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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. E. 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...*.. .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 definition of traditional method by the Hew 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 in a 
certain way, will be able to construct other out­
lines built on the same principle. In developing 
a principle, the teacher will usually find the 
Herbartian steps a natural method.

Evidence Substantiating the Use of a Direct Method
The definition of direct method given above implies that

1. Sadie Krupp Newman, Pitman Teacher1s 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 materials in 
association with one another may best be served through a 
real life situation, or in a learning situation which simulates 
a 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 symbols both for reading and writing at 
a high rate of speed, on as nearly an expert level as possible.

An abundance of data 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 shorthand has been con­
sidered a language art by Morrison^ and by Leslie.4 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 University of Chicago Press, 1932, p. 470.

4. Louis A. Leslie, Gregg Shorthand, Functional Method,Teacher^ Handbook, The Gregg Publishing 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 he presented, inso­

far as it is possible, in a lifelike situation. For example, 
Arthur Gates has said:6

The first guiding principle is to consider the 
situation which life will present and so arrange 
the circumstances of learning that the learner 
will 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 thesis that learning 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 used.

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.7

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 organization, 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:®

It is quite impossible to commit a series of 
nonsense syllables to memory unless in our repeated practice heed is given to the rhytbm, 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 arrangement of materials 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:9

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. R. M. Ogden, Psychology and Education. Earcourt, Brace &Co., Hew 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 Bookt^0

It has, for example, been shown that while the 
habits to be acquired in a given case of learn­
ing develop in a certain order of succession, 
none of the elemental habits acquired 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 materials 
in association with one another. The statement is as follows

The associations which form between the words of 
connected discourse help to perfect word associa­
tions even while these partially developed word 
associations are making 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 Typewrite, The Gregg Publishing
Co., New York, 1925, p. 442.

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

vi
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they are presented in isolation:
• • • • .more mistakes 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.

III. 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 principle underlying the use of 
the isolated word, an obstacle or 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 discourse, the language art should be taught 
in a lifelike situation, with the materials presented in 
context. The following statement by Morrison illustrates 
the point made above:^3

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, p. l[20.

13. Henry C. Morrison, The Practice of Teaching in the Secondary
School. University of Chicago Press, 1932, p. 473.
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generates the mental set to which we have applied 
the term (language-arts inhibition) used in the 
preceding paragraph.

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:^

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 a mistake some­
where. The competent stenographer 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.

TV. 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,^ 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, p. 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. H. E. A., 1939, p. 137.
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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.
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.17

In connection with the above quotations, it may be stated 
that comprehension and comprehension activities in the field 
of reading are found almost exclusively in connected material. 
The development of word mastery and word perception through 
the use of connected material is, therefore, development of 
reading through a direct method.
V. The Language Arts— Spelling:

In a statement on spelling, Gertrude Hildreth has noted 
that additional emphasis is necessary in teaching spelling 
through writing sentences from dictation and writing words 
correctly in context.^-8 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, Hew 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, H. E. A., 1939, p. 159.

ix
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VI. The Language Arts— Modern Foreign Languages:
A. There is a great deal of evidence in the field 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 a direct method:

A direct association 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 it is supposed to be 
used.... The method is also economical, for 
every moment of the class time is used for the 
actual aim of the lesson.3-9

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 v o c a b u l a r y . 2 ^

C. The Nexv York State Syllabus in Modern Foreign

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

20. Ibid., p. 241.
21. Algernon Coleman and Clara B. King, The Implications of

Research for the Classroom Teacher, Joint Yearbook, 
American Educational Research Association and the 
Department of Classroom Teachers, N. E. A., 1939, p. 241.

x
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Languages supports the use of a direct method in both
reading and writing when it indicates:^2

There can be no lasting results in this 
elementary language study except 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 a stimulus for other words, thus 
impelling writing and reading in terms of meaning. 
Such associations 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 is placed 
in a strange or different situation, and accord­
ingly responds with many unnecessary and exaggerated 
movements. His writing is large, irregular, and 
lacks organization in just the way indicated by 
the word diffuse. The learning process is retarded 
if 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 Languages, The University
of the State of Hew York, The State Education Depart­
ment, 1937, p. 9.

23. Ann Brewington, Direct-Method Materials for Gregg Short­
hand, Teacher1s 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 in relaxing away 
unnecessary movements and in reducing exaggerated 
movements.2^
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."25

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 
context•

B. Leslie has made a strong indictment of the method 
of learning which insists upon the knowledge of rules and

24. Ann Brewington, Direct-Method Materials for Gregg Short­
hand, Teacher1s Manual, The Gregg Publishing Co., New 
York, 1957, p. 16.

25. Ibid., 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 miles and principles, 
but those rules and principles can never be more 
than just that— a 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 is 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:^

a. Sentences are usually only parts of larger 
contexts; hence, proper associations are in large 
units*
b. 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 fashion
the psychology of learning tinder lying the form and manner of

26* Louis A. Leslie,' Gregg Shorthand, Functional Method, 
Teacher1s Handbook, The Gregg Publishing Co., Hew 
York, 1936, pp. 4-5.

27. Paul S. Lomax and John V* Walsh, Problems of Teaching 
Shorthand, Prentice-Hall, Inc., New York, 1932, 
p• 136•
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use of direct method materials in the field of shorthand:^®
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 
process.
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, 
tut as a harmonious, single, complex skill,

E, Several forms of direct-method textbooks are now
available in the field of shorthand. They may be listed as
follows:

1. The Gregg shorthand textbook prepared by Odell, 
Rowe, and Stuart2^ is based upon a 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 reading material only. Writing

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

29. 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 Gregg 
Shorthand, Functional Method.51 ike textbook follows 
the order of presentation used in the traditional method 
Gregg shorthand textbook, Gregg Shorthand, Anniversary 
E d i t i o n , but a major portion of the material used 
is based on high-frequency 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.33 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. Theresa A. Regan, Improvement of Classroom Teaching in
Elementary Gregg Shorthand, E. C. T. A. Twelfth Year­
book, 1939, p. 267*

31. Louis A. Leslie, Gregg Shorthand, Functional Method,
Gregg Publishing Co., New York, 1936.

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

33. Ann Brewington and Helen L. Soutter, Direct-Method
Materials for Gregg Shorthand, Gregg Publishing Co., 
New York, 1933.

xv
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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 reading adapta­
tion or a writing adaptation may take precedence in the 
presentation of their 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.

b. Almost all the material presented in each 
textbook is in context.

P. The textbook now available in Isaac Pitman shorthand 
emphasizes development of the shorthand symbol through 
reference to the underlying shorthand principles.3- It may 
be considered, therefore, as a textbook based upon the tradi­
tional method. There is 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. New Standard Course— Pitman Shorthand, Pitman Publishing 
Corporation, New York, 1930.

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."33 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 shorthand 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. John Bryant, 
School Director of the Pitman Publishing Corporation, has 
expressed the opinion 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.33

J. 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.37

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 P. Davis, A Study of Shorthand Teaching,
Teachers College, Columbia University, 1938.
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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 situation. 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 association 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 require reading, 
writing, and transcription of shorthand from the very beginning; 
that is, the materials should be presented on the expert level, 
or as close 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:

1. The shorthand symbols are presented to the learner

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

and transcription of shorthand from the very beginning.
3. All materials in the textbook are based upon a list 

of high-frequency words.

xix

Reproduced with permission o f the copyright owner. Further reproduction prohibited w ithout permission.



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 direct-method text­
book in Isaac Pitman shorthand, to organize textbook materials 
in such a manner that the symbols for Isaac 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 is used, whereas the shorthand principles are given 
to him by the teacher in the traditional method,®8

Treatment of the Materials
1, The vocabulary used in the textbook was drawn from 

the thousand words in most common usage as published by Ernest 
Hom.®9 The thousand most common words make up eighty to

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

39. Ernest Horn, A Basic Writing Vocabulary, University of
Iowa, 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 Horn^1 and ninety-one per cent as reported by A y r e s . 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. Moreover, the thousand 
words in most frequent use may be determined with some 
reliability, according to Ayres,43 t,ut 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 identity 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 presentation of principles of Pitman 
shorthand as they are found in the shorthand theory book in

40. John G, Kirk and George E. Mumf ord, Graded Letters,
The John C, Winston Co., Philadelphia, 1933, p, v,

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, Hew Standard Course— Pitman Shorthand.^4 This 
arrangement enables a teacher to use the Hew Standard Course 
as a guide 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 common usage, 
since very few noun forms and verb forms may be found 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 forms.

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

4. The material is set up in 112 exercises. Each 
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 second 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 material, 
and, hence, there is constant review of previously learned

44. Hew Standard Course— Pitman Shorthand, Pitman Publishing 
Corporation, Hew 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 shorthand. 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 attempt 
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
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following each paragraph 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.^5 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. Kirk 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 frequency 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^ Manual, Gregg Publishing Co., New York, 1936, pp. 24-28.
46. John G. Kirk and George E. Mumford, Graded Letters,The John G. Winston Co., Philadelphia, 1933, p. 3.
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which are designated by short form symbols are set up imme­
diately after the vocabulary list*

11* 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. 
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

1* B. F. Davis suggests that direct-method materials 
can best be presented by a combination of the reading and 
the writing approach.Following this suggestion, the 
author 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 a 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 review material or as a founda-

/

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

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

C. Call on volunteers to read the sentences.
Volunteers should be called on to read a sen­
tence or two. 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
books.
The sentences should be dictated in slightly 
more than a minute by the teacher. As the 
teacher dictates, the students should trace 
with either a stylus or the back of a pencil 
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 aloud the sentences in 
Exercise 1 from their textbooks. Be sure that 
all students are reading.

F. Redictate the material at 20 words a minute 
as the students copy from the textbook.
This is the first attempt of the students to 
write shorthand. 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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G. 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.

H. Redictate the material at 30 words a minute as
the students copy the outlines.
Exercise 1 should be dictated as the students 
copy from their textbooks. The students must 
write the shorthand symbols for every word 
dictated, and must, therefore, keep up with the 
speed of dictation.

I. Call on various students to read from their 
notes.
Students may be called on to read one or two 
sentences. The entire group of nine sentences 
may be read through several times.

J. 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.

K. 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 read
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 seconds.

The'following is a suggested teaching technique for a
class period later in the term: (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
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Brewington and Soutter.4 )̂
A. Dictate the homework assigned on the previous 

day at 80 words a minute. (The rate may 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.

B. Write the new paragraph, letter, or series of 
sentences on the blackboard and read as you 
write. The rate should be 80 words a minute.
The teacher should write letter 1, Exercise 30, 
on the board in three minutes or less.

C. Call on a student to read the material written 
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.

D. 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.

E. Dictate the new material at 50 to 60 words a
minute as the students copy the shorthand from 
either the blackboard or their 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.

F. Call on various students to read from their
shorthand notes.

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

G. Redictate at a faster rate than before as the
students copy from their textbooks or from the 
blackboard*
Letter 1, Exercise 30, should be dictated at a 
rate of about 80 words a minute*

E* 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*

I. Dictate the new material at 50 to 60 words a
minute as the students take dictation with no 
reference to their 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.

J. Call on students to read from their notes*
The letter may be read several times by different 
students.

K. 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.

L. 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:

xx ix
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A. Having students read rapidly and fluently from 
their shorthand homework rather than dictating the 
homework*

B. Calling on volunteers to read the new material 
from the textbook the first time it is encountered*

C* Using concert reading rather than individual 
reading of the teacher*s blackboard outlines or of 
shorthand plate material in the textbook*

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 

half 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 reading.

3* The homework assignment should contain 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*^9

49. Syllabus in Shorthand for High Schools. The Board of 
Education, City of New York, 1937, pp. 23-25.
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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 words a minute,

B, Writing the exercise or exercises from the 
shorthand plate material in the textbook three to five 
times. The attempt should be made to develop the 
students* ability to take the shorthand from dictation 
at a rate of at least 80 words a minute.
IT. B. - 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 

Odell 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.5° 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 indicate 
that there should be very little if any time spent on explana 
tions of shorthand rules or principles.51 Questions asked

50. William R. Odell and Esta Ross Stuart, Principles and
Techniques for Directing the Learning of Typewriting.
D. C. Heath & Co., New York, 1935, pp. 19-23.

51. Sadie Krupp Newman, Pitman Teacher * s Manual, Pitman
Publishing Corporation, Nev/ York, 1936, pp. 19-20.
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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 shorthand system* After using 
much of the textbook material 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 question anything except the specific way in 
which an outline is to be written or how it is to be read*
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Exercise 34
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Exercise 111 
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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 it?
5. Two paid today.
6 . But who paid?
7. But two pay today.
8 . Pay it too.-*-
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 paid today.
6 . Which two'*’ paid?
7. Which two paid it?
8 . Do the page.
9. Do which page?

1 0. Do page eight.
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11. But which two do page eight?
12* Do page2 eight today*
13* Date the page*
14* Date the page today*
15* Date page two*
16* Which two date page eight?
17* Which two date^ the page?
18* Who paid the eight today?
19* Age eight paid today.
20* Bat age two paid*
21. The two who paid today do^ page eight, age two.
22* Which age paid it?
23* Age two, page eight, do it*
24* Be paid to do the page, hut be paid® to do it today.
25* Be paid to do it which day?
26* Be paid to do the age, too* (114-126)
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CHAPTER II

Exercise 3
1. Tvo paid to do it.
2, Both paid to do it.
3. Both, pay today.
4. Which two have paid?
5. They both have paid today.
6. Do"*- they both say they have paid?
7. They both say so.
8. They have both paid, so they say*
9. They shall both pay2 today.
10. Who shall do page two?
11. They shall both do it.
12. They shall do it today, so they say.
13. But who shallS show page eight?
14. Who shall show page eight to them?
15. Both shall show the date to them.
16. Show them the page .4
17. Show them page eight.

H 00 . They shall be paid, so they say.
19. The day they show it they both shall be paid, 5 too
20. They both age, so they say.
21. 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 paid today*
3* Both think they shall do page eight, too.-*- 
4. Which two do they think they shall do?
5* Which two shall touch the page?
6* Both shall touch page eight *2
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 be6 up to date.
15* They think age eight the usual age to do it*
16* Show us the usual page to touch*
17* It was the® usual show they say*
18* Was it usual to pay to touch the page?
19* They think it was usual to pay to do It, but’7 was it the 
usual age to have to pay?
20* Do they usually have to pay to touch it?
21. They show us they usually® 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?
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3* They1 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 have® usually paid us to do it, but Shall they pay
today?
9* Today they shall pay to do up to page eight*
10* Which page^ shall they show to them?
11* They shall show them both the page to touch* (94-104)
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CHAPTER III

Exercise 6
1* They will have to beg them to do it*
2* Both beg as to do page eight*
3* They came to beg us to pay them*
4* Who1 came to beg us to do it?
5* They came to change the page*
6* The change was paid to them today.
7* Which two came^ to pay us the usual change?
8* They will change the check to pay them*
9. Today the check shall be paid.

10. Who5 will be paid to change the check?
11* They have come to beg us to change the check.
12. Who will come to check4 the page today?
13* Both say they think they will come today*
14* They paid the check, but it was the usual5 delay*
15. They say the delay today was usual*
16* They came to the game today*
17* Shall the game delay the show?
18. They5 think the game shall delay them*
19* They came, so they say, to beg us to delay the check.
20. They will give? us the check*
21* Give them the pay today*
22* Who will come to give us the usual change?
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23. Shall they he given8 the check?
24* Which date was given to them?
25* The age given to us was age eight.

to o> • The check was given to9 him.

to • The usual pay was given to him.

to CD • They will have to show him the game.

to <0 • Do they know which page to show 10 him?
30* They know they will have to show him page two.
31. Both say they know they will have to give up today.11
32. We shall touch it today, too.

.toto Do we have to delay the game?
34. We know the check was paid to him, but we 12 have to
change the date. (245-267)
Exercise 7
1. We love to show him the game.
2 . We shall love to come to the show.
3. They will love to have the check.
4. The1 check they paid was too low.
5. We think the pay was too low.
6. They usually beg us to pay the low check.
7. We2 love to mail him the change.
8 . They say they will mall the game to us today.
9. We know the mall came the3 usual day.
10. The day the mall came, the change was low, but we shall
pay it today*
11* Do they make the usual^ pay?
12* Who Till make us touch the page?

■1

i
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13. Which two shall make us touch it?
14. Both shall make him do it.
15. May we® mail him the check?
16. May we show him the game?
17. They may make up the game to show to him.
18. We think they6 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 low.
22. Was the name given to him?
23. The game was given the usual name.
24. Maybe the name was given® to them.
25. We shall give them no mail today.
26. They say we shall have no pay, but they have paid him.
27. We2 know they have given the game no name.
28. The usual thing to do was to delay the game.
29. They may give him the*® usual thing to do.
30. The usual age to do the thing was age eight, so they 
say.
31. The usual way to do the*-* thing was to touch it.
32. Show them the way to do the page.
33. We shall show him the way to the game.
34. Maybe12 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.15
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 he given no mail.
3. Show them the way to1 make change.
4. Who will come to the game today?
5. Do they think we shall beg him to come?
6. Maybe we shall® 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 mail?
11. 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 it 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 to®
mall 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)
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CHAPTER IV

Exercise 9
1. A page was given to him.
2. Who will give them a check?
3. They say they will pay a check for him.
4. Who will1 mail him a check for the game?
5. They will he paid for a page of mail.
6. A delay of a day may change the garne.^
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 it® 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, hut the check given to them was too
low.
13. They usually beg us for a® dollar.
14. Who had a dollar of the pay today?

H cn • They say we shall have to pay them for the game, but the
date6 on the check may delay us.

•toH They will mail it to pa today.
17. We love to show the game to pa, hut ma may?delay him.
18. They say they both had to show ma the way to change it,
hut we think pa had to do it.
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19. Ma. shall® give them a dollar on the day they touch the 
thing.
20. We think pa shall add a dollar to the check.
21. We9 had to beg them to add to the lov pay.
22. They will add the change at the game.
23. Ma had a dollar to add10 to the change at the show.
24. They will have to add a page at the back.
25. On the back of page eight was the^ usual thing.
26. We had given them no name on the back of the check.
27. We think they will have to back up to^® make it. (242-284) 
Exercise 10
1. They may come to the bank for a check.
2. The name on the back of the check shall show the bank 
they paid us^ for the game.
3. We think pa may mail a dollar to the bank.
4. We paid them cash for the check.
5. It was usual® for the bank to cash the check but maybe 
they had no name at the back.
6. They had to pay cash for the3 package.
7. We came back to change the package.
8. The cash we paid for the package was too low, so we had 
to^ add a dollar.
9. They will give him an eight dollar check for the package.
10. We bought them a package for3 cash today.
11. The game they bought us shall be paid for today.
12. We think they came to show us the law, but3 we know the
law.
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IS* They came to beg us to change the law, but we shall add 
to It.
14. They bought a saw to7 give to him, but the law may delay 
them.
15. We saw him at the bank today.
16. We saw the package they bought to® give to ma.
17. We saw them talk to pa at the back of the bank.
18. We think they will give a talk on the law9 today.
19. Who will talk on the way to make a law?
20. We got the cash at the bank today.
21. We got back the package^0 which we bought for pa.
22. They say they got him a job at the bank.
23. We shall show them the way to do the^ job.
24. They had a job at the bank for low pay.
25. They say it was too long a job to do today.
26. They bought-1® a long, low package for ma, but pa may
make them change it.
27. They had a long talk, but we think they got-1-3 the job.

(262-304)
Exercise 11
1. We shall take ma to the game today.
2. They will have to take back the package they bought us.
3. We thinkit will take too long to do the job.
4. We got enough cash to pay them.
5. They will have to take enough change® to cash the check.
6. We shall get enough cash today to pay back the bank.
7. 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 for4 
both of them*
10* Do they get back on Monday?
11* On which day of the month do we have to mail them the 
check?

12* They6 say the month of May may be long enough to do the 
job*

13* Which Monday of the month do we get for the6 game?
14* The delay may take a month, but it will add to the pay
for the job.
15* They saw the show a month ago*7
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 name6 off the envelope a day ago*
19* We shall make them take the envelope off the package*
20* A month ago we saw6 them take the name off the check*
21* They will take the envelope away today.
22* We had to beg him to take 10 the mail away.
23. We had to give the package away to get enough cash to 
pay him for the envelope*

24. They say11 they will be off the job for the month of May.
25* They had enough cash among them to pay the check.
26* Who 12 among us shall be at the show which will be given 
on May 29?

27* They love to take away the cash which we 13 have among us.
(263-298)
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Igxercise 12
1. A check was given to them for the package long ago*
2* We saw them at the show, but we had no way to talk1 to 
them.
3. They got a package for us at the bank*
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 job.
6. They say the3 envelope was paid for on May 21.
7. We think they may take the name off the back of the
envelope.
8. We shall4 take up page eight on Monday, May 13.
9. They will be paid the usual dollar a day to do the long 
job.

10. We got3 enough cash to come back to pay for the package.
11. They say the thing to do may be to delay the law.3
12. Who among them saw him take the package away?
13. _We may show them the way to do the job, but it will take? 
them too long.
14. We know they will be at the game, but we think they will 
both come back on Monday.
15. We8 usually give the long job to them, but we may have to
make a change.
16. They will have to pay for the package,9 but we think they
may get a delay of a month.
17. We had no cash to pay him for the game, so we had to10
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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. We11 usually take off the month of May.
20. The check they paid us for the job was too low, so we 
had to give1^ it up. (241-282)
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CHAPTER V

Exercise 15
1* They say they may come to the game in the month of May#
2# The day for the game in May may he any Monday.!
3# Any package they take to the game may be in the way#
4# Maybe they will have to check any package they2 bought, 
but they say it will make no difference to them#
5# We think they saw a different package in the® bank.
6# A different envelope may add to any usual difference in 
the package we bought#
7# We ought to pay the- difference in cash#
8. They say we ought to get any job we wish*
9. They wish to give the package away, but® they ought to 
take it back.
10# They say we ought to go to a different bank to cash the 
check, but we wish6 to give it to the bank we know.
11. 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 can go away for a month, but they have to be back® 
in May#

13# Both of them can make up the package to be given to him 
today, but they wish to be paid for2 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 name to 
he given to the hank, hat we think the name we pat up on the 
bank a month ago11 was in no way a change*
16* We think enough cash can he put in the envelope to pay
for the package which12 they usually mail to us*
17* We put in a long job on Idle package, hut we think we 
shall have to beg them to1^ pay us for it, anyway.
18. We know they owe us a dollar for the job anyway, hut 
we think they may delay for14 a month.
19* They say they owe us a dollar, hut we think they paid 
us a day ago; anyway, we know they owe15 him for the game 
they bought. (306-343)
Exercise 14
1. They say we shall have to mail each package for them.
2. We may have to change each check at the hank*1
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 a^dollar each.
5. We owe them a fee for the package which they bought each
of us*
6* We ought to see each of3 them get the usual fee for the 
job.
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 enough5 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.
11. They® say she may teach us the game In a different way.
12. She ought to eat at the game, hat the fee may he a? 
dollar.
13. She ought to teach pa to keep the mail in the usual way.
14. They wish to keep enough cash amongS them to pay hack 
each of us.
15. She ought to keep enough cash to leave for the game on 
Monday.
16. They wish to9 leave the cash for the package at the hank.
17. We can leave the long envelope in the package for a day.10
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 bigH envelope at the bank today, we
can mail them a different envelope on Monday.
20. If they keep the big12 package, we shall have to mail 
them a bill for it.
21. The bill can be paid in cash if they take the package^ 
back to the bank.
22. They say they will take the package off the ship if we 
pay the bill today.
23. We shall have 14 to beg them to take us to see the big ship.
24. If they live on the ship for a month they will be givenl®
a big check, but they say they wish to take a different job.
25. They say they love to live on the ship,l® but we think 
they will leave the ship if they get a job at the bank.
26. We shall have to pay a big bill if 1? we live for a month
in the usual way. (348-398)
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Exercise 15
1. We paid the hill for the big book a month ago*
2* They each bought him a book for a dollar*
5* We shall have^ 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 the bank book to see If we 
have enough cash to pay the bill*
6* She took a check to the bank to get3 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* Maybe4 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 the3 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 check6 we shall have to put 
it Into an envelope*
12. They will have to talk to him, if they wish to take a 
package*7 into the bank*
13* They will be leaving for the big game in a day*
14. If they go to the game, they will be8 leaving a big job.
15. They say they will be doing the job on the way to the 
game*
16* If they will be doing a bit9 of the job on the way, they
will be paid for it*
17. Having a long talk may be enough to delay the show. 10
18* She was having us look at the book on the way to the show*

i
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19. The game was being given on a day in May.H
20. The mail was being given to him in the usual way, but
it was taking too long.
21. They will be taking the 12 package back to the ship today.
22. We shall be going away on the ship in a day.
23. Who will be going to the 13 bank to cash the check today?
24. They say they will be living on the ship for a month.
25. We think they will-^ be 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 making enough cash on the job to go looking 
for a big package.
28. We had no way of making a change ini® 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 the2 bill to show to him.
5. A lovely copy of the ship was given to them.
6 . A copy of the book was given to the3 lady who was going 
away on the ship.
7. The lady took him to see the show on a lovely day in May.
8. They say4 the lady was going to give the family enough 
money to keep them going for a month.
9. The family had to3 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,®
11* Many of them came to see the big game*
12* A copy of the big deal was given to the family*
15* 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 the® deal, we shall be making no money for 
the package* (170-194)
Exercise 17
1. We ought to pay them the bill we owe them for the package 
we bought*
2. May we see the big book which was^ 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 for3 the package we bought 
on May 22?
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*3
8 * We shall mail them a check for the book we bought a month
ago.
9. Money was being given to the family® each month.
10* They will be leaving for the game if they can get enough 
money to go*
11* If the lady can come? in to see us, she may get a copy
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of the book*
12* Maybe we can go to see the game on a different day.
15. 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 they^0 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 the^ bill.
17. They will be taking enough money for the job to be making 
a living. (235-275)
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CHAPTER VI

Exercise 18
1. Both of them are making enough money to go to the show, 
but they say they have to put the money in the bank.1 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 in3 cash to take us to the game and the 
show. If we wish to go to both the game and the show, we 
shall have4 to put our money in the bank for a month. We 
are leaving for the game on Monday, and we shall go to5 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.1 If we mail 
them the book, we shall 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 we3 should mail the package, but they say it will make 
no difference if we take it to them on our way to4 the show*
We are going to the show on Monday, and if we mail the book,
it should get to them in a day. (100-115)
3. We ought to teach your family to live on the money they 
make. Your pa should put enough money in the1 bank each
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month to keep the family living in the usual way. If your 
family put a dollar a day into2 the hank for a year, they 
should have enough money to go away and to he living in a 
different way, The3 family pay may he too low to put away 
a dollar a day, hut we think your pa should go looking for 
a4 job in which the pay may he enough to keep the family 
going, (92-100)
4, We saw a large package on the ship on our way to the 
game. We shall have to get the lady to say whose1 large 
package it was. She should know whose package it was if she 
was living on the ship. They think2 we should thank the lady
for making up the large package, hut we are leaving for the
game today, and3 we shall have no way of going hack to the 
ship to thank the lady. We can thank the lady, whose job
in4 making up the package was so lovely, if we mail a hook
to the ship, (93-102)
5, They will have to read the mail if they wish to know on 
which day the game can he given. If they1 read the mail on 
the way, they should reach the game today. We see them read­
ing the mail each day, hut2 if they delay leaving long enough, 
they will get no pay for reading the mail. The mail should 
he ready3 to he read today, and if 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 joh shall it he to1 get the road 
ready for the hig game? If they do the hig joh and get the
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road ready for the game, we^ shall reach the game today.
They say it should take an hour to get the road ready, hut 
an hour may3 he 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 to^ give him the job to do. It 
was wrong if the money we paid 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 we1 can mail them a 
copy of the book, The Arm of the Law, to thank them for having
put the mail into an2 envelope. (42-47)
Exercise 19
1. We think they will appear at the show early today. If 
they do appear today, we can assure them of a^ job in the show. 
They have a job at the bank, but if we assure them of a job
in the show today, we think2 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 get^ for the 
job, and we think they will make no error in taking it. If
we change the show for them, and make3 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,7 
for the job ought to pay them enough money to keep it. (151-167)
2. We shall have to take the ecu? to them and have them put on
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a door* The door on the car may appear to be-*- fair, but it 
will be going any day# We have to take the car on a poor 
road, and the door may come off.2 if they get the road ready, 
we may get the car door to them* A fair or poor road may 
make the car door® come off. They live too far away to take 
the car on a fair 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 on5 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, and^we have no 
way of going to see them or the farm* We fear the family may 
have no money to live on2 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 thihfci 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 job 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 will appear for the game2 in fair form* Which four
do they think we ought to take to the farm? We fear we shall
be making an® error in taking four of them, and leaving them
on a farm feu* 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 money® 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, it-1- 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 the5 farm may charge 
for the party on our bill* If the farm can assure us of a 
low charge for the party, we6 shall carry the baby to the 
farm* The farm can assure us of a low charge for the party 
if we give it7 in the month of March* They have no room for 
a large party in May, but they can carry on a party in8March.

(161-186)
Exercise 20
1* We think they can get a fair, job at the factory in March* 
2* The charge for the door of the car was put^ on our March 
bill*
5* We think they should have no fear of having to leave the 
farm in which they live*
4* Four^ 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 a® check at the bank to pay for the factory.
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9# They say they will take a copy of the hook to the fur 
farm to6 read the month they will be away*
10. We wish to thank them for taking us to the game and to 
the snow*
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 family8 enough money to keep 
them on the farm for a year*
IS* We should reach the poor road on the way to the9 factory 
today or tomorrow.
14* If we give them the money we think they may get a large 
red car.
15* They may^° 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,1 but I fear 
they may have a job on the day of the party." "How can we 
know if they will come to a party?"® "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 have4 
to know how and why we are taking the money, and I think money 
for a party may be a poor deal for them5 to make." "They will 
give you money for a car if they think you are ready to pay 
the money back." "You 5 know the factory had a poor year, 
and we have no money in the bank." "I know the bank can make 
no error? in making the deal, for we are ready to give up the 
factory if we can make no money, and pay them back® 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 you1 they will do 
the job with no delay, and I think the road should be ready 
early in March. With a fair® job and no error we ought to 
have room for many of them at the game." "Why should we have 
to make up a5 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.n "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 a dollar for the game, and a dollar for a car to get to
the game."7 "Do you think it would pay me to go to the game
if I have to come back to the bank tomorrow?" "They say8 
they can assure me of a fair charge for the game, and I think
I can assure you of an early game when9 they give it." "If
they can assure me of what you say, I will go to the game and 
get back to the job^® 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 to-1- buy a car by May."
"I like a car I saw a day or so ago, when we had to go to the
factory, and I think we2 should buy it." "The car you say
you like was bought by a lady we know a day ago." "Anyway,
I would have to3 go 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." "At 
what time do you think you will have to§ have the car?" "I
wish you would get the car back to me at the hour of five."
"I think I can get back on6 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 to^ have a
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boy to keep an eye on the factory and check any fire*" "I 
know a hoy who would enjoy taking the2 job." "Any boy who 
would enjoy going to a fire would do a poor job." "I think 
a boy can enjoy going to a3 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 the^ month of July." "He may enjoy going away, 
but we can give him no time off. He will have to be on5 
the job for the month of July, but we can give him a month
off in March or May." (115-139)
3. "They say you can have the time of your life on the farm 
if you go away in May." "I am ready to go away1- 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."2 "Maybe he can, but I
know he would like to go away in July." "If both you and the 
boy are going away for3 the month of July, we shall give him 
the job at the factory when you came back." (75-91)
Exercise 25
1. "I think we can allow the boy to take the car out to the 
party tonight." "We shall allow him to take the1- 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,3 if we allowed him t6 take the car out of 
the county tonight, we should have to allow him to take it^ 
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 the1- new item for a
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long time, bat it may take a month for the new issue to come 
out*" "I think they will2 issue it tomorrow if they wish to 
get enough money to pay for the item.® "If you knew they 
would have to6 issue the item, you should have paid them for 
it a month ago." "I had no money to buy the item a month4 
ago, but I knew they would have to issue it." (89-100)
3* The bill you owe us was due a month ago, and the money 
should be ready now. We know you got fair value-*- 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 be3 ready to pay for the item. Pew 
of us would buy an item like the "Power" car with the view 
of having fair4 value, and pay no money when the bill was 
due. If you will now pay the bill which was due on the 
"Power"5 car, we shall be ready to give you fair value at 
any time on any deal which you may make. (117-133)
Exercise 24
1. 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.1 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 car2 was too high* They hope 
he will buy the car, and take them out to the farm for a day. 
He may do it to make5 them happy, but I hope he will get 
fair value on the car. If he can pay the high charge on the 
car now,4 he will get fair value on any deal he may make for 
the car in a year. The head of the bank was happy to5 give 

the money to pay for the car now, but he may have to pay
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a high charge hack to the head of the bank® for the money 
he took* We know the family 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 the1 high road 
beyond the factory and get back to the factory early* If 
we keep our eyes on the high road, he2 may go into the 
factory by a door far beyond the road* Anyway, if we look 
for him, we may hope to see3 him and talk to him* We hope 
to take him to the show tonight if we can get in touch with 
him* We know^ 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
1. I am going to buy a farm for the family* I may have to 
get the money for it by making a deal with the1 head of the 
bank, but the value we shall get, and the new view on life 
which we shall have, should be enough2 to make us happy*
The farm may be far beyond the road, but we shall enjoy 
living far away. I shall pay3 the bank back by making a 
deal with them for any item we have on the farm* We may 
make a fair living on4 the farm, and I think we shall be 
happy* (87-203)
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 factory1 for 
a 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, and2 he may enjoy a
different job. I was happy on the job, and I had it 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 

4the job, I hope to leave him in charge for a long time.
(87-106)
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CHAPTER VIII

Exercise 26
1. We are ready to give you advice on any items you may 
wish, to buy. The advice we give you on these1 items may 
save you some money. We advise you to come to our sale on 
Monday, and save on any of these items .2 We are advising 
those of you who live far away today, so you may get to the 
sale early on Monday® and bay those things which save you 
money. We keep advising you of our sales 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 these® 
items at any of our sales, you know you can save money when 
you buy them. We hope to see you come to® 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 anxious1 to sell 
as many items 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 and® buy those things which we sell 
in this sale. If you do as we advise, you will save some 
money, and we^ can save this business. We think you should 
be anxious to get fair value for your money, and we wish®
to save the money which we have put into this business.

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



136

You will have our thanks if you come to our6 sale today 
and buy as many things as you can* We shall show our 
thanks by having many sales at which7 you can get our 
advice on several items on which you can save some money*

(154-164)
Exercise 27
1* 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, and2 charge it to you in a month*
We think you know the way we do business, and we can assure 
you of our desire3 to sell cars to folks who wish to buy at 
a fair 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*3 We have 
no desire to face the loss of any of our business, so we 
advise you to come in and buy for6 less, and get a fair value*
If these cars can be sold to folks for less money, we think 
they should buy7 at our sale now. (144-165)
2* "Has any 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 make our cars sell 
at a loss. If he can buy any2 makes of cars for the money 
he would like to pay, we shall sell him our car at a loss."
"He makes enough3 money to buy a car, and pay a fair value, but 
his money has to be given to M s  family* T M s  makes him wish4 
to pay as low a charge as he can* We have seen M s  farm, and 
we know he and M s  family live miles3 away on a poor road. j

1
ii
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This may make him less ready to buy a car." "If he and his 
folks live miles away, and6 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 is several months since we have seen him, and we would 
like to know if he has sold his business.1 We miss his busi­
ness, since we sold him many of our items, and he came to our
sales each month. If you^ have any news as to what he is
doing, we should be happy if you would mail us such news.
It is a long3 time since we have had any news of him or his 
business, and such a delay seems to have no reason. If we4 
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 ha^an office.

(162-186)
2. Sir:

You will receive a notice on Wednesday which will save
you some money. The notice which you will1 receive on
Wednesday is being given to each customer of our business. 
You, as a customer of our^ business, shall receive a notice 
which gives news of our big July sale.
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Our 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 few4 dollars on each item you buy. When you 
receive the notice on Wednesday, we hope you will look at® 
the charge on each item, and see if it seems to save you 
money. Check off on the notice each item® which does save 
you money, and we shall mail you those items in a few days.

Does this appear to be the way7 for us to give each 
customer fair value? We think it does, and if you do, too, 
we shall mail to you in® a few days each item which you check.

Yours, (168-175)
Exercise 29
1. Sir:

How many years is it since you have had a month off?
We think many of us have had to be on the job-1- 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 month4 or many months. If you wish to go 
away on a ship, if you wish to stay at a small farm, if 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 year1 s® stay,
and assure you of a nice time on a ship, at a small farm, or 
in the city.

Decide now what you would? like to do. If you decide
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now, you will receive our advice for a small fee, and you 
will assure yourself® of a nice month away* Assure yourself 
of a nice time and decide nowt

Yours, (176-200)
2* Sir:

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

The new "Sunday® Times" shall 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 the4 receipt 
which came with this notice. If you sign the receipt, you 
will receive the special service of5 the "Sunday Times" for 
two years, and you will get two new books.

Sign this receipt now if you wish to get6 the special 
service of the "Sunday Times" and two new books.

Yours, (133-136)
Exercise 50
1. Sir:

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

I think the charges they2 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 you5 wish to have copies of the charges they make 
on each box they sell, you will have to make out this receipt4 
and mail it to may office. I will mail you back copies of 
the charges they make for each box, and fox5 each case sold.
If you oise a case a day, you will save money in a month* s 
time, and you will thank the boys for6 going into the box 
business.

If you wish to use this receipt, mail it to my business 
office, and you will7 receive as many items as you wish. I 
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 taking the 
new house this Saturday because-*- your pa is 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 know by Tuesday if5 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 the office in case a 
customer comes in to see us for the house. I should have 
such an5 excuse ready if a customer comes in, or else the 
office may tMwTr I have no desire to stay in the6 business.
If you can mail a notice to the office by Saturday or Tuesday 
in which you say you will have to7 stay on the farm because 
your pa is sick, it will cause the office to back me up in 
any excuse I give to® a customer.

I am sorry you will have to stay on the farm, because
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I know you would like to stay In the9 new house* I know 
the office is sorry to delay the sale because it will cause 
a loss of money, but I10 think the cause of the delay is 
enough of an excuse to have them keep the house for you*

Yours, (219-245)
Exercise 51
1* To Mrs* Hope Day:

We should like to secure your advice on some of the 
things we wish to sell this month in-*- the way of music*

We think we can secure a piece of music of which we 
can sell many copies* Because we8 wish to take no guess 
on how many copies of this piece of music we can sell, we 
wish to secure your6 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 
music tomorrow. This gives you enough time to come to our 
office and see if you like6 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 give us some advice, we think we shall have 
no reason to guess*

We hope to see you9 tomorrow.
Yours, (185-202)

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 you**- bought on Tuesday*
The invoice on the suit 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 suit3 for some time, and we think you should pay 
the invoice for the item you are using, and which would seem4 
to give you fair value* We have to pay for any items we are 
using in our business, and it would seem3 to us to be fair 
to have each customer pay the invoice for any item she 
bought and is using* Yes, we6 pay each bill and invoice 
when it is 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 If you mail a check for six dollars with 
your answer, you shall save yourself and us the time, yes,8 
and the money, too, of a law suit*

Yours, (188-207)
Exercise 32
1. Sir:

I am answering your notice of Tuesday, in which you 
say you wish me to pay the invoice on the suit-*- I bought*

In answering, I wish to give you the history of the
suit, and the way in which it has given me8 poor use* I 
suppose its poor value is the same as the value of similar
things which you sell, and3 I suppose its history is similar
to items you carry in your business.

I have had to pay five dollars^ since I bought the suit 
to get it to look fair on me, and to give me any service.
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I suppose you now sense5 the reason why I am taking my time 
with the Invoice, and why I think the similar items you 
carry may® he as poor as the suit I bought. I think the 
history of the suit goes far in answering why I have paid 
no7 invoice*

I think this answer goes far enough to have you sense 
what I wish to pay on the suit. I think a dollar for® the
suit I bought is a fair charge, since I have paid five
dollars in having it give me service.9

Yours, (181-200)
2. Sir:

If the bills you owe cause you loss of sleep, make you 
look at life with a long face, make you^ seem sorry for 
yourself, etc., we think you should desire our advice. Thus, 
we are going to give you® advice which will make you sleep
like a baby, look at life with a happy face, make you happy
to be living,3 etc.

For a long time we have had a small side business in 
which we would make a special charge to those^ folks who had 
reason to desire to get some money. We suppose you will be 
happy to know our side business5 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 is specially set for those folks who have a 
small house which they can use® to back up the money they 
get. Use the receipt with this notice when answering.

Yours, (172-185)
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Exercise 53
1* To Mrs* Hope March:

We do a large business with those folks who wish to 
buy a house because any house wê - sell gives fair value*

If you wish to buy a house in Power City, we can show
you a small house or a® 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 to® 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 this Wednesday, and we shall go out with 
you to look at any house you® 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 wish^ to buy in 
Power City*

I am anxious to buy a farm which will be six miles or 
so out of the city at the2 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 city3 should be fair enough so my boys can take the 
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 to3 you on the subject.
I shall be away on Wednesday, tut 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*7 for any farm which I buy. I 
shall be happy if you can get me a house similar to the 
house in which I am.8 living. If you decide you can, mail 
me an answer soon.

Yours, (172-200)
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CHAPTER IX

Exercise 34
1. Sir:

I was advised to get in touch with you by Mrs. March, 
who said you are going to have your first1 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 use^ the list of items 
to check off those things which I most desire. All of your 
items are usually too high4 for me to buy, but at your first 
sale most of them may be sold at a cost which is all right 
for me® to pay.

If you have no time to mail me a list of the cost of 
the items at your first sale, may I come6 to your office to 
get a list 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 first 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.® 
We think all, or almost all, of the things on sale may be 
bought by you at cost. Though you say5 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 value. 
Though we have had almost all the items in stock for some 
time past,5 they all are ready for service.

If you wish, you may come to our office in the next 
day or so to check5 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 next® 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 give^ 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 already bought some of our items, although 
we now have a special reason for3 doing so. The special 
reason is the new stock we have Just bought, although we 
think the special low4 charge on the new stock is also a 
fair reason. We have always had an August sale, but we know 
the sale5 for this next August shall be the largest and best 
we have had. It will be the largest because we have6 the
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most stock, and it will be the best because of the low charges 
on the stock.

We know each 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 you® 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 new-*- style of stock we have 
just bought.

The store has all the past items which we know you like 
and, also,® a stock of new things which are new in style and 
which we think you should stop in to study. The3 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 several times to 
buy at a different3 store. We think the least you should 
do this year is to study our new style of stock, and see if 
the style® and cost of our stock are fair.

\
Just come in soon and see the store which gives the 

most and the best7 for the least money.
Yours, (146-161)
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Exercise 56
1. Sir:

I wish you would use your influence to suggest a new 
post to be given to the head of the bank. He1 is used to 
his post as head of the bank, but he has lost the influence 
he had in the city last year2 because his post gives him 
no time to stay in the city.

Last year he was in the city all the time and3 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 still3 keep up his influence.

We know he is used to being head of the bank, but may­
be a different post in3 the state can still keep him in this 
city. He is always influenced by you b o we wish you would

7talk to him and see if he will take the new post which you 
suggest. He may still be influenced by what I have® said in 
this notice.

Yours, (165-182)
2. Sir:

I must 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 I3 had to advise him 
to see you to get the rest of the story.
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I think he will be Influenced by you if he4 comes in to 
get the rest of the story, I suggest you give him the same 
reason idiich you have already® given to me. He still states 
he can do a fair 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 is^ ready to take a rest for a time, so it 
may influence him if you suggest it.

Tours, (156-183)
Exercise 37
1. Sir:

On the basis of the new style of things which you have
in stock, we should like to buy several'*’ cases of items.

We should like to know, also, the basis for the charge
oyou make on several cases of these items. We, ourselves, 

use cost of the cases as the basis for the charge we make, 
but we think you3 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 in our new 
store.

Since it is necessary for us to get the cases5 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

I
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of tilings which I sold you a month ago,1 since I, myself, 
must get all items to each customer on time.

I, myself, have had to take a loss many2 times because 
of delay in items which I bought. The head of our factory 
has, himself, had to make up for3 a loss many times because 
of delay. He, himself, can state just what it is to get a 
stock of things^ and have no time to sell it.

The basis for the success of our business is, in itself, 
due to our3 success in having each case of stock ready for a 
customer on time. In itself, this is enough to have the3 
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 the3 success of our factory.

We hope you, yourself, have much success by use of the 
same basis for doing2 business.

Yours, (182-188)
Exercise 58
1. To Mrs. May Long:

It was sweet of you to suggest we come to visit you as 
soon as we get to New York.1 We shall stop in to visit you 
and your sweet baby as soon as we get to New York.

We know New York City2 is the largest city in the 
United States, but we think the city is as large now as it 
should be,^ and it may be much too large. The city we live

4in 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 States5 of America to get to Rev 
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.

Yours,8 (160-18Q)
2 . To Miss Hope Post:

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

oWe think the size of the city is as large as it will 
be for some time, but the size of New York is what5 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 
get to the city. If we keep5 you busy, you will like the
size of the city, and the many things which we can do.

6Our young baby is as sweet as she can be, and we know 
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

Oknow when he says such a thing, he will save up enough0 
money to do it.

Love to all your folks.
Yours, (169-195)
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Exercise 59
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 paid 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 
policy3 to ask for money owing to us when we think the cus­
tomer has no desire to deal with us in a fair way.

We^ must ask you for the money which you owe us, because 
the language used by you when we last got in3 touch with you
gives us reason to think you have no desire to pay us. Such

0language seems to us to show why you have had a poor year. 
The language itself Is enough to cause us to think you will 
have no7 success if you do all your business this way.

We have no desire to keep on asking you to pay the bill®
which is owing to us. We are asking you now to pay as much
as you can. We shall be ready to check your® bill as paid 
if you will give us anything you can on what you owe. It is 
our policy to take anything a-*-® 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. Our^ business was
too poor last season for us to pay for all the stock we
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bought. If you would check your2 books, you would see we 
have already paid you something for the items we last bought, 
and we can3 now pay nothing to add to what we have already 
paid.

We know we should have paid you something on the4 
stock we last bought at your store, but the stock was so 
poor we had no way of making any money on it.6 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 is to pay for anything we buy, but since you owe 
us for some stock*? which we had to mail back to you several 
months ago, and since our business is now poor, we are sorry® 
to say we can give 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 busy1 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 new2 policy of sales on all small items you carry in
stock. Such a policy should make the large items sell6
almost as soon as the small items. We think we may be using 
such a policy soon if we can get enough4 ,stock to sell. We 
think we can buy several cases of stock for a low charge, 
but it is necessary to have6 as much as a dozen cases of
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stock to use your policy*
We shall he in some day this season to study® your new 

policy.
Yours, (124-138)

2• Sir:
We are happy to know you are busy, but we wish, you 

would come in to see us and see how big a success1 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 paid 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,3- many folks have asked to see the 
store, and they have kept us busy answering them. In most 
cases, they^ have asked to see how the store was kept, but we 
are not yet ready to let them see it. We are not3 ready yet 
because we know you have not seen the store, and we wish you 
to act on it first.

If you had4 sent us a note last month, we could have let 
the store, and it would not be to let now. At least, you3 
could have sent us some reason why you have not come to see 
the store; just a note with the reason for3 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 business1 month so 
that we could get enough money to pay for the store.

We have had a good business month? this March, but we
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still have not enough money to act on the store, so that we 
shall have to wait for® next month or you will have to sell 
the store now.

We had a had 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 answer8 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 in 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 
1* Sir:

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

We think the charge^- on the bed must be cut a few dollars 
if you are going to get a customer for it* The charge for
any2 item we buy must fit the money we can pay for it* In
the case of the bed, the cost does not yet fit8 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; especially8 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 ve left may fee 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, we1 took a look at 
our books so that we might check the cost of recent goods 
which we bad sold* We thought^ the goods which we had sold 
in recent months did not cost the customer too much, and we 
thought the note® which we had received might show that you 
had not bought any goods at our store in some time.

It seems- to us that our goods are quite low, and we 
think we are quite right when we say that you have not5t

bought any goods at our store in a long time* We have a 
lot of goods in stock right now, and we thought6 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 will be quite low, and 
that you will be given good value for your money*

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

We sent you a lot of goods last night without the bill* 
If you have received the items without1 any bill, we think 
you should know that the goods cost six dollars*

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



159

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 we® have attached to this note* Ve 
think you can accept the bill, although it did not come 
with the lot4 of goods. Since the goods arrived at your 
store without the attached bill, you may have thought we 
sent^ them because you had already paid for them* This is 
not so* If, for this reason, you do not wish to® accept the 
goods, we shall come to get them without any service charge 
to you*

You may be certain that*7 we have charged you for the
goods on otar 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* Sir:

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

I have1 had many a good catalog sent to me, but this is 
absolutely the best of them all* I had almost decided to8 
come to your store, but the catalog gives me all the items 
in the store, and I have now decided I® can get what I 
desire by writing you a note. I am certain I shall get 
absolutely all 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
lutely all the things 1 must have.
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I think this written note is the least6 I can do to 
show you how much I think of your store and its way of doing 
business.

Yours, (137-161)
Exercise 44
1. Sir:

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

If, sometime in the past few months, you have not received8
absolutely fair 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 us5 know 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 did get good service.7

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

Yours, (182-193)
2. Sir:

We think the entire lot of goods which you shipped to
us last month reached us entirely too late.*1- Four or five
times now, the entire case of goods has arrived entirely
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too late for us to take our2 goods to the market.
You can see that the result of this may he to cause us 

to get our goods to the market3 too late to sell anything.
The result of taking our goods to the market late Is a loss 
of money for4 us. You can see, as a result, that the entire 
cost of the goods may he lost if we get to the market5 late.
We have had to get to the market late entirely too many times,
and though we have sent you6 several notes you still take 
too long to ship our goods.

Except for heing 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 result8 in good service on the next lot
of goods, we shall stop taking your items.

Yours, (175-183)
Exercise 45
1. Sir:

I am waiting now for an answer to my recent note to you 
in which I stated that I had talked with-1- the head of your 
business.

At the time I talked with him, he stated that your office 
was waiting to get2 its new catalog. He stated, also, that 
if he got the new catalog, he would have it sent to me.
Almost5 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 for5 not having sent me the new catalog? I 
doubt that you have not yet received the catalog, and I think5
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the way in which yon act ahout the entire business is enough 
to make me doubt that you give fair value on7 the items which 
you sell.

If you have any doubt about my story, or my recent notes 
to you about8 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 to1 mail you a cata­
log at the time you met, he was waiting to get a note by 
mail. Instead of answering him8 by mail, he said you talked 
to him about it a day or so ago, and today we received your 
note in which3 you asked why we had not sent the catalog.

Indeed, we have sent you a catalog, but you may not yet^ 
have received it. If we can meet any desire of a customer, 
we do indeed meet it. If you think we should3 meet a wish of 
yours, instead of waiting, just get in touch with us, and we 
shall, indeed, meet your6 wish.

We hope we have met by this note any basis for doubt 
which you might have had about our service.7

Yours, (141-152)
3. Sir:

We are sometimes asked by those folks who are quite 
fat to get special goods for them. As a result1 we now have 
in stock a special-size bed, and a special-size sheet which 
should be just the thing for8 any customer who is quite 
large or fat.
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The special-size sheet can fit any bed, but it is 
especially fit3 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 is just right for those 
folks who are quite large.

We shall be happy to show5 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 these1 items is a dollar a box, although
a recent change in the rate to us may cause a cut in the
charge^ 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 mall you a note to that effect*

The fa'ct that we are writing to you now, 4 should show 
that we shall write to you if we receive a change in cost in
the next few days. In fact,5 we wrote to you two days ago to
give you the right rate, and we shall write to you as soon as 
we get® a different rate*

When we wrote to you last time, we stated that we might 
have a new store in your7 territory soon. We should like you 
to know that we shall locate the store in your city, which 
is, without^ a doubt, in your territory. We shall locate the 
new store in your territory, and have it ready for9 business 
by July*
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We had looked at many a store in your territory when we 
wished to locate the new^ store, but we looked at the store 
in your city for just a few minutes, and decided to take it. 
Although^ we had looked for a store for some time, it took 
but a few minutes to sign for the store we looked at-*-2 in 
your territory. We think those few minutes shall pay us 
back in good business.

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

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

We think we should inform you that our2 territory is 
never good for business until the month of November. Thus, 
we think you should never have5 decided to locate the store 
in this city in July, but that you should wait at least until

4November first.
Unless you wait until November, we think your new store 

shall only cost you money. Unless you are5 ready to take a 
loss of a lot of money, you will only waste your time if you 
locate in this city early® in July.

We shall be only too happy to inform you of anything 
which you may wish to know, -unless you7 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
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in your recent note, and for the fact that-*- you may save us 
a good deal of money by asking us not to locate a store in 
your territory until November*^

We had decided almost certainly on the month of July, 
and we had recently informed the folks in3 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 different6 store, and we can use the loss of money as 
an excuse for not taking a store until November*

We think6 any excuse we give to the folks in your city 
should be satisfactory, and since we recently had to raake^ 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 thank9 you for your 
recent notice*

Yours sincerely, (188-192)
Exercise 48 
1* Sir:

We wish to inform you that your insurance policy money 
was due in January * It is now the first-1- of February, and 
we have had to carry the insurance policy along for a month 
since January in the hope9 that you would pay for the insur­
ance soon*

We shall carry the Insurance along for the month of 
February3 only, and if you have not paid by the last of
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February, we shall certainly let the policy go*
Together4 with your Insurance, we have had to carry 

along the insurance of our business* It is altogether6 too 
much to expect us to keep our business going when we have to 
pay your bills together with our bills.6 We shall expect you 
to pay for your insurance in February, or we shall give up 
your business altogether*7

We expected you to write to us in January* We now 
expect you to write sometime in February, and® if 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 charge-*- 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 
shall not be alone in the business, and I shall have the3 
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 folks6 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 must7 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 feeling 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, and^° I can take the time to 
write to you.

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

We have on file a bill which you owe us, and the file 
seems to show that the bill was due soverall 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 money^ 
which we must use if we wish to keep our business going.
Thus, we feel that as a fellow customer you® 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.'7

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

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

The money which we owe you should follow in the next 
mail. We thought we had fully paid for the 1-last bill, and,
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as a result, we sent no money to follow along with our last 
note to you*

If you receive no^ money in the next mail, just fill in 
the little notice with this note, and mail it back to us*3 
We shall fill in a check and mail it to you, and you should 
receive it the next day.

We think it is best that^ the check follows this note, 
so that you can inspect the bill in your files with this note, 
and see if5 the charge is exactly the same as we have it. If 
the bill you inspect is exactly the same, the check6 that 
follows should meet the full bill we owe you. We may some­
times make an error when we pay your7 bills, and that is why 
we would like you to inspect fully each bill we pay.

We have long respected you and^your business, and the 
reason we respect you is that you have always inspected all 
bills paid to® you. We feel that it is only right for you 
to make an inspection of each bill we pay. If the bill is-*-0 
inspected, we know that the money paid is satisfactory to 
both of us.

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

Were you at the farm when the notice of the war news 
came? If you were, and thus knew nothing of-*- the war until 
you came back to the city, you know the reason why we would 
like to sell you a wire to be2 put in at the farm.

If we were to put up a wire at the farm, you could get 
all the war news, and anything6 else you might like, without
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going to the city* A wire would cost but little to put up, 
and you would4 always get good value for the money you put 
into it* You would not have to walk miles to get to the 
city*5 Instead of taking a walk to the city, you could get 
any news you wished at the farm*

If you were to desire5 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 awaŷ - that month, and 
I must have the work out by the last week in July, or the 
first week in August*

I know2 it will be warm, especially if you were to be 
working at the farm, but the work should take only a few5 
weeks, and it may not get warm until late in July* It would 
be worth a good deal to me if you were to4 take the job 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 will be worth it to you to work at the 
farm for several weeks in the warm months5 of July and 
August, wire me, and I shall mail you a check which I think 
should be satisfactory*

Sincerely yours,7 (140-160)
Exercise 51 
1* 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*

We^ should like to know exactly what you are doing, 
how much your job is worth, what the city is like, etc*3 
We certainly feel lost without you, but maybe you will come 
to see us for a few weeks if you get off^ sometime in the 
year*

The farm is quite satisfactory, and ma and pa are having 
a nice time* We looked for3 a farm for several weeks, and 
when we saw this farm we took it 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 decided to pay our bill with the attached check,

but we think you should note that the-*- check is not quite the
full size of the invoice* This is due to the fact that the
goods we received^ last week were certainly in a poor state*

*2They 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,5 
we had to put some of our money into making them appear to 
be new and ready for good service*
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We shall® be happy, indeed, to show you the entire cost 
to us of making the goods fit for service. You will note? 
that the cost was six dollars; exactly what we took off the 
bill.

Yours sincerely, (156-158)
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CHAPTER X I

E xerc ise 52

1. Sirs
Many of the people in this city "believe you are going 

to locate your factory in this city.
These-1- people believe that you would be able to save 

money, and apply what you save to a cut in the cost of your® 
goods, if you were able to place your factory in this city.
If the belief 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 able4 to sell them at low cost. You 
could apply the money you save to making different items, or 
new items3 which people can use.

We believe that if you were to apply the money you are 
able to save to making any3 new article, the people who can 
use such a new article would certainly buy it, and you might 
make a7 good deal of money on the new article.

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

Yours sincerely, (189-196)
2. Sir:

We shall not be able to deliver the article you bought
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at oar store, and you will have to call for̂ - it.
At first we believed we should be able to deliver it, 

but the charge for the article was so low2 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 
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 available when you call, 
it will be in the® delivery room. It might save you time if 
you called us first, so that we could have it ready for you.
If? you called or sent us a wire, we would not close until 
you got the article. We usually close at six8 o’clock, but 
if you call, we shall not close until you have reached our 
store and received the article.9 if you give us an hour or 
so until six o’clock, we can get the article out of the 
delivery room for -̂0 you.

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

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

Do you not think the best time to tell me you could not 
deliver2 the article was the day I bought it? Also, do you 
not think you should tell me why you took till today® to 
inform me you could not deliver? I do not believe it should
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take a store two weeks to Inform a^ customer that it will not 
deliver an item.

It seems to me that it 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 any® 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 the^ 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 January the 
store is warm enough to equal a day In July.® 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 items we sell. 
We believe the cost of each article can not be equalled by 
any5 store.

If you wish to visit the city at all, or if you wish togbuy 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
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have to visit our store and see the new article-*- 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 all^ 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 loi7 cost, you
should come to see our new article. You can be certain that
it® will be pleasant for us to give you our best service.

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

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

We know you will be pleased to see all the new fall 
things, and we believe it will be possible for you^ to save 
a good deal of money and still please yourself, if you buy 
some of the fall things we have in5 stock.

We shall be pleased if you will ask for Miss 31ue, who
will show you our full stock of fall^ things. Miss Blue has 
had charge of these fall items for the past five years, and 
she will be certain to® 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)
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E xercise 55

1. To Miss Hope Blanks
We think we can claim the right to having the best 

class of music items in the city*
We-*" claim the best class of music items only because 

we believe we can show you that we have the largest® stock 
of music in the city and because we think you know that we 
have a new article in stock which5 can play all our music 
with clear, pleasant notes* We believe you have come to our 
store since we have4 had the article which can play music 
with such clear, certain notes. You must know of this new

Carticle0 because it was used at the club for the show which
was given at the club several weeks ago.

All the5 people at the club said that the claim we
7make to having the best class of music is absolutely clear, 

because we now use the new article to play all our music.
We expect to see you at our store, Miss Blank,® 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.
We enclose1 duplicate copies of a couple of these items 

because we wish to keep the "Times" on file ourselves for® 
several days. You will notice that a couple of the items 
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
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not be able to duplicate^ 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 charge6 we 
make to you. You will see, by all the charges which we in­
clude with this note, that you get7 these items almost at 
cost. We include some items which you might not think it 
possible to sell at the6 enclosed rate.

The cost of many of these things to us, including
delivery, and including all charges for9 sale, may be the 
same as the cost to you.

Buy all the items whose charges are enclosed now, if 
you wish-*-6 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 which^ our goods are
sold, you will not only oblige us but you will oblige yourself.

We are obliged to deal2 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 building and store 
charges, and because any delivery of our goods comes by way^ 
of your local store. We are obliged to deal in this way if 
we wish to make available to you a low® cost on our goods.
We sometimes sell by way of the local paper, but the charge 
for using the paper® in your local city is high and would
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result in a high cost to you.
7Many papers carry our items sold by your local store, 

but the name of the local store, instead of our name, is 
used in the papers. Instead8 of making sales by way of the 
papers, we can give you the best value by writing to you and 
enclosing^ a blank which you may use at your local store.

We are certain you will oblige us and yourself by^8 
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 supply^ of goods similar to this 
sample copy, write to us or go to a store in your city to

psee what supply*1 of items it has. If the total supply of 
goods at your local store does not seem to be like the sample 
we enclose, and the store is unable to give you what you de-

Asire, fill in the enclosed blank and mail the blank to us.
We shall reply to you in a few days to let you know why the 
local store was unable to8 supply you with goods similar to 
the sample.

If you wish us to mail a supply of any items we have 
in® stock, just reply on the enclosed blank, and we shall 
deliver the goods or reply to your note in a week.7

Yours sincerely, (145-156)
Exercise 57
1. Dear Sir:

We do not know if you wish us to address mail to your
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house or to your business office.
If you**- will agree to take all mail at your house, we

shall address it with your house number. If you agree® 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
mail to you4 addressed to your house and numbered with the
house number. You did not seem to like It so we have ad- 

5dressed and numbered this note with your office number.
If this note is no better, we shall have to know exactly5 
what you wish, to give you better service.

As a member of our mail service, you should get the*7 
best possible mail delivery. Since we desire to build up 
our business, we do not wish any member to® give up our 
service. We feel that if members like our mail delivery, 
they will get us new members and9 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.^

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 as soon as5 possible, the 
total number of books available, so that he might present 
those books to the people who4 were going to study during
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July and August. If we do not get the books to these people 
during July and August, both the principal and I feel that

gthey may not be able to keep up with the class in the fall.
Remember, these books are principally for those who wish 

to study during July and August, and the7 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 make a reply to your note of April 19, 
but I sent the reply to the principal.1

The truth is, the total number of books we have is not 
enough for all the people who wish to study^ for the fall 
class. The truth also is, that I think the books may do 
these people little or no good5 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,5 I think I can get them for you 
at a low price. The usual price is a dollar a book, but 
the prices on5 books are going up, and if I can get you a 
total price on these books which will equal a price of a7 
dollar each, I think you ought to take them.

If the principal can possibly get teachers for these 
people,® 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 July9 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.^

We should like to know if the package we brought to you 
with so much care was satisfactory. If it2 was satisfactory, 
you may wish to use our delivery service for any items which 
you wish brought to5 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 
have.

We call for goods or bring5 them to you carefully for a 
small price. We give our careful service on credit to any 
doctor if5 he does not wish to pay cash. If you wish to use 
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.®

Yours truly, (163-160)
Exercise 59
1. Dear Mrs. Able:

We are glad to know that you were able to get on credit 
some of the things you had to1 have for the party. It makes 
us glad to know that some of the people who are dearest to 
us are going to2 the party.
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You and Dr. Long are the dearest people we know and 
we were most glad to get notes in which3 you both said you 
were going to the party.

Your story of the dress you bought makes us glad to 
know4 that the store gives a good customer credit for a 
dress or anything else without an extra service3 charge.
We think you know that almost any store would make you pay 
an extra service charge if you6 bought a dress on credit.

We think the extra grade of service and the extra grade 
7of value which the store gives is worth any time you give 

up in going to the city.
We are most anxious to get a note about8 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 without having 
to pay an extra service charge, we**’ think you should use our 
"Liberty Express Service" this month.

pAs of the last week of this month, the price of any 
express delivery must increase by a dollar for each express 
delivery. If you wish to3 have your goods delivered without 
having to pay any increase in price, just write to the manager 
of the4 "Liberty Express Service." The manager of "Liberty 
Express Service" should have the delivery on our books3 in a 
few days, and you will save the increase in price.

Remember to write to the manager of "Liberty6 Express
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Service" and ask him to put notice of your delivery on our 
hooks.

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

We believe you should take a trip during the month of 
October if you wish to have a good time^ 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 during 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 program5 which will give 
you the best time.

We try to set up a program which will give the people
gwho use it no trouble. We try to charge a price which most

TJpeople can pay without any trouble. If you desire a trip 
with no trouble and the best service, you should try our 
program. Just fill in the enclosed blank8 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 
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 is also true that the price
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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 is 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 value6 which 
we have given you for a house and property on the water side.

We assure you that the price we7 have given you is the
proper price for the property. You can check with the bank 
to see if it is the8 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 "Pair." The purpose^" of the program
was to show how you could best use our goods.

2We 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.

We3 were surprised to note exactly how many people did 
not know the full purpose of our goods and we think4 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 many people at the description of what 
our goods can do was enough to make us feel that6 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 descriptions 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 us-*- for the work we did
on your farm in the spring. The reason our secretary sent

2you a notice and a bill by separate mail was to give you 
time to pay the bill for the work last spring.

It would seem as8 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 may be that the law is strong8 enough to 
make you pay money which you owe.

We think you know that it took us as much time to make 
your8 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 this notice In a few days, 

or we shall go to law to get our^® money*
Yours truly, (293-221)

Exercise 62
1. Dear Sir:

We regard nChurch College" as the best college for any 
boy or girl in this state.

"Church?-Co liege" has a record which we regard as the 
best because we know its boys and girls are as high in class** 
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 each4 boy and girl at the college 
must 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 
the7 wish of the people at "Church College", we shall be 
glad to give notice of the record work of the boys® and 
girls of the college to the city papers*

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

We believe the correct charge for the goods you pur­
chased Is in direct error to the bill-*- which you recently 
paid. Our records show that the correct bill should be six
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dollars, and the check8 which you paid to our secretary for 
the goods you purchased was for only a dollar*

We have written to oui*3 hank, and asked them to direct 
you to pay the correct bill of six dollars for the goods 
purchased by^you, so that we may correct our records. Thus, 
you will have to add five dollars to the check of a® 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
17purchase our goods because we know a person in your business 

does not purchase goods unless he can pay for them. We hope 
to see you8 in person when you next come in to our store to 
purchase stock.

Yours truly, (175-176)
Exercise 65
1. Dear Sir:

We were unable to agree with the bank regarding the 
terms which they wished to give us for the1 property which 
you own.

The trouble was largely regarding the terms which they 
wished to pay for the8 property you own, since we asked for 
a larger price, and they were not ready to pay the increase 
in price.3 Since the trouble regarding terms is largely due 
to the larger price you wish on your property, we^ may sell 
our property to the bank in a separate deal, and let you make 
terms with the bank regarding® the property which you own.

The reason they have no wish to pay a larger price for 
the property, is® largely due to the new road which the city
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is building 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 
basis of your regarding the new road as a reason for an 
increase in the value of the9 property you own.

Tours truly, (185-188)
2. Dear Sir:

We are afraid that the owner of the business shall not 
come to our dinner, nor shall the owner1 answer our note 
asking him to come to dinner.

We are afraid he will not come to dinner, or try to9 
answer our note, because it was sent to him by our secretary, 
and not by us. Mr. Church, the owner of the® business, is a 
remarkable person in that he will always try to have every­
thing exactly as he would4 wish it; nor is he ever afraid to 
tell everybody exactly how he would like everything.

It is remarkable5 to us how a person like Mr. Church 
could ever get on in business, because everybody is afraid 
to deal5 with him. What is more remarkable is that Mr. Church 
has had more and more business every year ori7 everything he 
has in stock, and yet everybody who has to deal with him as 
owner of the business is afraid8 of. him.

To get back to the news of our dinner, we think he will 
not come, nor shall he answer our9 little note.

Sincerely yours, (185-187)
Exercise 54
1. Dear Sir:

Over a month ago, I wrote you a note asking you to
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deliver my goods on Friday, It is now over-*- a week since 
Friday, the date on which I asked you to deliver, and you 
still make no effort either to^ deliver the goods or to 
answer my note.

I am not asking for a favor either for myself or for my 
business;® I am asking you to make an effort to deliver goods 
which were due over a week ago Friday. Either4 you make an 
effort to deliver the goods to me this Friday, or sometime 
near Friday, or I shall favor you® with a law suit. It would 
seem to me that you will favor yourself if you deliver the 
goods sometime6 near the date set for delivery.

Either 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 make money. Deliver goods on§ the date set or
near the date set, and notice the manner in which you do more
and more business.

Yours t r u l y , (201-210)
2. Dear Sir:

We wish to offer you some of the best property in the 
city at a purchase price which is nearly-*- low enough to have 
you buy two lots.

However, if you will accept our offer for the piece of 
property® near the water, we are certain you will make nearly 
four times as much as you pay for the property.® 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,^ we shall take pleasure in 
making the sale at cost price to us*

We are certain you can get no other piece® of property, 
nor any other offer, which will give you nearly as much 
pleasure as our property and our® offer* However, we shall 
take pleasure in going with you on a trip to any others you 
wish to see* If you7 do see a number of others which you 
desire, we shall take pleasure in making the purchase for
you. 3

Yours truly, (162-169)
Exercise 65 
1* Dear Sir:

We are sure that the remark which Mr. Spring wrote in 
his paper on Friday was not a remark-1- 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* Elack, in which Mr. Black remarked that many a3 
delivery business was a mere excuse for taking up time.

Mr. Spring had no reason to make his^ article seem 
original, since in the article he remarked several times 
that he was obliged to5 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 delivery business. Last 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 can9 he certain that we think your delivery business 
gives good service, and we surely give it our approval.10

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-story1 building, and we think 
you will surely have something to regret if you do not see it.

The first floor has2 many beautiful items for summer use, 
and we think you will see a good many lovely summer items on 
this5 floor which you must have.

The next floor has many items, some of which are beautiful 
enough to be kept^ on our first floor, but since most of these 
items are for fall and not summer use, we keep them on this5 
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 it.

It will be a pleasure to show you all our7 beautiful 
items on each floor of the store, and we feel sure that many 
of them shall have your personal2 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 freight1 is to be delivered to you free, because we
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Include the price of freight in the price we charge each2 
customer for every purchase.

You will notice that there is usually a charge of three 
dollars for the freight® which we shall deliver to you, free 
of charge* However, we feel that we can deliver freight free^ 
and still make enough money to stay in business. We have used 
a free delivery service for three months® now, and the in­
crease in our business has given us enough money to take care 
of the extra charge to us6 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 still8 
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 not1 to forget to bring 
us the thirty dollars you owe us*

You may mail a check for thirty dollars to our2 office 
before you leave, or, if you think you may forget to mail 
us thB thirty dollars, we shall be glad® to come to see you 
at any time before Thursday to get the money* We must have 
the money for same personal^ business before Thursday, and 
if you forget to have the money ready for us, we may have to 
bring® suit, and thus delay your trip*

The thirty dollars was owing to us over three months 
ago, and we can see no6 reason why you should forget to pay
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this money; especially since we have sent you several notes 
about? it*

We shall expect to receive the money before Thursday, or, 
as we have said, we shall have to bringS suit to get it*

Respectfully yours, (167-172)
Exercise 67
1. Dear Dr. Strong:

We are very glad to know that you wish to see a car 
cover similar to that which your1 brother bougjht from us last 
Thursday*

Your brother was sure that you could use a cover for
pyour car, since you must take the car out in all weather, 

and sometimes the weather is very bad* We are sure that3 
you must know the trouble you can have from a car if it is 
left out in bad weather without a cover*4 Indeed, your 
brother said, 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 all? weather*

Yours respectfully, (145-152)
2. Dear Mr. Blue:

We saw your folks at their farm last Thursday, and we 
think you will be glad to know that1 they are very happy*
They are having a good time taking care of their farm, and 
they 'are able to make money2 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,3 and we remembered the name and address of their farm 
when we came to a city near it.

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 going5 through their city next Friday, and we thought 
you might like to come along with us. If you would like6 
to do so, answer us before next Thursday, so that we can 
meet you on Friday and take you with us.

Yours7 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 the-*- summer.

We shall make an effort to sell all our stock at a price
2which no other store in the city should be able to duplicate. 

On the first day of business, we shall offer an article worth 
at least three3 dollars to every customer who makes a purchase 
of thirty dollars or more. We shall make a very strong^ 
effort to have enough sales people on each floor to give each 
customer the best possible service.

You3 may be certain that everything in stock shall be in 
the very best of style, as we shall bring into the6 store 
only those things which are new and up to date. We shall 
surely take pleasure in having you come7 to our new store 
when it is ready for business.

Respectfully yours, (153-153)
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2. Dear Sir:
We are enclosing a bank book which you must have lost 

in our store last night*
In accordance-*- with the policy of our store, we should 

like to have you sign the enclosed blank receipt, and mail it 
to^ us* The receipt 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 mail® us the enclosed 
blank for our records*

Yours truly, (109-113)
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CHAPTER X I I

E xerc ise 69

1 . Dear P ric e ,

We have been having a fine time at college this year*
I am sure that if you had known-*- the fun we were going to 
have, you would not have been quite so ready to take a trip, 
even if you had8 known you would have a fine time and a lot 
of fun on your trip*

Of course, you do not have to study3 even a little on 
a trip, but you know as well as I do that if you wish to 
keep up with our class^ you will have enough to do to keep 
you busy when you get back, and that is not so much fun, 
even if you have3 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 if you7 
miss even a month you have a lot of trouble making it up* 

Take my advice like a good little man, and8 study on 
your trip* It may even take â way some of your fun, but at 
least you will keep up with the9 class*

Yours, (183-207)
2* Dear Sir:

It is our general opinion that within the last thirty 
days we have given you much better^- service than we have
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ever given you "before.
We feel that you must have been given the same general 

oopinion within the last month, since we are now mainng 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 opinion 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 by6 
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 northern and 
southern states, or do® 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 each10 customer 
the service which he would most desire.

Yours truly, (211-195)
Exercise 70
1. Dear Sir:

I have often wished to give a party for all the men 
and women in my factory, and I should like1 you to know that 
I am going to have such a party for all the men and women 
next Friday.

pI shall beft very glad to have you come to this party of 
mine, and I assure you that if it is a success, I shall often® 
have a party for the men and women who work at the factory.
I am sure that the party of mine shall^ 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 notice5 which you will have to show to 

the man or woman who is at the door. I would like you to 
come to this6 party on Friday, and I hope you will come to 
any other party at the factory as often as it is given.17

Yours truly, (142-165)
2. Dear Sir:

We have been waiting for you to call at our office 
again so that we might again begin the business-1- deal about 
the mine which we were working out with you during the first 
week of June.

pDuring the time we have been waiting to see you, we 
have been able to begin to check again on the stock and we 
have3 done all that could have been done without you. We 
had to go down to the mine again and again to see^ exactly 
what could be done, and to note just how we could begin the 
work at the mine. We are sure that5 if you had gone down to 
the mine with us, we could have gone on with the work without 
waiting to see you6 again. Now, we shall have to go down to 
the mine again, this time with you, to see what can be done17 
before we begin to work the mine. You can imagine how warm 
it is going to be down in the mine in the last® 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 
summer-1-® 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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if11 you wish to begin work at the mine*
Tours truly, (229-252)

Exercise 71 
1* Dear Sir:

I am happy to learn that you have already gone down to 
inspect the mine, and that you are1 ready to begin work*

Before we begin to work the mine, we shall have to learn 
how to take care of each8 machine to be used; we shall have 
to learn how to follow the line of the mine; we shall have to 
inspect^ each machine; we shall have to make up a line of 
work, etc. Since there is so much work to be done, believe 
one man should direct the work on the jiine 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 ready8 to go down 
into the mine with you tomorrow. At that time we can decide 
what one job each man shall do.^ It is 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 
o*clock tomorrow*

Yours truly, (176-187)
2* Dear Sir:

The plan which you wish to follow with regard to the 
way in which we i*un the mine is fine,1 but I am not so sure 
that the mine shall remain open for us to inspect tomorrow.
It may not remain open8 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*
Tour 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 close5 up 
the floor of the mine to inspection* If the mine is not 
open, we shall he able to inspect only those5 things which are 
not covered by rain, or which usually remain in the open* We 
may 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, I 
have been® down in the mine before, and I have been shown most 
of it, but I wish to return there with you because9 I have not 
been shown everything I wished to see* What is more, we 
should be shown everything in the3-0 mine if we expect to run 
it along the line of the plan on which you have been working.

I shall meet you3-3- at the mine tomorrow, and, if necessary, 
we may have to return to the mine again next week.

Yours truly,3-® (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 you1 more than ten 
dollars for each item.

Last week I bought an item for over ten dollars in your 
store, and2 I then asked to have the item taken to a small 
farm, about seven miles out of town. You can imagine5 my 
surprise when I received a note from your store several days 
ago, which said that no goods would be4 delivered by you more 
frh&n ten miles out of town, but would have to be taken by the
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customer. I then5 called the manager of the store to tell 
him that the farm was only seven miles out of town, but I

gwas not able to get him in.
It seems to me that if you wish to win the respect of 

each customer, and then win a^ fine regard for your store, 
you must accept the delivery of goods, even if it is more 
than ten miles,® although in this case it was only seven 
miles. You will certainly win no respect and regard if

Qyou 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 make-*- each delivery.
Also, as you state in your note, our manager was not in town, 
and our sales people could8 not turn to anyone for advice.

For this reason, upon receiving a purchase which had to 
be delivered out5 of town, many of our sales people did not 
remember that we were using train service that week, and4 
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 will notice that we are enclosing a copy of some
rtthings for children between the' age of five and seven, which 

we happen to have purchased at a very low price. If you see 
anything among8 these items for children between five and 
seven which you must have, we shall be happy to deliver it9 
at any time. Many of these beautiful items for children are
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being sold at cost price*
You may be certain10 that you can turn to our delivery

service for any delivery between seven and ten miles away,
and we11 can assure you that we shall be only too happy to

12take upon ourselves the cost of any delivery to you*
Yours respectfully, (244-237)

Exercise 73 
1* 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 
should3 be, above all, to save the customer money, and to 
give him fine value.

We have represented such a^ policy for more than ten 
years, and our new store shall indeed be representative of 
the policy of good value3 on behalf of the customer, above 
all. If you wish to take advantage of our service, please 
come down6 to our new store, and notice the style and prices 
of our goods which are representative of our policy? of fair 
value, above all, to the customer. We believe you will note 
that our prices are half those of® any other store, and we 
are sure that you will be ready to buy if you can save half 
the purchase price.®

We know that half our job is done when you see our goods, 
because we sell at half price*

Yours truly, (200-198)

Reproduced with permission o f the copyright owner. Further reproduction prohibited w ithout permission.



2. Dear S ir:

I gave my wife the catalog which you sent to me a week 
ago, and I think it will serve to refer1 us to the items which 
we may wish to buy.

My wife ought to be able to use the catalog you gave me 
to refei^ to the things which we must mail to a relative who 
has 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.

I5 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 draft,1 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 wish you would be kind enough to write to us 
again,^ so that we may find out if we can or cannot take 
advantage of the discount. We hope you will be kind® enough 
to make out the draft, less the amount of the discount. We
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shall surely pay the draft as soon6 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,1 and told us that 
our trade with you during the past year had not been 
satisfactory.

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^ told 
you, upon looking at our books, that our trade with you is 
much more than it used to be. We have6 tried to purchase 
as much stock from you as we believed our trade could buy, 
and we want you to know6 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 a6 note of the number of times we 
purchase from you during each month. If you tried to keep

Qsuch a record,57 you would note that we purchase from you 
usually on the second day of each month, and some time during10 
the third week of each month. We think you should be glad to 
trade with a customer like ourselves.11

Yours truly, (222-227)
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Exercise 75

1. Gentlemen:
I believe I shall be at your office around seven o’clock 

to attend to the front door.
If I am1 not.able to come at that time to do the job on

the front door, however, I shall ask a friend of mine2 to
try to get to your office around seven o’clock, I am sure
that he will be able to attend to the5 front door as well as 
I can. My friend may be able to get to your office around 
five o’clock, and if I4 cannot be on the job, you should 
expect him between five and seven o’clock.

I found that the door turned5 in when I had to attend 
to it last year, and when I found it that way I turned it 
out. From your® account of the door, I think you want it 
turned back because you found it better to use last year

17than you' do this year.
If my friend has to attend to the front door, you had 

better tell him just which way you® 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 late-*- in June,
I know that you usually ask for payment on the items 

you sell within one week from date of2 purchase, but I won’t 
be able to pay you for the goods until June. I may not be 
able to pay even then,5 because I haven’t the money. I know 
that if I write to you and say I won’t make payment because 
14 haven’t the money, you have enough ground to get a
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judgment* I feel, however, since I have always given® each 
payment on time, and since I haven’t ever before said I 
won’t make payment, that you will not6 try to get a judgment, 
even though you have the ground for one*

I am sure that I shall be able to pay you for7 the goods 
sometime during the summer, even if I haven’t the money now* 
However, if you get a judgment,® 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 able-*- 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 fair 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 
of® the time, and I should be able to make enough money on a 
new shipment to get back on my feet agdin. I6 assure you that 
I don’t want you to make shipment to me if you feel that I 
can’t pay any amount toward7 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 you® within a
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few days.
Yours respectfully, (187-188)

2, Dear Sir:
We donTt 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 bank3 told us that you didn’t have 
enough money to make full settlement. Even though we didn’t 
mind the^ fact that you couldn’t pay us this month, we did 
mind such little thought for our good service to you,5

Doesn’t it seem fair to you, that any draft we make out 
on you on a shipment of goods should either be6 paid, or 
returned to us with some notice as to why you couldn’t make 
payment? If this doesn’t seem fair7 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 
1, Miss June Black 

22 Front Street 
New York, N. Y,.
Dear Miss Black:
If you have given a moment or instant of thought to 

what you wanted to do for your-*- summer trip, we know you must 
have thought for more thsui a moment of taking a trip away 
from land on a2 ship.
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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, anfl to 
spend very little money for that month, we advise you to 
write us this® instant. You will not regret for an instant 
the time you spend away from land, and you will, we are7 
sure, be anxious to take such a trip again next year.

Yours truly, (152-165)
2. The Liberty Bank 

15 Third Street 
New York, N. Y.
Gentlemens
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 a house, and I am anxious about my account now 
that I have spent such a5 large amount.

I came down to see the president of the bank about my 
statement last week, but I was told4 that I couldn’t see 
him because he went out of town for a few days. If the 
president went out of town5 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, Gentlemen:

We shall be glad to advance you one hundred dollars on 
the merchandise you now have in stock**- if you are planning to 
open the new store.

We can furnish you with an advance of one hundred dollars^ 
on the stock of merchandise you have in your present store, 
on the basis of half the stock in the new3 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 
from5 us for one hundred dollars which will represent an 
advance 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 an7 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 advance we are making you.
Please arrange9 to call and tell us if you will agree to our 
terms.

Yours sincerely, (193-181)
2, Dear Sir:

We shall be glad to have an agent of our business call 
at your new store on the date you are1 beginning business.

Our agent, Mr, Blue, shall study your business from the
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o■beginning, and then he will^ mail us any necessary corres­
pondence with regard to your store. If you wish to write us

•Zany correspondence even before the beginning of your new 
business, we shall be happy to turn the correspondence^ over 
to our agent. 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.

C.We have sent0 him to different people all over the country, 
and there is a definite increase in their beginning business7 
when he is working with them.

If you wish, we can show you some of the correspondence 
we have® 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 is just beginning.

Respectfully yours, (197-185)
Exercise 79
1. Dear Mrs. Strong:

We wish to inform you that beginning with this Thursday, 
we shall keep our store open‘d every Thursday evening until 
June.

You will oblige us if you will kindly fill in the 
enclosed memorandum,2 in which we refer to our being open 
each Thursday evening, and mail it back to us as soon as® 
possible. The memorandum to which we refer is 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,® 
we shall refer it to the president of our store, so that he
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may act on it. We hope you notice that we6 expect to refer 
to each memorandum which each customer has so kindly sent 
us, before we decide on the17 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,** but your policy has been 
to close at six o*clock every night. The fact that you 
have referred a3 memorandum to each customer about opening 
your store during the evening, makes me feel that you are 
doing4 a personal service for all.

I am enclosing the memorandum to which I have referred 
above, and I hope3 you will be able to use it in making up 
your store arrangement for Thursday evening.

Yours truly, (119-113)
Exercise 80
1. 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 is very low, and we believe 
we have a fine chance to pay^ back the balance and make 
some extra money. Many of our friends are certain to come to 
the dance, and3 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 balance3 of what
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we owe, and make some extra money for ourselves. However, 
if we were not to make enough money® on the dance to pay 
for the expense, it would not he very funny.

We feel, though, that enough of our7 friends shall come 
to the dance to make up for the balance of what we owe you.

Tours sincerely, (158-166)
2. Gentlemen:

We are against using means like that of a dance to make 
a remittance on a business deal.1

As you said, it would be quite funny to receive enough 
money on a dance to make a remittance, and as a® 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 difficult to tell^ some other customer to nan a dance 
if he plans to pay us. You can be sure we would be up against® 
the same difficulty with every customer who found that his 
plans 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 if7 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.
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I bad been at the gold mine once before, but no one else bad
2ever been tbere even once, so that if you get a few lines 

from anyone else with reference to it, be will surely be 
greatly more3 surprised about tbe gold mine than I was.

The people who own the great gold mine guard the mine 
very^ carefully, and anyone who is working at the mine is 
responsible for every dollar’s worth he may take out.® Tbe 
gold tbat is taken out of the mine is balanced very carefully 
against tbe price put on it by6 tbe United States witb refer­
ence to its value. A very careful guard is placed around all 
shipments of gold,? and the men placed on guard are responsible 
for all the gold in their care. The gold is covered by8 
insurance, but even so there must be a guard for all shipments. 
The people who own a gold mine always9 try to keep the value 
of tbe gold balanced against the price put on it by the United 
States.

I would guess that1̂  these few lines with reference to 
the gold mine, the balanced price, and the shipments of gold 
have1-*- been about things you didn’t know till now.

Yours sincerely, (232-233)
Exercise 82
1. Mrs. Garry Church 

121 President Street 
New York, N. Y.
Dear Mrs. Church:
We wish to thank you for your kind remittance for the 

dress which you bought at our1 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 fall3 merchan­
dise, and we feel certain that you are planning to come and 
see our new merchandise at our fall4 opening. You should 
make a memorandum of the date of the fall opening, which will 
be on August 28, We3 know you will be kindly received by 
all our sales people.

It is our opinion that the fall opening, to which6 we 
have just referred, shall give you and your friends the best 
available merchandise at a price, which,7 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 your1 office last Saturday,

We were greatly surprised when the merchandise was 
delivered to us on Tuesday in^ a very poor state. Because 
the merchandise looked so poor, we found that we were unable 
to sell it3 even at a very low price. For that reason, we 
were obliged to return it to you. If you can furnish us4 
with the same or similar merchandise in a good state, we shall 
be glad to accept it.

Kindly let us know3 if you are going to furnish us with 
new merchandise, or a credit memorandum for the merchandise.

Yours6 respectfully, (123-116)
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Exercise 85

1 . Gentlemen:

We wish to call your attention to our new Division of 
Examination.

You must remember that1 we used to mention the fact 
that we should like to set up a national department or

pdivision of our business which would act as a division for 
the examination of property. The division would call the5 
attention of the owner to any difference in the price or 
value of the property between the city examination^ and our 
own examination.

We know that our national Division of Examination can 
call the attention5 of the owner of property to any large 
difference in the value placed upon property for collection 
by® any city, and the value placed upon the same property 
by us.

7It would not be necessary 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 would® give all our attention 
to your property, and on the basis of our examination we 
would mention to you® what we think is the true basis of 
value that should be placed upon your property before the 
collection10 of any money by the city. You could, in fact,
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mention our examination to the city as the basis^ for hav­
ing a new city examination before any collection of money is

/
taken by the city.

I QWe hope you will & use the new service which we have 
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 weeks-*- to my summer 
vacation.

I am sure that my work at the train 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 awayS from the station, I am sure that I .stated the 
reason for my action in 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 begin5 my college education.

As I stated, I wish to begin my college education this
gsummer so that I mgy in time make application for a better 

job in your business. I feel that I can take charge of work
7which is different from that which I am doing at the station, 

but I mast have a college education to do it.® For this 
reason, I should like to begin my college education during 
my summer vacation.

I hope that you® will take action on my application for 
two weeks additional vacation.

Yours respectfully, (197-192)
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E xercise 84

1. Gentlemen:
My position as president of our organization does not 

give me the right to answer your1 proposition without making 
it public.

You should know that I am in a situation, as president 
of the organization, ̂  in which I may not use my position 
unless I make all information and every proposition public.3

Since you, in accordance with your position in the deal, 
do not want me to make the information public,^ I can do 
nothing about the situation except to stop the deal.

All information about the proposition® must be given to 
each owner of stock in the business organization, and, since 
in your situation you do not wish me to make the information 
public, the only position I can take is that we cannot go on? 
with the proposition.

Yours truly, (146-133)
2• Dear Sir:

We received yesterday your answer to our proposition, 
and we feel that you have no reason to1 object to the proposi­
tion since we are ready to have you publish it.

We believe that the owner of any^ stock in your organiza­
tion would not object to the proposition which you returned 
to us yesterday,® 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,® he would not only 
have no objection, but he would be most ready to organize a
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new business on the terms6 set up.
There should be no objection to the organization of a 

new business, especially if the entire7 situation is known 
to the public and all the information is published. We 
feel that you would be doing® your organization a favor if 
you were to organize a new business, and there will certainly 
be no® objection at all 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 for̂ - publication. However, 
to my satisfaction, you have said 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.®

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 that6 a public investigation of the terms 
you are ready to have published shall give us all the necessary® 
information before the new business is organized.

I feel great satisfaction in having all the information7 
published, since publication means investigation by each 
owner before the new business is organized.® If anything is 
objected to by an owner of stock, at least we have the satis­
faction of making the® objection public.

I trust that you will again write to me enclosing all
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the terms and information in your10 proposition.
Sincerely yours, (205-182)

Exercise 86
1. First National Bank 

265 Front Street 
New York, N. Y.
Gentlemen:
I should like you to make an examination of my account, 

and give me any information in regard1 to it which is necessary 
before I go into a business proposition,

pIf possible, I should like you to make a division of the 
account into the amount going out each month, and the collec­
tion of money you make5 each month. Also, I should like you 
to mention something about the present business situation 
with.4 regard to how the national situation would influence 
business. In addition, I should like to know5 your position 
with regard to an application for money on the basis of a 
fine business proposition.

May I5 ask you to write to me about the above items 
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 business1 proposition to which you 
referred in the note which we received from you yesterday.

It is our own2 feeling, however, that you have enough 
money in your bank account to look about for any good 
business^ situation, especially if you are very careful of
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the kind of business proposition you accept. We shall^ take 
great pleasure in making a careful examination of any business 
situation to which you refer us. Of® 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)

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



CHAPTER XIV

Exercise 87

1. Dear Mr* White:
In. answer to your inquiry about our farm equipment, 

we wish to state that it is impossible1 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 can3 purchase our equipment 
if it is impossible for us to deliver the equipment, or if 
it cannot be purchased^ in your city. We regret to state, 
in reply to your inquiry, that we find it impossible to 
deliver5 to your farm the equipment which you request, but 
we believe that you can purchase the equipment for5 your 
farm from White Pam Equipment, 210 Front Street, New York 
City*

We shall be happy to answer any^ 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 is1 in New York City, 
at the office of White Pam Equipment.

It is very important for me to have this^ improved
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equipment soon, and at a city near enough, to where I live 
so that I can see it before I buy it,® Since New York City 
is 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 new5 
improved equipment at the factory. According to your cata­
log, all prices you quote are on delivery to6 certain states.
I do not want you to quote prices according to delivery at 
any definite place, since I? believe I can have the equip­
ment delivered to me by a freight service right from your 
factory.

Please8 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
1. Gentlemen:

In my last note to you I requested the opportunity to 
see you about the requirements for any-*- 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 truly cared 
about^ the importance of making an improvement in the property, 
you would have given me the opportunity which8 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 having1̂ 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 
importance9 to you of building up the value of the property. 
I believe, also, that whether I get the job or not,̂ -9 the 
value 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 is well worth your while,® and if 
you feel you can use it to meet the requirements of your 
office, we are willing to give you a3 fine price for the 
equipment you now have. We shall then sell you our new 
equipment at the list price.^

While the particular equipment you now have may serve 
you well, you know very well that our new equipment® will 
give you even better service.

If you are willing to accept our offer, we shall be
gpleased to have you get in touch with us.

Yours truly, (129-129)
Exercise 89
1. Dear Mr. White:

We try in our hat business to accord you as much
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pleasure as we can by making up thê - kind of hat we think 
you will want to buy.

L

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. We® believe that our new light summer 
hat will help you keep in style, and, also, help to keep you 
in good® health. It can help you to keep in good health by 
making certain that your head is covered on a hot7 stammer day.

We know that style and health are important to you, and 
we believe our new summer hat can® assure you of both style 
and health. We hope to have the pleasure of waiting on you 
at our store.

Very2 truly yours, (183-1S1)
2. Gentlemen:

I shall be glad to hear from you about the new hair 
equipment which you have just purchased.1

The man with whom I used to deal had no hair machine, 
but now that I hear your hair equipment is2 so fine I shall 
be glad to try it. To whom do I write in your office if I 
wish to make an arrangement® to try the hair equipment here, 
in my home? I should like to try the new machine here in my 
home- 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 wish® 
to try the hair equipment here, at my home.

Yours very truly, (132-143)
Exercise 90
1. 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 must 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 should usually 
take a whole day to use our equipment, and she found that our 
use of the whole day for her gave7 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 satisfaction. If 
you wish® us to arrange for holding our equipment ready for 
a whole day, please call us. We shall be very happy10 to 
serve you.

Sincerely yours, (206-206)
2. Gentlemen:

I hope that you will be able to make a prompt adjustment 
on the equipment which I recently1 purchased from you*
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Perhaps the trouble I had with the equipment was due to 
the fact that it was new,^ or perhaps I do not know how to 
use it, but either way, I should like you to have a man call 
at my3 home to make a prompt adjustment* The adjustment 
must take place promptly because I am leaving here4 for the 
entire summer, and perhaps the entire fall, also. Thus, if 
you can have a man call promptly, I5 shall be able to leave 
my home with the equipment in proper adjustment.

Please be prompt to answer this6 note, and try to make 
an adjustment as promptly as possible.

Yours truly, (135-151)
Exercise 91
1. Gentlemen:

While I am anxious and willing to ship our goods by
the particular freight service which you^ represent, I still
wish to have a list of prices for any freight shipped to any

2freight station in the country.
My office requested this list of freight prices from 

you last week, so that our freight3 department could make an 
adjustment with regard to the charges you set up on each 
freight shipment. If4 we do not have this list of prices, 
we shall not be able to ship any goods by way of your par­
ticular5 service.

Perhaps you did not receive our note of last week, but 
we expect you to receive this one, and6 we should like you 
to answer promptly.

Yours very truly, (131-125)

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



227

2* Gentlemen:
We are sorry to have kept you waiting for the list of 

charges which we make for our freight1 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 service at prices as low as these. We® deliver from 
your office 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 anyone.5

If you have any other inquiry to make of us, we shall 
be glad to answer it. We hope we shall have the® opportunity 
to offer you our fine frei^it 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 to1 you to find out if 
you need any additional equipment 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* It6 seemed to us at the time that the 
first floor equipment in particular might need some addi­
tional work done4 on it*

We shall he quite willing to send a man over to your 
office to check on the requirements of5 the office, and to 
give you a list of those things which need attention* We 
can send with our representative6 a list of charges which we 
have made up for every job, from beginning to end* It 
seemed to us7 that the people with whom we deal would be 
glad to have a list of prices on all equipment which might8 
need attention.

If you are willing to have us send a man over to your 
office to look over your equipment, ̂ please answer this note 
as soon as possible*

Yours sincerely (192-194)
2* Gentlemen:

We are sending you a signed check for a thousand dollars

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



229

in payment of our bill of October-*- 16.
In addition to the signed check for a thousand dollars,

pwe 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 the3 list 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 the3 list 
which we are sending you, you will have to come to see us, 
and talk over everything about it. We6 want you to be sure 
to have an understanding of everything about the deal before 
you take the goods.^ When you understand all the requirements, 
and the thousand and one things which have to be done, you® 
will then be in a position to decide if you wish to buy the 
items.

We hope we have given you an® understanding of what may 
need to be done about the list of items which we are sending 
you under separate-*-® cover. We shall ask you to return to us 
a signed receipt for this list, and some notice as to whether 
or̂ "*- not you will come to see us about the items on the list.

Yours truly, (233-232)
Exercise 95
1. Dear Sir:

I shall be glad to have you come to my office next 
Wednesday at three o'clock to speak to me-*- about a possible 
position in my school. I have received word from the Board 
of Education that they2 have mailed you a card with respect 
to the examination for high school teacher of history which
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was given** to you lay the Board of Education.
The note from the Board of Education stated that the 

card which they^ 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 
Education that you have passed the examination,® and if you 
have on hand the card which they sent to you, I shall be 
glad to have you come to my7 office on Wednesday to speak 
to me about a 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 shall8 have to offer the school position to 
some one else.

Very truly yours, (193-1S6)
2. Dear Mrs. White:

We have heard from the school that they find it very 
hard to handle your child.

The'*’ school did not mention whether or not it was due
2to the fact that your child is too old for the school, but 

we think it would not be so hard to handle your child, if 
he were put in a different school with3 children of his own 
age. .

There is a school in your county about which we have 
heard a great many kind words,^ and it may be that if you 
mailed a note to that school you would find that they could 
handle your child® with little or no trouble. You,too, may 
have heard some kind words about the school. Its name is® 
the "County School for Children," and from all we have heard,
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7they 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 ttCounty8 School" about the age of your 
child, you would find that he is not too old 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,1° (201-210)
Exercise 94
1. Gentlemen:

The best receiving department in the world does not 
work well when the men in it are tired.^ We don’t expect to 
tell you that we can make your receiving 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 
handling8 goods without making them too tired to work well.

All the work required if you wish to get the standard^ 
purchase filled promptly, may be done by handling the goods 
only once; that is, if you wish to have8 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 equipment required to follow 
through7 with the arrangement. Once the standard equipment

Qrequired for the receiving room is set up, every purchase0 
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 about our arrangement for a

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



232

receiving-1-0 room, and the equipment to go with it, Just fill 
in the enclosed card, and a catalog will be mailed-*-! 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, we*®- took immediate 
action on your kind offer of a catalog*

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 receiving® room service, we would 
like to put that knowledge and equipment into Immediate 
action. We have always^ felt that if the arrangement of 
each department in our store were carried through in the 
proper way,® 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,7 and we believe it is due 
to the fact that we have always felt the sales end of our 
business to be more® important than the receiving end of it. 
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 is10 the thing we 
must do.

We shall be glad to write to you if we need any addi­
tional service from your!! office.

Very truly yours, (225-208)
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E xercise 95

1* Gentlemen:

We received your note dated August 25, yesterday, and 
we wish to report that we have had̂ - hardly any time at all 
to make up the part of the machine which you need*

You will notice from our report® 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,^ and we should be able to report on any result in a 
short time. You must know that in addition to the5 part we 
must make for you, we have many other parts of equipment to 
make up. We hardly have time, on6 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 day 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 very-10 truly, (202-211)
2. Dear Sir:

We have just started building the sort of home we know 
any married man will want to have. We'*’ feel that every 
married man must want a home with a lovely view, and a fine 
yard for play and rest.

The® property for the home we have started building 
will face toward the water, with a yard at the back, away®
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from the water* You may have already heard reports about 
how lovely the property itself is, but reports^ you have 
heard cannot tell you how beautiful the sort of building

Cwe have started on isj you must see1' it for yourself*
The yard at the back of the house is a fine place for 

children to play, and a lovely6 place for the other people 
in the house to rest* When you have seen the beautiful 
house and yard, you? will know why we received a certificate 
for fine building from the city last year*

You must have heard® the reports about the certificate 
which the city gave for the best building of the year. We 
are happy® to say that we were given that certificate for a 
house of the same sort as the one we want you to see*̂ -° We 
are certain that any married man can make his family happy 
just by taking them to see the h o u s e w e  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 the^ boys, and the way in 
which they have been schooled in the proper things to do*

We believe the fine spirit® 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 
the^ equipment or to use a machine* They are schooled in 
the handling of every piece of equipment, so that at® the 
end of a year each boy can work every machine in the school*
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We are certain that it is the fact® that all the hoys must 
use their hands, and get to know how to use every machine, 
which makes for the? fine spirit of the school.

We shall take pleasure in having you come down with your 
hoy to see the school,® 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,^ which stated that you 
did not wish to purchase another item from us.

We wish to go further into this2 matter, so that we may 
know the reason for your letter, and for your statement that 
you would not buy® another thing from us. We believe that 
after we do go further into the matter, and find out exactly 
what^ was wrong with the goods we delivered to you, we shall 
be able to make a satisfactory adjustment with5 you.

We are sure that if you send us another letter with a 
statement of what you wish us to do, we5 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 we® 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
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you that it will be a pleasure for-1’ us to send a card to your 
mother, father and sister.

A separate card for each member of the family,6 according 
to your order, will be delivered at your house no later than 
February 23. We think we have in each case just the right 
card for your mother, father and sister, but if you wish to 
see each card, you- should come into the store later in the 
day.

We hope that this order will be satisfactory to your 
mother, father and sister. We shall be happy to fill any 
other order you may have at a later date.6

Respectfully yours, (123-125)
3. Gentlemen:

I have received several letters from you about a matter 
of two orders which I did not deliver.^-

I regret to say that it was impossible for me to deliver
othe orders because of several matters whichr came up during 

the month. The two letters which you sent me were dated 
April 1, and April 3, and in6 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,6 how­
ever, and since at the time I was very busy with other matters, 
I did not answer you at once. It is6 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 make6 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
1. My dear Sir:

We wonder if you know that you must take a special in­
terest in the handling of your car,1 now that the cold winter 
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 wonderful 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

Qfor us, and it is to our interest to keep as busy as possible,
even if we must offer equipment at cost prices.

7It 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.

Yours9 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 'brought'*' 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 always® 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 interested5 to know 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 early^ in 
December than late in December so that I should be pleased to
hear from you in the immediate 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 picture than we ex­
pected when we first® ordered it, but now that we have it, 
we think you will be very well pleased with it.

If you wish us to deliver the picture to you, call us 
at any time during the day, and it will take us no longer 
than an hour4 to bring the picture to your home. You 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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necessary to deliver this wonderfully fine picture to your 
home.

Yours truly, (132-131)
2. Dear Mrs. Blue:

We wonder if you would like to meet the writer of the 
fine new book called, Building^ 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

gevening. We have only two thousand copies of Building 
Character in stock and, therefore, if you wish a copy signed 
by the^writer, 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.

We want to® be sure that you will be able to come to 
our store to get a copy of Building Character signed by the7 
writer. We are, therefore,, enclosing a little note which 
will help you to remember the date and the® time.

Yours very truly, (165-159)
Exercise 99
1. Gentlemen:

We under stand that you are interested in some of the 
wonderful new equipment which we have"** 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 hope® 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 be^ interested to know exactly what sort of 

children you expect to have at your school. Also, I should
glike a copy of the course of study which you will use as 

the basis for the school work. If there is any® 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 this letter, I have a young child, 
four years of age, and I am, therefore,® interested in any 
report on a good school to which I might send my child. If

gI am given a satisfactory report on your school, I shall be 
happy to send my child there.

I hope to receive a letter from you^ within a short time, 
since I am anxious to send my young boy to school In the near 
future•

Very truly® yours, (161-165)
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Exercise 100
1. Gentlemen:

A committee lias been organized in connection with the 
need to put the company into complete^- working condition.

As you know, the condition of the company has been 
very bad, and we consider any2 committee concerning itself 
in connection with making the condition of the company bet­
ter as having a3 difficult job. We should like to know, 
therefore, if you are in a position to consider some diffi­
cult4 committee work concerning the effort to get the company 
into complete working condition again.

If you3 are Interested in any work concerning the complete 
working condition of the company, and if you wish6 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 of^“ the better conditions we can 
get from another company, we think you will have to give us 
a considerable2 increase in price.

The contract which we had with you for our common stock 
does not continue3 this year unless we again sign it, and we 
shall under no consideration sign it unless you offer us a4
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considerable price increase and much better contract conditions.
We sball be glad to continue under the5 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 your^ company with regard to the 
conditions we have set up within the next few days.

Yours very truly, (159-143)
Exercise 101
1. Dear Sir:

I can in no circumstance give commercial instruction in 
a game while I play the game at school.^ I shall be willing 
to give commercial instruction in the game after this June, 
but I can, under*' no circumstance, give instructions for which 
I am paid commercially, while I am at college.

I think3 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

gschool for instruction.
If the circumstance is such that I feel I am able to

7write to you and give you further advice on the game, I 
will do so. If not, I am sure that there are some places 
which teach the game commercially,8 and where you will get 
instructions on how to play it.

I hope this letter to you has been instructive,® 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 hack of the item 

you bought from us to signify the'*' owner in case the item 
is lost*

If we inscribe your name on the purchase, there will 
be no extra charge^ for the inscription. We think it is 
significant to note that not one company in the city except 
ourselves3 will inscribe a 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 inscribed3 on the item, there will be 
a significant increase in the value of the article. The

ginscription will 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

Qyou to deal with us at all times. Your name is inscribed 
in our file as that of a good customer; we hope our name is 
inscribed^0 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
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your home on Saturday morning* A1 great many people have 
signified their wish of coming to the morning meeting, and 
we are hoping that it2 will be interesting for all of them#

We understand you are giving a talk on the policy of 
the company, and it may be that your talk is responsible for 
a great many people coming to the morning meeting. We4 are 
giving out notes to all our friends about the interesting 
meeting, and wo 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 will6 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 items which you have been shipping^- to us* We expect to 
get a check from you covering all the goods we are returning, 
and a letter replying^ 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
tion.4 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 trying to point out any 
shipping difficulty. Therefore, we must ask you for a 
check covering the goods we are7 returning to you*

We expect to have a letter from you replying to us

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



245

within the next few days.
Yours® sincerely, (162-159)

Exercise 105
1. 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 school.2 However, we are especially sure that the 
letters you have been getting are not from people who are3 
running a correspondence school for the purpose of teaching 
a true college course*

Since we have beerî  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 you^ have no time, we are sure you will be 
among those who are thanking us for our correspondence course.® 
If you have been thinking of taking such a course, Just write 
to us for further information*

Yours9 respectfully, (183-159)
2. Gentlemen:

I am particularly interested in having you forward to 
me a catalog about your regular college1 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 a 
particularly 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 it*

Probably your school can also forward a particularly 
good® 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.

I7 should like to have the sample copy of a commercial 
course forwarded to me within the near future.®

Tours very truly, (163-148)
Exercise 104
1. Gentlemen:

We have received an advertising contract from the govern­
ment, but we do not have a sufficient**- supply of stock to 
meet the government advertising contract.

We feel that we have the probable^ prospect of receiving 
even more advertising from the government, but we must have 
a sufficient supply of3 items to do a good job. Since the 
prospect for further advertising work for the government is 
so^ fine, we feel that we should advertise for an additional 
supply of stock. If we do advertise, it is 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 shall7 continue to advertise for some time, 
since we need a sufficient supply of items in order to go on
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with® our work.
Pleas© quote us your best price for a regular advertise­

ment by return mail.
Yours very truly? (180-158)

2. Gentlemen:
You bave advertised in our paper before, and you know 

that we govern our prices on the basis1 of the size of the 
advertisement•

We cannot, therefore, give you a definite price, although 
the® probability is that you are interested in a sufficiently 
large advertisement to get some attention. In the® past you 
have advertised for individual days only. Since we also 
govern our prices on the number of^ days an advertisement is 
to appear, the probability is that your new advertisement 
will be given a® different rate, if it will appear for a 
sufficiently large number of days, from the rate if it were 
to appear® for an individual day only.

Because you have advertised with us before, you must 
know that we govern^ our prices on the basis 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 sufficiently large 
number of days to take10 advantage of the special rate.

We expect to receive the contract from you within a 
very short time.

Yours11 truly, (221-199)
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5* Gentlemen:
We know that your prices for an advertisement are 

governed by certain general conditions, but1 we feel that 
you must take some cases individually, whatever the general 
conditions may be. Therefore,® whenever you receive an 
advertisement for goods to fill a government contract, you 
must be governed® by the case individually, and give a 
special rate whenever that rate is necessary.

We do not have sA sufficiency of goods for our govern­
ment contract. We must advertise, therefore, for whatever 
goods5 we can get, and whenever we get a sufficiency of goods 
we shall stop advertising. Thus, we cannot5 sign a contract 
for an individual advertisement or for whatever number of 
days you wish, and yet we wish7 to take advantage of your 
special rate. We feel that our case is individually different 
from any other® you may have, and that your price to us must 
be governed by the fact that we are advertising to get a® 
sufficiency of goods to fill a government contract.

We hope you will take our case into individual1® 
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 delivered1 to New York City.

If you are thinking of using a freight service to 
deliver your goods, we know you® will want to take advantage 
of our special shipping contract. We have been running a
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freight service5 for many years, and we are certain that we 
have given complete satisfaction Tinder all conditions to 
every^ customer we have had*

We shall he only too happy to continue our fine service 
by shipping your goods,5 and we can assure you that our price 
on the contract we have forwarded to you gives you a consider­
able5 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 be^ willing to sign the 
contract which I received from you yesterday morning.

I have been trying a different2 freight company for 
the past few months, but I have not been given complete 
satisfaction. I am hoping5 that your service is particularly 
good because I have a large number of items which I must 
forward^ by way of freight shipment to New York City. If 
your service is good, and can continue to be good, I5 am 
sure we can meet on a common ground for a definite rate on 
the goods I wish to ship. You must remember,5 however, that 
whatever you ship must be received in good condition.

I shall expect to hear from you? by return mail.
Very truly yours, (146-139)
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Exercise 106
1. Gentlemen:

We realize and appreciate the difficulty your asso­
ciation has been having in getting thê - cooperation of the 
bank in making a deal for a new building#

We shall try to give your association our8 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 appreciate our difficulty in getting enough money 
to give you^ real cooperation# We think we should be able

Eto give your association real cooperation by February, at 
the earliest# We appreciate the fact that you must have the 
money at the earliest possible time,® but you can realize 
the very real difficulty we have in taking money out of a 
going business for such*7 a purpose as yours#

We shall get in touch with your association again when 
we feel there is more8 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, 3- and that you would be 
willing to give us material cooperation following an increase 
in your business #8
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You really have no idea of how difficult an experience 
it is for an association to get money for its own^ building* 
Many people have been saying that they appreciated our music, 
and that they would be4 willing to give us any real and 
material cooperation except money. Many people are saying 
that we should get the money from a bank* You have had the 
experience of getting money for your own business, and you 
know that a bank has no idea of giving up money so that a 
music association may buy its own building.*7 For that reason, 
we have appreciated your note saying that you will give us 
material help at the® earliest possible moment. We are sure 
that our association will experience a really great increase 
of® interest on the part of many people if you begin to give 
us your cooperation within the following year.-1-0

May we say again that you have no idea of how much we 
appreciated your really fine offer of cooperation.^

Yours very truly, (225-205)
Exercise 107
1. My dear Sir:

We have received various questions during a period 
covering the last two months with regard^- to the convenience 
of our new equipment.

Many of the questions were about our new catalog, and 
th^manner in which it is showing the real convenience of 
our equipment. There can be no question that the period of 
real convenience for a car is now here, and the various 
questions we have received are all4 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 
showing® in October, we are ready to point out the various 
plans we have used to bring about this really new7 period 
in car equipment.

If you are at all interested in the new car showing in 
October, we know you® 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 we1 purchased from you 
twenty weeks ago.

We believe we have mentioned to you in a past letter 
that when we2 had finished the last payment on these goods

•2we would be in a financial position to pay for a new finishr 
in ota* store. Therefore, in accordance with the statement 
which we must have mentioned to you^ before, we wish to make 
a financial proposition with regard to getting the merchan­
dise for a new finish to® our store. Since'-we have finished 
the last payment on all the merchandise we have purchased 
from you® 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 payment® within twenty weeks, and
we are certain we will have finished payment within that
period.
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We are herewith® enclosing a blank contract for mer­
chandise to be given to us with the understanding that pay­
ment^ will be made within twenty weeks* We hope you will 
accept this contract and forward the goods to us.11

Respectfully yours, (223-207)
Exercise 108 
1. Gentlemen:

I understand that the university gives a special course 
in English, and since I wish to practice1 English, I should 
like to take the special course at the university.

It is my feeling that the® study of English is 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
versity^ 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 if 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 take^ instruction and have work to be practiced over and 
over again.

I should like to receive a university® 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 able3- 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 
your mortgaged property.

I should like you to forward a letter which.3 will give 
me the information 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 prospect6 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 have7 neglected taking the property away from you in 
the past because I felt that you would be able to make2 full 
payment on the mortgage, but if you continue the practice of

Qlate payment, I shall have to take the property away.
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 have1 a bad year, the exchange 
of cars may really cost us money rather than make us money.
We believe 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 a 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 the6 
business. This has left us no money to pay the interest on
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Cour mortgaged property, and has put us in danger of having 
you take away our home* We are sure that your familiarity 
with business conditions,^ especially in the exchanged car 
business, will make you appreciate our situation* Since you 
are familiar® with the financial difficulty this year concern-

ging exchanged cars, we feel that you should give us until 
some future date to pay the interest on the mortgage* Your 
familiarity with our family and with^° our way of doing busi­
ness makes us certain that you will trust us*

We hope that this letter will give1-1- you all the informa­
tion for which you asked.

Very truly yours, (233-214)
Exercise 109 
1* Gentlemen:

We shall appreciate 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, and2 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
ing^ 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 give 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 special'*' 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, and3 we hope 
to have a large number of people present. We are sure that 
the meeting will be both interesting^ and instructive.

If you wish to come to the university next Thursday 
evening, you will have to present3 the enclosed card to the
person in charge. We hope to see you at our question-and-

£answer period.0
Yours very truly, (123-115)
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Exercise 110
1. Gentlemen:

Since we have bought a farm it has become too incon­
venient for us to buy in the city, We-1- know 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. We know that we are twenty^ 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 living® out here for a full year. There is a small 
inconvenience in going to the city, and it is inconvenient? 
to buy, but, nevertheless, we have become attached to this 
kind of life.

If you wish us to deal with you,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 every-1- purchase of yours if
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we were to try to deliver to you.
You must distinguish between our wish to serve2 you, 

and the financial cost of the service to us. Our delivery 
service is becoming more and more difficult3 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 
every customer,5 especially if we face a loss of income. 
Therefore, we shall not be able to deliver to any inconven­
iently3 placed home in the future. We are sure that you 
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 is out of the way may cause us® to face 
a loss of income. Since business is becoming more and more 
difficult, we must distinguish*^ between a customer who is 
too far away to get delivery service, and one to whom we 
can give all our^^ distinguished service.

Yours very truly, (227-213)
Exercise 111 
1. Gentlemen:

We recently received a check from you for two hundred 
dollars. We are sure that you must-*- have made an error on 
your books, because the amount of money which you owe us on 
account is two2 thousand dollars, and not two hundred dollars.

We realize that you will welcome this notice because we 
are3 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 in error on the check we 
last sent to you, and we are sorry if-*- we have given you 
any inconvenience.

We usually have the bank department check back against 
our books on2 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 eighteen 
hundred 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
1. My dear Sir:

The general manager of our factory has this morning 
requested me to ask you to give an-*- opportunity to a small 
party of our men to look over your factory. If you can 
possibly arrange to receive2 this party of men, we shall 
be greatly pleased.

The best morning for a visit, from our point of view,^ 
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 arrangement® of equipment in your plant.

Both the men and I shall greatly appreciate a chance to 
visit your factory.6 I need hardly add that you may arrange 
for a return visit to our building at any time you please 

I expect to hear from you before Friday morning as to 
whether or not the men may visit your factory.®

Yours truly, (162-157)
2. Gentlemen:

I wish to make application for the position of secretary 
in answer to the advertisement’®’ 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,® 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-Shortband Vocabulary List 
The following vocabulary list contains 1132 words. All 

words except those which 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
venience 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
cates the frequency of occurrence of the word in the text­
book. It may be noted here that the textbook contains a 
total of 38541 running words.
a 4-936 
able 11-50 
about 10-65 'v*
above 12-6 
absolutely lO-liy* 
accept 10-11 
*accord 14-3 
accordance 11-5 
according 14-5 „ 
account 12-22 
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act 10-9 
action 13-7 
add 4-13 •,
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am 7-50 among 4-8 amount 12-9 an 4-88 and 6-563 another 15-5 answer 8-34 answering 8-8 anxious 8-15 any 5-157 aanyone 12-6 anything 9-11 anyway 5-7 .appear 6-13 application 13-6 apply 11-4 appreciate 17-6 appreciated 17-4 approval 11-5 
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*1 
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cars 8-14 
case 8-16 
cases 9-10 _j 
casli 4-36 
catalog 10-28 
cause 8-11 
certain 10-30 
certainly 10-12 

■^-certificate 15-3 
clisaice 12-6 
change 3-38 
character 15-5 
charge 6-60 
charged 10-2 
charges 8-14 
check 3-98 
child 15-10 
children 12-8 
church 11-9 

^circumstance 16-3 
city 8-97 
claim 11-3 
class 11-10 
clear 11-3 
close 11-7 
club 11-3 
cold 11-3 
collection 13-5 
college 11-24 
come 3-91 
comes 8-5 
coming 16-5 

•^commercial 16-8 
•^commercially 16-3 
committee 16-4 
common 16-4 
company 16-12 
complete 16-7 
concerning 16-5 
condition 16-7 
conditions 16-8 
connection 16-4 
consider 16-3 
considerable 16-4 
consideration 16-5 
continue 16-7 
contract 16-20 
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customer 8-65 
cut 10-9
dance 12-12 
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down 12-11
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from 11-89 front 12-7 full 10-24 
fully 10-5 fun 12-6 funny 12-3 fur 6-7 furnish 12-6 
further 15-8 future 15-10
game 3-101 gave 12-7 general 12-6 ^generally 12-2 ♦gentleman 12-3 gentlemen 12-51 get 4-190 getting 16-9 girl 11-2 girls 11-4 
give 3-146 given 3-75 gives 8-16 giving 16-5 
glad 11-27 go 5-79 goes 8-3 going 5-53 ♦gold 12-12 gone 12-6 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
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
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V/ haven’t 12-5having 5-30 v^he 7-115 /head 7-20 <s\health 14-3hear 14-12
■ L

heard 15-8heart 14-2 -S
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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
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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
lady 5-12 
land 12-4 

♦language 9-3 
large 6-33 

♦largely 11-4 
♦larger 11-3
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♦largest 9-7 &
last 9-65 
late 10-16 /r
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 15-3 
♦liberty 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 
mail 3-92 
mailed 15-5 
make 3-151 
makes 8-13 „
making 5-43 
man 12-16 ‘r*
manager 11-7 
manner 11-7 'rt-'
many 5-58 
March 6-13
market 10-5 .
married 15-3
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material 17-6 <-matter 15-7 matters 15-3 may 3-186 May 3-27 maybe 3-20 me 7-84 
mean 12-5 means 12-4 meet 10-14 meeting 16-8 ♦member 11-3 members 11-2 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 8-14 mind 12-5 <
mine 12-41 minutes 10-3 miss 8-4 Miss 8-12 
moment 12-5 Monday 4-17 
money 5-193 month 4-89 months 8-18 more 11-35 morning 16-12 ♦mortgage 17-4 ♦mortgaged i7-4 most 9-20 mother 15-3 Mr, 11-15 Mrs. 8-13 
much 9-29 music 8-21 must 9-72 my 7-84 myself 9-6
name 3-32 national 13-4 nature 15-3 near 11-10 nearly 11-4 necessary 9-16 need 15-6 ♦neglect 17-3 
♦neglected 17-3

,\

never 10-6 ♦nevertheless 18-4 new 7-125 news 8-13 next 9-34 nice 8-8 night 10-11 no 3-125 ♦nor 11-4 c♦northern 12-3 not 10-181 note 10-70 notes 10-12 nothing 9-8 notice 8-45 November 10-6 now 7-65 number 11-16 ♦numbered 11-2

I
vw.

\

sjr'-

♦object 13-2 ♦objected 13-3 ♦objection 13-5 
oblige 11-5 obliged 11-6 o’clock 11-11 October 11-7 of 4-807 off 4-21 offer 11-19 office 8-52 often 12-3 old 15-2 on 4-367 once 12-8 one 12-23 only 10-33 open 12-16 opening 12-5 opinion 12-7 
opportunity 14-10 or 6-106 order 15-5 ordered 15-3 orders 15-3 ♦organization 13-5 ♦organize 13-2 ♦organized 13-4 original 11-3 other 11-24 others 11-2 otherwise 11-3 ought 5-26 our 6-360 ourselves 9-10
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out 7-58 J A prices 11-18over 11-18 X ♦principal 11-7
*owe 5-26 i ♦principally 11-1 \*owing 9-5 ♦principle 11-1own 11-15 ♦probability 16-4 \sowner 11-13 ♦probable 16-3
pa 4-16

<_/ probably 16-3 XIVv* program 11-9package 4-50 > 7 prompt 14-3 V
page 1-48 /

> promptly 14-6
"\paid 1-76 proper 11-7

paper 11-5 X
V

property 11-47papers 11-4 X proposition 13-7 Vpart 15-8 ♦prospect 16-4 >
particular 14-8 'x public 13-10 \particularly 16-6 y ♦publication 13-3parts 15-3 vj. ♦publish 13-2 \party 6-30 S ♦published 13-5passed 9-6

s>
purchase 11-26past 9-21 purchased 11-13 /pay 1-179 \ purpose 11-7payment 12-28 X ? put 5-40

people 11-43
perhaps 14-5 \ question 17-7period 17-7 \ questions 17-4
person 11-8

\ls
quite 10-13

personal 11-10 quote 14-5 c—picture 15-5 1
piece 8-7 V ' rain 12-3
place 11-10 rate 10-21placed 11-15

c*
rather 15-4places 11-3 V reach 6-4

plan 12-3 s reached 10-7planning 12-4 % read 6-8
plans 12-5 c* reading 6-2

/ I splant 12-4 ready 6-48play 11-12 V real 17-6
pleasant 11-3 realize 17-5please 11-13 V really 17-9

Spleased 11-9 V reason 8-42
pleasure 11-12 ) receipt 8-11 Apoint 12-9 \a receive 8-24policy 9-29 received 10-36
poor 6-32

.vv
receiving 8-16position 13-12 recent 10-11 s ?possible 11-27 t ' recently 10-8

possibly 11-7 record 11-5
post 9-7 V records 11-4
power 7-9 red 6-2 s A

S
practice 17-4 V- refer 12-8

♦practiced 17-3 V- reference 12-5
present 11-10 V referred 12-6 6president 12-6 regard 11-18 s Tpretty 11-3 J'% \ regarding 11-5 O Aprice 11-59 1 regards 11-2
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regret 11-7 A \  
regular 16-5 
relative 12-3 
remain. 12-3 
Remark 11-3 ^
Remarkable 11-3 
Remarked 11-2 
remember 11-10 

Remembered 11-3 *\
remittance 12-5 
reply 11-8 
replying 16-3 
report 15-7 X\>
reports 15-3 
Represent 12-5 X \
Representative 12-3 
Represented 12-3 /'v
request 14-3 
requested 14-6 
required 15-5 
requirements 14-6 
Respect 10-7 
Respected 10-1 
Respectfully 11-18 
Responsible 12-3 
rest 9-8 
result 10-16 
return 12-13 
returned 12-4 
returning 16-4 
right 10-17 
road 6-31 
room 6-12 
run 12-5 
running 16-5

\

v -

said 8-19 
sale 8-33 
sales 8-14 
same 8-17 
sample 11-7 

•^satisfaction 13-8 
satisfactory 10-15 
Saturday 8-8 
save 8-36 
saw 4-21 
say 2-79 
saying 17-4 
says 9-2 
school 15-43 

•^schooled 15-3 
season 9-5 
second 12-3 
secretary 11-7 
secure 8-4

>
>

Y

A ?

X X

A

X

<r
<r\

%
w

&

see 5-110
seem 8-12 <rvseemed 15-3
seems 8-9 -r-arseen 8-9 «_>

rsell 8-44
send 15-12
sending 15-4 cs-w'sense 8-3
sent 10-41
separate 11-9
September 15-3 B1 ff *
serve 12-8
service 8-92
set 8-19 •fsettlement 12-5 1

-tseven 12-11 Soseveral 8-32
shall 2-299 Jshe 5-23 J.sheet 10-3 Aship 5-29

<shipment 12-13
shipments 12-3
shipped 10-6
shipping 16-6 Jshort 15-6 <
should 6-174

. show 2-95 A
/

showing 17-4
shown 12-5 J.sick 8-3 T

__•
side 8-4
sign 8-11 -V <5_S
signed 15-6 CLJ «,_

•^significance 16-3
^significant 16-2 
^signified 16-2 
^signify 16-1 
similar 8-13 
since 8-69 
sincerely 10-31 
sir 8-93 
sister 15-3 
situation 13-9 
six 8-14 
size 9-10 
sleep 8-3 
small 8-19 
so 2-114 
sold 8-18 
some 8-84 
something 9-7 
sometime 10-5 
sometimes 10-5

Y l

r s

\ V

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



270

soon 8-33 0 y % * teacher 11-5
sorry 8-9 teachers 11-2
sort 10-5 ✓ teaching 16-4

■^southern 12-3 t Etelegram 17-3
speak 8-7 * tell 11-11
special 8-29 X

\ ten 12-6
Especially 8-1 terms 11-15
spend 12-3 S' territory 10-12
spent 12-4 s than 12-26

Espirit 15-4 <N thank 6-12
spring 11-6

X r
thanking 16-3

stand 12-3 thanks 8-2
standard 15-5

V
that 10-409

start 15-3 pi- the 1-2416
started 15-4

4A
their 11-10

state 9-19 them 2-174
stated 10-14 •p-A

Ethemselves 9-2
statement 12-7 i then 12-8
states 9-8 4 there 11-30
station 13-7 j. therefore 15-15
stay 8-11 f. y these 8-31
still 9-15 ) they 2-364stock 9-62 thing 3-18
stop 9-9 things 8-39
store 9-142 think 2-195
story 9-10 V thinking 16-4
street 11-8

‘C
third 12-6

strong 11-11 thirty 11-6
study 9-21 •I this 8-143
style 9-14 those 8-25
subject 8-4 though 9-9

Esubjeeted 8-1 \ thought 10-15
success 9-10 aJ-O thousand 15-6
such 8-25 7° three 11-6

Esufficiency 16-3 ( j through 11-11
Esufficient 16-3 '

O ' Thursday 11-14
Esufficiently 16-3 ( j Ethus 8-16
suggest 9-8 till 11-3
suit 8-16

J
time 7-128

summer 11-19 \ times 8-21
Sunday 8-5 tired 15-3
supply 11-9 to 1-2066
suppose 8-6 % today 1-79
sure 11-45 J together 10-2
surely 11-7 y X told 12-6

Esurprise 11-3 tomorrow 6-20
surprised 11-6

.p
tonight 7-8

sweet 9-4 too 1-68
took 5-15

take 4-141 L_ total 11-4
taken 12-8 (. touch 2-26
taking 5-27 Lr»

a Etoward 12-4
talk 4-21 C town 12-9
talked 10-4 trade 12-5
teach 5-7

j
train 12-4
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tried 12-3 trip 11-19 trouble 11-11 true 11-9 truly 11-83 trust 11-6 trusting 11-2 *truth 11-2 try 11-20 trying 16-4 Tuesday 8-7 turn 12-4 turned 12-4 twenty 17-6 two 1-61
unable 11-8 under 15-8 understand 15- understanding university 17- unless 10-12 until 10-22 up 2-75 upon 12-6 us 2-296 use 8-9 used 9-18 using 8-8 usual 2-37 
^usually 2-23
vacation 13-6 tfalue 7-49 various 17-4 very 11-67 view 7-6 
visit 9-15
wait 10-8 waiting 10-11 walk 10-2 want 12-19 wanted 12-3 war 10-3 warm 10-8 was 2-144 waste 9-3 water 11-8 way 3-75 we 3-1470 weather 11-6 Wednesday 8-8 week 10-32 weeks 10-19 
^welcome 18-4
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t
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t
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well 14-8 (T went 12-2 were 10-53 A  what 7-43 whatever 16-4 <when 7-57 ^whenever 16-3 where 14-5 whether 14-9 which 1-315 while 14-7 white 14-6 who 1-73 whole 14-4 whom 14-6 #whose 6-8 why 7-23 wife 12-4 will 3-333 willing 14-12 win 12-3 winter 15-5 wire 10-7 wish 5-178 ^wished 10-13 wishes 8-3 with 7-181 within 12-21 without 10-21 woman 12-2 women 12-3 wonder 15-4 wonderful 15-4 ^wonderfully 15-3 won’t 12-4 word 15-4 words 15-3 
work 10-59 working 10-12 world 15-3 worth 10-12 would 7-120 write 10-31 writer 15-6 writing 10-10 written 10-5 wrong 6-3 wrote 10-7

*yard 15-4 year 6-45 years 8-14 yes 8-3yesterday 13-7 yet 10-9 you 7-1367
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young 9-6your 6-337 w  -vyours 8-175 yourself 8-12

Phrases Indicated by Short Forms 

v<rt
able to 11-48 according to 14-5 all right 9-2 as well as 9-3 pat all 11-6 'by all 11-2 do not 12-1 have been 12-30 in our 11-4 <=̂#New York 9-25 <tthey are 11-6 'to be 5-64 *United States 9-5 

^United States of America 9-3

6°

NEW YORK UNIVERSITY 
SCHOOL OF EDUCATION 
• LIBRARY •
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