above. We are willing
to sign a contract for full payment8 within twenty weeks, and
we are certaln we will have finished payment within that

period,
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We are herewith® enclosing a blank contract for mer-

chandise to be glven to us with the understanding that pay-

N
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2

i

M

mentl® will be made within twenty weeks, We hope you will
accept this contract and forward the goods to us. 11

Respectfully yours, (223-207)
Exerclisé 108

1. Gentlemen:

I understand that the university gives a special course
in English, and since I wish to practicel English, I should
like to take the special course at the university.

It is my feeling that the® study of English 1s especially
important to all people, and I do not wish to neglect this
study. I have® had some practice in writing English through
a correspondence course, but I feel that the special uni-
versity4 course will be much better for me. I usually neglect
to study unless I take special work, so that® I feel I shall
get more practice in English iIf I take the university course
than if I study by myself.® I have practiced a little at
home, but I find that I neglect the work more and more unless
I teke’ instruction and have work to be practiced over and
over again.

I should like to receive a universitys catalog, and some
information about the special English course, within a short
time.

Very truly yours, (179-166)
2. Gentlemen:

I received a telegram from you this morning which stated

that you were not financially ablel to pay the interest on
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your mortgage. However, you neglected to state for what
reason you were financially2 unable to pay the interest on
yowr mortgaged property.

I should like you to forward a letter whichd will give
me the informatlon which you neglected to give in your
telegram. Give me some reason why4 you are financially
unable to pay the interest on the mortgage, and some idea
of your future prospect5 for payment on the mortgaged
property. It would seem to me that if you practiced holding

some of the6

money you make, there would be no need for you
to send me a telegram about your mortgaged home.

I have’ neglected taking the property away from you in
the past because I felt that you would be able to make8 full
payment on the moritgage, but if you continue the practice of

late payment, I shall have to takeg

the property awaye.

Please be sure to send me a letter by return mail,
Yours truly, (196=-184)

3. Dear Sir:

We know that you are familiar with the financial danger
in our exchange business. If we havel a bad year, the exchange
of cars may really cost us money rather than make us money.
We Dbelieve you2 are also familiar with the bad business year
that the entire country has had.

The exchange of cars® has been particularly bad this
year, and, as & result, we have been in danger of going out
of business. Therefore, we have taken all the money from

any cars exchanged through us, and put it back into the®

business. This has left us no money to pay the interest on
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our mortgaged property, and has put us in6

danger of having
you take away our home., We are sure that your familiarity
with business conditions,7 especlially iIn the exchanged car

business, will make you appreclate our situation. Since you

are familiar® with the financial difficulty this year concern- .
ing exchanged cars, we feel that you should give us unt11° i
some future date to pay the interest on the mortgage. Your .
familiarity with our family and withl0 our way of doing busi-
ness makes us certain that you will trust us,.

We hope that this letter will givell you all the informa-
tion for which you asked.

Very truly yours, (233-214)

Exercise 109

l, Gentlemen:

We shall appreclate an opportunity to visit the new
home which you are building as soon asl it is finished.

We have heard a great deal about the fine material
which has gone into the home, and® about the lovely view from
the property. We wish to ask you several questions about
the various items® necessary for the building of a strong,
beautiful home., We realize that the material used in build-
ing4 has a great deal to do with the end cost, and we should
like, therefore, to get some idea of the cost® of material,

We trust that you will give us the value of your long
experience in the building line, and® that you will glve us
your best cooperation if we decide to do some building,
ourselves.

Very truly yours,?’ (140-134)
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2. Dear Mrs. Chance:
The university is going to hold a question-and-answer
period right after the speciall English course next Thursday

evening.
We are sure that you will be interested in being present

at this? question-and-answer period. We shall try to arrange
the meeting along the lines of a town meeting, and® we hope

to have a large number of people present. We are sure that

9
o
£
¥
3
B
B
7

4

3
4
&
&

the meeting will be both interesting4 and instructive.
If you wish to come to the university next Thursday
evening, you will have to present5 the enclosed card to the

person in charge. We hope to see you at our question-and-

answer period.6

Yours very truly, (123-115)
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CHAPTER XVIII

Exercise 110

l. Gentlemen:

Since we have bought a farm it has become too incon-
venlent for us to buy in the clty. Wel imow that we would
be welcome at your store, but the inconvenience of coming to
the city to buy has? nevertheless, made us stop doing busi-
ness with you.

We should welcome a delivery service, if it would® not
be too inconvenient for you to deliver merchandise to us
out here. W;wﬁhbﬁ“thét we ;fé twenty4 miles from the city,
but, nevertheless, we feel that there is less inconvenience
for you to deliver to us than® for us to come into the city.
We really have become quite used to farm life, and we wel-
come living6 out here for a full year. There is a small
inconvenience in going to the city, and it 1s inconvenient?
to buy, but, nevertheless, we have become attached to this
kind of life,

If you wish us to deal with ycu,8 therefore, you will
have to deliver to us at the farm.

Very truly yours, (174-171)
2. Gentlemen:
Your farm is so inconveniently placed that we would

really have a loss of income on everyl purchase of yours if
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we were to try to deliver to you.

You must distinguish between our wish to serve< you,
and the financial cost of the service to us. Our delivery
service is becoming more and more difficult® each day
because of the inconveniently placed property which we
must serve. Our store has always? been distinguished by

its good service, but it is becoming too difficult to serve
5

every customer,“ especially if we face a loss of income.

Therefore, we shall not be able to deliver to any inconven-

iently® placed home in the future. We are sure that you f
will be able to distinguish the reason for this? action from :
what we have said, and that you will not think we are giving
up our distinguished service.

Once again we wish to point out that the delivery of
goods to a home that 1s out of the way may cause us9 to face
a loss of income. Since business is becoming more and more
difficult, we mmst distinguishlo between a customer who is
too far away to get delivery service, and one to whom we
can give all ourll distinguished service.

Yours very truly, (227-213)

Exercise 11l

l. Gentlemen:

We recently received a check from you for two hundred
dollars., We are sure that you mistl have made an error on
your books, because the amount of money which you owe us on
account is two? thousand dollars, and not two hundred dollars.

We realize that you will welcome this notice because we

ared sure you do not wish to leave a balance of eighteen
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hundred dollars still owing on your books,

May we? hear from you within the next few days with
regard to the error made in payment of the balance on® your
account.

Sincerely yours, (105-100)

2. Gentlemen:

Our bank department has been 1n error on the check we
last sent to you, and we are sorry ifl we have given you
any inconvenience. |
We usually have the bank department check back against E
our books on® every payment made, but the person in charge |
of the department was away on vacation, and the department
had no chance to check against the payment. We are enclos-
ing a check in payment of the balance? due of elghteen
bundred dollars, since the check should have been two thous-
and dollars instead of two® hundred dollars.
We thank you for your notice, and we are sure that our
bank department will become more® careful as a result of it,
Very truly yours, (129-120)
Exercise 112

l. My dear Sir:

The general manager of our factory has this morning
requested me to ask you to give anl opportunity to a small
party of our men to look over your factory. If you can
possibly arrange to receive® this party of men, we shall
be greatly pleased,

The best morning for a visit, from our point of view,3
would be Friday morning. The men who wish to visit your
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plant are very much interested in the new?

Equipment Depart-
ment which you have recently set up. I, myself, am greatly
interested in the new arrangement5 of equipment in your plant.
Both the men and I shall greatly apprecliate a chance to
visit your factory.® I need hardly add that you may arrange
for a return visit to our bullding at any time you please.7
I expect to hear from you before Friday morning &s to

whether or not the men may visit your factory.S

Yours truly, (162-157)

2. Gentlemen:

I wish to make application for the position of secretary
in answer to the advertisementl which you placed in the
"Times" this morning.

I am twenty years of age, and I have just finished a
complete? business course, with special attention paid to
the work of the secretary, at Commercial High® School.

I can give several people as reference for my experience,
school work, and character. Two of% the people to whom you
may refer are:

Dr. Strong, Principal of Commercial High School

Miss June Black,5 a teacher in Commercial High School

I hope I may be given an opportunity to call at your
office to® see you.

Very truly yours, (125-112)
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APPENDIX

Longhand-Shorthand Vocabulary List

The following vocabulary list contains 1132 words., All
words except those whlich are starred have been taken from
the first one thousand words on the Horn list., The starred
words are short forms which have been included for the con-
venlence of the teacher and student. The first number
following each word indicates the chapter in which the word
is introduced. The second number following each word indi-
catés the frequency of occurrence of the word in the text-
bookes It may be noted here that the textbook contalns a
total of 38541 running words.,

a 4-936 - advertising 16-6 !‘ ]
able 11-50 N advice 8-18 %
about 10-65 ‘W N advise 8-7 . .
above 12-6 N advised 9-4 : -
absolutely 10-11% advising 8-3 &, _
accept 10-11 B afraid 11-5 ) H
#accord 14-3 - , after 15=7 \ .
accordance 11-5 F~*  again 12-18 T
according 14-5 < ) ageinst 12-8 -

account 12-22 3 age 1-20 7
acknowledge 15-3 7 . agent 12-4 (- e
act 10-9 . - ago 4-45 . -
action 13=7 . 1 agree ll-4 . S
add 4-13 v - all 9-96 P . _
addition 13-6 . allow 7-4 S P
additional 13-9 , . ‘( allowed 7-2 — Al
address 11-5 _ & . _ . almost 9-9 Y &
addressed 1ll-3 & _ % alone 10-6 <3 ~.
aed justment 14-6 < _ . along 10=7 A
advance 12-4 i} y‘f _ already 9-10 A
advantage 12-11 b also 9-27 - 1
#advertise 16=4 d although 9-9 o8
sadvertised 16-3  {_ *altogether 10-2 “— o f
#advertisement 16-13 é~ always 9-13 .7
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am 7=-50 R
among 4-8

amount 12-9 e
an 4-88

and 6=563 7
another 15~5 :
answer 8-34 e
answering 8-8 o
anxious 8-15 _°°
any 5-157

anyone 12-6 “44
anything 9-11 “4/

anyway S5=7 -
appear 6=13
application 13-6 =
apply 1ll-4
apprecilate 17
appreciated 17-4 .
approval 11-5 ?L
April 11-5 ’
are 6~231 e

-da

L

arrange 12-S
arrangement 12-15
arrived 10-6
article 11-29
8s8=-8«=171 .
ask 9-15 1—
asked 10-11 ]
asking 9-10 2
association 17-7
assure 6-30

at 4-267
attached 10-5
attend 12-4
attention 13-10
August 9-14
available 11-5
away 4-80

awful 103

baby S5-11
back 4-68

bad 10-10
balance 12-9
%belanced 12-3 .
bank 4=90
basis 9-19

be 1=407
beautiful 11=9
because 8=565
become 18-4
¥becoming 18-3
bed 10-9

o
&

- N

262

been 12-52
before 11-30
beg 3-16
begin 12-14
beginning 12-8
v *behalf 12=3
) 5=17
~’/‘/*be11er 11-3
believe 11-38

~’ _ %believed 11-3
best 9-46
better 11-16
between 12-7
*beyond 7-9

big 5-24

blll 5-51
bills 8-13

bit 5«4

black 11=-8
blank 11-12
blue 1l1l-6
board 15-4
book 5-22
books 8-26
both 2-49
bought 4-56
box 8=8

boy 7-14

boys 8-12
bring 11-13
brother 11=3
brought 11-8
*build 11-2
building 11-31
business 8-130
busy 9-8 -
but 1-198 .

buy 7-78
by 7-113

t
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A
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call 11-20
called 1l1-8
calling 11-2
came 3-24
can 5=229 - - - -
cannot 12-12
cant't 12-3 - ST
car 6-84
card 15-10 U
care 11-11
#cared 1l4-3
careful 1ll-8
carefully 1l1-4 _
carried 15-3
carry 6-17

\- ?_4
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cars 8-14 R couldn't 12-5 —3.
case 8~16 - country 12-4

cases 9-10 O county 7-7 —3
cash 4-36 : 7 couple 11-3 :
catalog 10-28 =< course 1ll-27 e
cause 8-11 ' T cover 11-11

certain 10-30 o~ covered 1ll=-6 ]
certainly 10-12 ~7 covering 16-4
#certificate 15-3 o .~ credit 11-7 .
chance 12=6 s/ customer 8-65

change 3-38 (7 cut 10-9 _
character 15-5 ) € .
charge 6-80 V74 . dance 12-12 A
charged 10-2 . V4 #danger 17-3

charges 8-14 3 date 1-33 ’
check 3-98 " Vo dated 15«4

child 15-10 A day 1-67 |
children 12~8 > days 8=-38

church 11-9 /’l ‘{ deal 5-50 b
#*circumstance 16-3 § dear 11-61

city 8«97 . dearest 11-2 1’
claim 11-3 - c~ December 15-8 b
class 11-10 R : decide 8-11 f,
clear 11=3 N decided 10-10 "
close 11-7 o . definite 12-6 b
club 11-3 ' “T\  delay 3-=35

cold 11-3 - *deliver 11-34 [
collection 13-5 «—— delivered 11-14
college 11-2¢ ' 7 delivery 11-44 r
come 3-91 _ department 12-18

comes 8-5 —o *description 11-6 b—
coming 16-5 —_— desire 8=-29
¥commercial 16-8 — did 10-23 1.
#commercially 16-3 —  didn't 12-4

conmittee 16-4 | difference 5-8 ]
common 16-4 - -4, @different 5-27 ‘
company 16-12 \o- #*difficult 12-8 L
complete 16-7 . . #difficulty 12-9
concerning 16-5 R dinner 11-4 \.
condition 16-7 L direct 11-5

conditions 16-8 L’ . - discount 12-3 L
connection 16-4 . .= %*distinguish 18-3 %
consider 16«3 3 *distinguished 18-3 |-
considerable 16-4 - 9+ division 13-6
consideration 16-5 «L l do 1-162 |
continue 16-7 . L# doctor 1ll1-7

contract 16=-20 T v does 8-15 5
convenience 17-6 35 Qoesn't 12-3
cooperation 17-10 ™\2 doing 5-20

copies 8-6 U} xdollar 4-25 L
copy 5-22 M. dollars 8-=38 ..
correct 11-7 ~<. 571 done 12-17 & J-
correspondence 12-11" dontt 12=3

cost 9-57 7 door 6-16 I%
could 10=-34 _ doubt 10-6 "
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down 12-11 | eyes 7-4 )

dozen 8-4 A _

draft 12-8 1 L, face 8-8 W .

Sr UL - £ L

duplicate 11-5 fair 6-50 -~ \

during 11-33 1 . fall 10-17 Y .

n *familiar 17-3

each 5-86 / *¥familiarity 17-2 (~ _kﬂ.

earliest 17-4 - Vor  family 5-22 . "

e v ey A

a - -

education 13-8 .| 3 A fat 10-2 <

effect 10-5 : k’l gatherli.szs ‘k

effort 11-7 < avor 1l- :

eight 1-22 J fear 6=-5 \

either 11-7 - e #February 10-11 g\ \.i

else 8~11 : 7° fee 5-13 w

enclose 11-3 e feel 10=~53

enciosed 11-15 ! <e=  feeling 10-5 % ,

coclogine U0 e 1 et C O &

e - -~ - .
#English 17-7 felt 15-4 . A

enjoy 7-9 ~f? few 7-52 v o

enough 4~83 . ] file 10-7 ‘7 -

entire 10-13 “ gilisllo-l-s 7

entirely 10-3 ) Vel 11 10-10

envelope 4-18 A fllled 15-4 b
#equal 11-8 — A #financial 17-6 — >
#equalled 11-2 - #financially 17-3 & Ao
*equ?.lly 11-1 — . find 12-11 v

equipment 14-67 \. fine 12-29 \

error 6-12 \/\ finish 17-3 W
*especial 9-2 < finished 17-5 v W _
especially 9-15 L fire 6-5 ‘\

etcetera 8-5 #/ girsg 9-25 P

even 12-25 ? t 10-6 o v

evening 12-12 | five 7-15 L

ever 11-7 S : floor 11-10 K

every 11-22 . folks 8-21 . < -~

everybody 11-3 —\" ~ follow 10-10 <R \Sf'—:

everything 11-10 Y <~ following 10-2 o “

exactly 10-13 =7 follows 10-2 S N

examination 13-14 i~ Tor 4-6l1l ‘\1 .

S R L
*exchanged 17-3 —/ forward 16-7 . A k
excuse 8-8 —a—=»  forwarded 16-6 < :
expect 10-28 goundalg-B GA
expected 10-4 —K our 6~ Z 3
expense 12-3 —-X ) free 11-6 1. \ :
experience 17-6 —R e freight 11-21 v 9

express 11-12  —4; Friday 11-12 S.

extra 11-12 -—ﬂ friend 12-4 a

eye 7~1 v friends 12-6 o~
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from 11-89

. front 12-7
full 10=24
fully 10«5
fun 12-5
funny 12-3
fur 6-7
furnish 12-6
further 15-8
fature 15-10

ganme 3-101
gave 12-7
general 12-6
s#generally 12-2
#gentleman 12«3 J
gentlemen 12-51

get 4-190

getting 16-9 -
girl 11-2 ’
girls 11-4 o
give 3-146
given 3-75
glves 8-186
giving 16-5
glad 11-27
go 5=79 —
goes 8«3

going 5-53 L~
*¥gold 12-12

gone 12-6 L
good 10-49

goods 10-126 -
got 4-14 )
#govern 16-3 -
*governed 16-3
government 16-7 "\
grade 11=-2 ‘
great 12-18 -
greatly 12-5
ground 12-=3
#guard 12-4
guess 8=5

\.S /ﬁﬁ(\'\%J

had 4-136
hair 14-8
half 12-10
hand 15-3
handle 15-5 ~
handling 15-8
hands 15-3
happen 12-3
happy 7-43
hard 15-3
hardly 15-4 &7
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—
e s#importance 14-3
[ 2ad

> N e 2

has 8-66
hat 14-8
have 2-633
haven'!t 12-5
having 5«30
he 7-115
head 7-20
health 14-3
hear 14-~12
heard 15-8
heart 14-2
held 14-4
help 14-=5
her 14-4
here 14-10
herewlth 17-3
high 7=22
him 3=-121
himself 92
his 8=27
history 8=5
hold 14-3
holding 14-4
home 14-23
hope 7-54
hopling 16-4
hot 14-4
hour 6«7
hours 8-2
house 8~44
how 7-45
however 11-19
hundred 12-9

I 7-460

idea 17-5

if 5-407
imagine 12-4
immediate 15-5

important 14«6
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D
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N\
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e
T
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impossible 14-5
¥improve 14-3
#improved 14-5
#improvement 14-4

in 5-590
include 11-3
including 11-2

#income 18~3
#inconvenience 18=-4
#inconvenient 18-3

#inconveniently 18-3

increase 11-16
indeed 10-9

~

~L

#individual 16-5
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#¥individually 16=3 «
#influence 9-8
#influenced 9-3 ~~°
inform 10-10
#informed 10-2
information 13-19
inquiry 14-4
#inscribe 16=-3
#inscribed 16-3
*inscription 16-5
#inspect 10-9
#inspected 10-3
#inspection 10=2
instant 12-3
instead 10-6
*instruction 16-4
instructions 16-4
#instructive 16-4
insurance 10-9
interest 15-11
interested 15-19 ~—
interesting 16-5
into 5-30 —
#*investigation 13-3 '~
invoice 8-11
is 8-285
isn't 12-2
issue 7=5
it 1-410
item 7-27
items 8-90
its 8-12
#itself 9-7

~C
;—\
\K

o s 4

- 4

l
4o

January 10-5
job 4-98
judgment 12-4
July 7=23
June 12~11
just 9-31
keep 5-51
kept 10=5
kind 12-10
kindly 12-4
knew 7-5
know 3-162
knowledge 15-~2
known 12-5

1

G~

(

SOty s A «-ﬁ“'\.é-i_(,ac*&/(’x,"’r"),f (

J

lady 5-12

land 12-4
*language 9-3

large 6-33
#largely 1ll-4
#larger 11-3

N

~
~
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#largest 9-7
last 9-65
late 10-~-16
later 15-3
latter 15-3
law 4-15
learn 12-3
least 9-14
leave 5-13
leaving 5-8
left 10-5
less 8-10
let 10-16
letter 15-14
letters 15-8

#1iberty 11-5
life 7-7
light 10-4
like 7=-84
line 12-6
lines 12-4
list 9-21
little 10~16
live 5-17
living 5-12
local 11-12
locate 10-9
long 4-39
longer 15-3
look 5-16
looked 10-8
looking 5~7
loss 8«21
lost 9-8
lot 10-13
lots 10=3
love 3-10
lovely 5-13
low 3-40

ma 4-8
machine 12-13
made 15~9
meil 3-92
mailed 15-5
meke 3-151
makes 8-13
making 5-43
men 12-16
manager 11-7
manner 1ll1l-7
many S5-58
March 6-13
market 10=5
married 15-3
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material 17-6
matter 15-~7
matters 15-3
mey 3-186

May 3-27
maybe 3-20

me 7-84 -
mean 12=5
means 1l2=4
meet 10=-14
meeting 16-8
#member 1ll-3
members 11l-2
memorandum 12-9
men 12-13
mention 13-6
mentioned 17-3 .~~~
merchandise 12-18
#mere 11-2 —
met 10=5

might 10-24 >
miles 8~i4
mind 12-5

mine 12-41
ninutes 10-3
miss 8~4

Miss 8-12
moment 12-5
Monday 4-17
money 5~193
month 4-~-89Y
months 8-18
more ll=355
morning 16-12
smortgage 17-4
¥*mortgaged 17-4
-most 9-20
mother 15-3
Mr. 11=15 =
Mrs, 8-13

mach 9-29 /
rmsic 8-21
must 9-72
my 7-84 ‘
myself 9-6 -

b e ) Q

name 3-32 —
national 13-4 i
nature 15=3

near 11-10 ‘
nearly 1l1-4
necessary 9~16 x4
need 15-6 .
¥neglect 17=3
it

#neglected 17-3
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never 10-6 s
¥#nevertheless 18-4
new 7-125

news 8-13

next 9-=34

nice 8-8 -
night 10-11 had
no 3-125

#nor 1ll-4 <~
¥northern 12-3

not 10-181 ‘
note 1l0~70
notes 10-12
nothing 9-8
notice 8-45
November 10-6
now 7=65
number 1l1-16
s#numbered 1l-2

Al

¥object 13=2
¥objected 13-3
%¥objeetion 13-5
oblige 11-5
obliged 11-6 = -
otclock 11-11
October 11-7
of 4-807

off 4-21
offer 11-19 f
office 8-52

often 12-3

old 15-2 g
on 4-367

once 12-8 A
one 12-23 '
only 10-33 A
open 12-16
opening 12-5
opinion 12=7
opportunity 14-10 A

or 6-106

order 15=-5 7\
ordered 15=3

orders 15=3 ;Té

#*orgenization 13-5
¥organize 13-2 N,
*organized 13-4 '/22
original 11-3

other 11-24

others 11-2 -C
otherwise 11=3
ought 5-26

our 6-360

ourselves 9-10 P
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out 7-58

over 11-18
%*owe 5-26
*owing 9-5

own 11-15
%owner 11-13

pa 4-16
package 4-50
page 1-48
paid 1-76
paper 11-5
papers ll=4
part 15-8
particular l4-
particularly 1
parts 15-3
party 6-=-30
passed 9-6
past 9=21
pay 1-179
payment 12-28
people 11-43
perhaps 14-5
period 17-7
person 11-8
personal 11-10
picture 15-5
plece 8«7
place 11-10
placed 11-15
places 1l1=3
plan 12-3
planning 12-4
plans 12-5
plant 12-4
pley 11-12
pleasant 11-3
please 11-13
pleased 11-9
pleasure 11-12
point 12-C
policy 9-29
poor 6-=32
position 13-12
possible 11-27
possibly 11-7
post 9-7
power V-9
practice 17-4
s#practiced 17-3
present 11-1C
president 12-6
pretty 11-3
price 11-59
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- questions 17-4

. read 6~82

prices 11-18
#principal 11-7
#¥principally 1l1-1
#principle 1ll-1
#probability 16«4
*probable 16=-3

probably 16-=3

program 11-¢

prompt 14-3

promptly 14-6

proper 1l1-7

property 1ll-47
proposition 13-7
#prospect 16-4

public 13-10
%publication 13-3
#publish 13-2
#published 13-5

purchase 11-26

purchased 1l1-13

purpose 117

put 5-40

question 177

quite 10-13
quote 14-5

rain 12-3
rate 10=21
rather 15-4
reach 6=4
‘reached 10=7

reading 6-2
ready 6-48
real 17=86
realize 17=-5
really 17-9
reason 8-42
receipt 8~11
recelve 8-24
received 10-36
receiving 8-16
recent 10-11
recently 10-8
record 11-5
records 11-4
red 6=2

refer 12-8
reference 12=5
referred 12-6
regard 11-18
regarding 11-5
regards 11-2
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see 5-110

regret 11-7 )
regular 16-5 e seem 8-12 .
relative 12-3 seemed 15-=3 P
remain 12-3 Na seems 8-9

#remark 11-3 = seen 8-9 P
#remerkable 11-3 AN sell 8-44

#remarked 11-2 - send 15-12 o
remember 11-10 N sending 15-4
#remembered 11-3 "\ sense 8-3 -
remittance 12-5 \,.] sent 10-41

reply 11-8 d . separate 11=-¢ >
replying 16-3 P September 15«3 t
report 15-7 AN °  serve 12-8 2
reports 15=3 /\» service 8-92
#represent 12-5 .\ set 8-19 f
*representative 12«3 -\, settlement 12-5
#represented 12«3 A\ seven 12-11 s
request 14-3 <~  several 8-32 '
requested 14-6 s shall 2-299 J
required 15-5 A% she 5-23
requirements 14-6 M, sheet 10-3 J
*prespect 10-7 A ship 5=29 ‘
#*respected 10-1 A shipment 12«13 <a
#¥pespectfully 11-18 /E_ shipments 12-3 Nz
#responsible 12-3 A shipped 10-6 { _
rest 9-8 . Vs shipping 16=6 >
result 10-16 A short 15-6 B
return 12-13 AN should 6-174
returned 12-4 s _,- - show 2-95 A
returning 16-4 4 A showing 17-4

right 10-17 .~ shown 12-5 A
road 6-31 Al sick 8-3 v
room 6-12 N side 8-4 f
run 12=-5 A sign 8«11 v
running 16-5 o signed 15-6 “

#significance 16-3

said 8-1¢ -§ ) #significant 16-2

sale 8-33 ) ¢ #signified 16-2

sales 8-14 ' . #signify 16-1

same 8«17 . A similar 8-13

sample 11-7 . ~ N since 8-69 s
#satisfaction 13-8 R sincerely 10=31
satisfactory 10-15 § sir 8-93 ™
Saturday 8-8 ¥ sister 15-3

save 8=36 L )" situation 13-9

saw 4-21 six 8-14 weh g
say 2=79 size 9=-10

saying 17-4 sleep 8=3

s8ys 9-2 ) & small 8-19 ~
school 15-43 e so 2-114 .
#schooled 15-3 e sold 8-18 &
season 9=5 X some 8-84

second 12-3 something 9«7 o~
secretary 11-7 =~ sometime 10-5

secure 8-4 e sometimes 10-5 >
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soon 8«33 Y

sorry 8-=9

sort 10-5 K

¥gsouthern 12=3
speak 8-7 -
special 8~29
*specially 8-1
spend 12-3
spent 12-4
#¥spirit 15-4
spring 11-6
stand 12-3
standard 15-5
start 15-3
started 15-4
state 9-19
stated 10-14
statement 12-7
stetes 9-8
station 13-7
stey 8-11
still 9-18
stock 9=62
stop 9-9
store 9-142
story 9-10
street 11-8
strong 11-11
study 9-21
style 9-14
subject 8-4
#sub jected 8-1
success 9-10
such 8-25
#sufficienc

suggest 9-8
suit 8-16
sumer 11-12
Sunday 8-5
supply 11-9
suppose 8=6
sure 11-45
surely 11-7 .
*surprise 11«3
surprised 11-6 .
sweet. 9-4

taeke 4-141
taken 12-8
taking 5«27
talk 4-21
talked 10-~4
teach 5-7
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10

y_16=3 ¢
#gsufficient 16-3 -
#sufficiently 16-3 ¢/

o
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%
J
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P
L e
E ke

C
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teacher 11-5
teachers 11=2
teaching 16~4

- ¥telegram 17-3

tell 11-11
ten 12-6
terms 11-15
territory 10-12
than 12-26
thank 6-12
thanking 16=3
thanks 8-2
that 10-409
the 1-2416
their 11-10
them 2-174
#themselves 9-2
then 12-8
there 11-30
therefore 15-15
these 8-31
they 2-364
thing 3~18
things 8«39
think 2~195
thinking 16-4
third 12-6
thirty 11-6
this 8=143
those 8=25
though 9-9
thought 10-15
thousand 15-6
three 11-6
through 11-11
Thursday 11-14
#thus 8-16
£ill 11-3
time 7-128
times 8-21
tired 15-3
to 1-2066
today 1-7¢
together 10-2
told 12~6
tomorrow 6-20
tonight 7-8
too 1-68
took 5=15 -
total 11-4
touch 2-26
#toward 12~4
town 12-9
trade 12-5
train 12-4

<

)
6

6.
C
9
¢
(

6 -

2

4
A

{
138

L

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

[FT



271

tried 12-3 1 well 14-8 e

trip 11-19 ] 1\ _ went 12-2 2
trouble 11-11 {- \ - were 10-53 . .
trve 11=-9 ~ what 7-43

truly 11-85 = V 1 - whatever 16-4 <

trust 1l1-6 "- when 7-57

trusting 11-2 { = | ¥whenever 16-3 T
#truth 11-2 where 14-5

try 11-20 [ v whether 14-9 (-
trying 16-4 . which 1-315

Tuesday 8-7 4 while 14-7 vo

turn 12-4 k white 14-6

turned 12-4 A who 1-73 /

#wished 10-13 7
wishes 8«3
with 7-181

upon 1l2-6 }S
us 2-296
use 8=¢ R

¥
twenty 17-6 t’f whole 14-4 -
two 1-61 N whom 14-6 —

. #whose 6-8 C

unable 11=-8 AN why 7-23 .
under 15-8 e wife 12-4
understand 15-6 = will 3-333 Ve
understanding 15-4 S~ willing 14-12
university 17-7 /? : win 12-3 N
unless 10-12 ‘ ~T winter 15-5 ~N
untiln10-22 7 wire 10-7
up 2-75 A\ wish §-178

D

> N JA \\u X?’; \‘:\-)"c\'kk\'\( A~ Y g\\"

~used 9=18 within 12-21

using 8-8 -~ without 10-21 C

usual 2-37 J woman 12-2

#usuaelly 2-23 4 women 12-3 —

- wonder 15-4

vacation 13-6 . e wonderful 15-4 /

value 7-49 #*wonderfully 15-3

various 17-4 \Ude won't 12-4 A

very 11-67 9 word 15«4

view 7~6 w words 15=3 >

visit 9=-15 . work 10-59

\f working 10-12 o

weit 10-8 v world 15-3 .

waiting 10-11 o~ _ worth 10-12 >

walk 10-2 would 7-120 A

want 12-19 <’ _~—1  write 10-31 v

wanted 12~3 N < writer 15-6 ,

war 10-3 ~N— writing 10-10 v

warm 10-8 written 10-8E A

was 2-144 ) wrong 6-3 %

waste 9-3 A & wrote 10-7

water 11-8 .

way 3-73 A ¥yard 15-4

we 3-1470 7 year 6-45 DY

weather 11-6 /’) years 8-l14 :
Wednesday 8-8 .~ F Jes 8-3 il ';
week 10-32 2 = yesterday 13-7 ;
weeks 10-19 . B yet 10-9 <«
#welcome 18-4 — you 7-1367 :

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



272

young 9-6 »
your 6-337 3
yours 8-175

yourself 8-12 >

Phrases Indicated by Short Forms

Y

able to 11-48 <

acgording to 14-5 A <

all right 9-2 v 5°

as well as 9=3

at all 11-6 r

by all 11-2 S

do not 12-1

have been 12-30 [\
-
N\

in our 11-4
#New York 9-25 ,

they are 11-6

to be 5-64

¥United States 9-5 <L

#United States of America 9-3 L o B

NEW YORK UNIVZRSITY
SCHOOL Gr ECUCATION
o LIBRARY o

ke,

[ e
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