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EXPLANATION TO USERS OF
THIS BOOKLET

. This bocklet contains the transcript to the shorthand materjal
th the Reading and Writing Practice exercices of Gregg Shori-
kand Manwuy! Simplified, Second Edition, The namber preceding
each exercise corresponds to the shorthand exercise number in the
text, Grege Skorikand Manuol Simpiified, Second Edition. This
transcript will serve two desirable purposes:

1. It will enable the student to look up the word or phrase
represented by any outline about which he is in doult. He will
. thus be able to cover the Reading and Writing Practice exescises
more quickly and with a mininwrm of discouragement.

2. Because the key material is counted, the student will he
able fo obtain extra dictation practice outside of class.

THE PriLisiens

EEY TO SHORTHAND

{The materlal is counted in groups of 20 standard words or
28 syllables for convenience in timing 1be reading or dictation,)

CHAPTER 1
Leicon 3
23, Reading Dractice

1. LIz drove Lhe car at 30 miles
ano hewr. The car can go at least
£0 miles an howr.

2. Dale will accept a post ind
Ttaly. He will live in Rome,

J. He bad xz bed Gre at home

4. e made a low grede in his-
tory. He may not pazs® the course,

5. Qur whole sales ataR il
meet here in Bfay,

¢, If I can caneel my trip, 1
will teach the history class.

7. He maved me 3 Ane tie, I
gave him three shirts.

f. Bam had a flat tire. e can-
not drive the eor.

. If it spows, she will cancel
thet meating.

I4. He read Lhe magazine in An
bheur, I eannot read so fagh, I am
a slow reader.

11. She will legve the fiem,F Sha
hax served as my 2ecretary Lines
1940, T will miss her.

12. My red jacket will not Bt
hiny.® Will it it Harcy?

13. I cannot accept the camers
as a wift. I will buy it. (135)

Leison 4

26, Dear Tom: There is a
slight chanve T can ship on or be-
fore March 13 the Alode]l 6 desks,
which are made 1o our Fall' Biver
factory.

Having thezs desks ready gn or
before March 18 will not ba an
ensy pask as I Jazt2 rheee of my
gtaff, I could have had the desks
riady by March § if these people
bad stayed on the job. ITarry (58]

27. Miss Taul: On May 15
Helen Dotter will peach Lhe age
ol sixty-five. She will rehire 23
dean of girls. She tells1 me she
Is asalling for Franes on  the
“Paris,” whick leaves on the eye-
ning of hfay 30,

It would be nice i the stalf?
could pive her a sooatl zilt before
ahe ealls. Shall I arrange for the
pift? Alice Collina [55)

28. Dear John: On May 5 L
shall put Tary Stope in the
opening a3 cashier in our Akron
hotal, I cannoti aupply his home
address, Lut I shall get it in a day
or 0, Bob (33)

29. Diear Dan: I am sorry I
cannot go fishing on Bfarch 10.
I am leaving for the Hast Coast,

1



but I shell be backt [or gur May
hishing trip, George (24}

Lesgon §

33. Pear Fred: By sister zaye
sha 2aw a natice in the papers by
Cox's slore aaying prices on fine
glaszzy arel poing to be slashed.
The sale on these fing ghasses will
fake place on March 12, As I shall
be In the city on Blarch? 2, I plan
ko vislt Cex's 1o buy a supply of
thegs plasses for My own home,

Would these glisses make a
good? Birthday gilt for Bary? If
5, I will ask Cox's to ship her &
supply. Med (74}

34. Dear Max: I am sommy to
zay I shall migs Lhe meeling of 1he
tax people [n Phoenix on May 10.
On May I0L T shall have to see
John Fex to plan for the eaze of
Fex wersus Dix, which will be
trigd on May 15,

As Jehn Tox® I3 cancaling a
meetlng of his own to be in
Fhotnix to 2ze nic on May 10, it
would not he Fair (or me3 to
chanpe the day.

May I have my sccretary fake
ootes of Lhe meetinge for me?
David {76)

35, Dear Lee: Can Mary sup-
ply ¢ wilh the home addresses
of the people T am Hsting on Lhe
alrached sheet? Thesel people are
cullefe Teéachers on the stafis of tha
colleges in the East.

I need the addressea by May 8.
Harry? {40)

34. Dear Ethel: I plan ta have
the dancing classes meet ot my

z

home starting May 10. I ghall fix
the hour of the day! later.

Male a note to be here on May
10 for a dancing lezaon, Mary (34)

17, Dear Jane: My sister by
leaving Lba Smith fax people. She
is getting a better job at a fns
salary, Wouldl Mary care to Gl
the vaeancy left by my sister?
Helen {22)

Lesron o

4. Recall Chart

L Amn, ams, arming, ovm,
WA, OWNS,

£, Change, changes, changing,
heat, heats, heator,

2. Bhow,  shows,  shawing,
showed, thin, vhinner.

<. Throw, throws, throwiog,
lock, lacks, tocked.

4. Cause, causes, cawsed, bax,
gaxes, taxed,

¢. Can, golng, hours, willing,
[n-not, am-mare.

7. Arit, would, a-an, the, I, he,

&, Lutting, being, but, (or, hav-
ing, shipping.

2. Which, covld, of, srith, is-his,
their-thers,

I?. Ile can, be will, he may, L
am, I could, T have.

11, In the, in our, in these, of
the, of our, of Lheir.

IZ. Will be, would b, could ba,
> be, to put, to have,

13, For me, for my, for the
with our, with the, with which.

I4. Theie is, It is, bere is, he Ly,
he Is nof, he Is the.

45. Bfisa ITarris: The baszeball
coach tells mie our team is Eoing
ko play it; final pame of the gea-
son in Dallas onl 3fay 9. fs the
game will start at four, the team
will leave here By ear 3 little be-
fare thres, Therefore, the pliyvers®
may leave their Nnal classes a Hitle
before three. The tearn will meet
in ihe mym, Fex Small {57)

46. Deer Fred: My privite sec-
retary, Miss Dix, is leaving in the
fall to be married; Lut she says
ghe will stay with! me UL I can
fill her job. Ry stafi, as weall as I,
will ba sorry fo see her po. She
i# 3 fine, sincere gicl =

Iz Mliss Mareis ready for Lhe
[ob as my private secretary? Paul
Fox (54]

47. Dear Ted: I am making
plans to be at the signing of the
leaze for Lhe Daviz premlzes on
East Main,

I shall take the Lmin leaving
Akron at 11:45 in the evening of
2farch 10, arriving io Lynn thed
following evening at 6:00,

Meet me at the brain. James
(49)

48. Dear Neighbor: On May
15 I am opening the eade Dircss
Shop at 16 East Broad. I will be
in Lhe charge ofl my zister, Mary.

Visit the shop en ocur opeoing
day. Helen Meade {33)

CHAPTER 2
L'.me 7
52, Mr. Yoz Your expaense shesk

for March rezched my desk om
May 4,

Aa you must realize, your ex-
penses For Mlarch wersd excessive,
Your expenses wers so high that
I hesitate b pass your expénse
sheek ¢n by the Chief.

Conld you have? made an ercer
in preparing your expense sheet
that rpight explain your extra £x-
pensas far March?

I will oot give? your expense
sheet to the Chiel il you write
me. E. H., Mason (V1)

53 AMr. Gales: I am planning
to take off the market our hModel
G easy chairs. Az you know, Lhese
easy chaire were? placed on o
hibit in our stores a year ago.
I thought that these casy chaim
would =&l well, but our storea
have had to? kake in excestive
losx i them, John Green {47)

§4. Dear Sir: A fo0od appcars
anee s a real asser in your job.
You can have a good Appoarance
if you buy your clothes! at Har-
ris's Clothing Stors. Our clothes
are smart bub nob expensive,

Harris's Clothing Store (s open
§ill eight each® eveninpg. If you
dasire, you may chanre Lhe clothes
vou buy. Yours tmuly, (32}

55. Decar Sir: Are you going 1o
exhibit your dresses at the exciting
style showe at wbe Hotel Stevens
on Blayl 10 ko 157

A year apo bere were ffty
atores axhibiting at the atyle show
in the Hotel Smith. I am2 hoping
that thera will be even more at the
Stevens, Yours truly, (52}
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36, Desr Slr: 1 am shipping to
you by exprezs the hres mﬁive
clocks that you teft with me for
cleaning on March 301 The
lock are in fine shape, I checked
them with extreme enre for Fve
days,

There will be no extra charps
for our service.t Yougs lruly, {42)

Layson &

63. Mr. Dix; It is essenilal that
I have 300 copies of our mailing
plece, “Liiclency in Store! Opeea-
tien,” at the ITotel Davis by five
?'ﬂndt oo Hay 12, I am address
op u special session off patianal
clothing-store owners at six o'clock
oo that day.

If T have these 300
Lve o'clock, ¥ o plamciiﬁre?;: :3-:
the seats in the meeling kall before
the official meellny stars,

Can you take care of petting
thed 300 copisn of “Efficlency in
Store  Operation” to 1he Horel
Davis? Harcy Blair {95)

&4 Derr Sirr You will see by
your fley that T stayed at Yiur
hotel on the night of May ¢, As
My train iait at nine o'clockt in
the evening of May 10, I &sked
your efficlent day clerk Mr, Mur-
phy, lo give me a day rate for the?
%ve hours belore my train lefr

& pAave me a gpec
i pecil] day rate

You can Imagine my vexations
to bave the night clerk 1el] me al
the explration of my five hours
that 3r. duphy had po right to

4

give met a speclal rate of $i—1
would have Lo pay for a whole day.
I paid the %6, as I could oot
Sy to ealk with the clerk
1 know you will agree that the
night clerk had no right 10 cancal
the aczion of the day clefk v I
Enow, k90, 1hat you will matl rpe &
check for $2. Vours kruly, (133)
65. Desr Sir: I am SOTTY yau
:::emim:ftd EIE for the xparce you
i ur iz al-
e eek [or $2 is at
I caulioned aur clerks thap (he
speci_al d=y rate would npt apply
sEaerE at fAve o'clock cach eve
ning; Dut, as you are a2 physici
Mr, Murphy made an e:ccpus:::
It is my hope 1hat you mill
v?;; our hotel apain, Yours truly, 3

Lesron 0

- 72, Dear Ted: When T was in
ecino early in May visitine
family, I finally harir a chnggl;en:ﬁ
meett Max Elamer, the man ¥au
have been hoping to hire as a
sale<man. T was with him for more
than three hours nn May 5,2 from
live o’clock to cight o’clock io the
evening. I wan extremely  well
pleated with him, eqpecially hiy
!Tme-'l appezrance. Then, top, I
liked his eagerness to et on the
road to sell our Lne, He should
be able 10 A Lhet vatancy on the
Ceast nicely.

.PIeMe make him an offer by
airmall, You should be able to el
bim for §5,0005 a year. Fred (104)

73. Dear Dad: I know you will
be highly pleased when I tell you
that 1 was placed on the honor noll
in B8fay. I have besnl fairly close
to it for more than a year, but my
grades in byping have been 2 little
too low, With gpetial belp from?
my typing beacher, I finally have
bern abla 1o reach a specd of
rore than 60, which pives me an
A fort the coueze,

You wil! rezall, Dad, that you
aaid you would be extremely
plezzed to write me a check [or
$10 the day® 1 was placed on the
honge roll, Seart  writing  that
check, plesasl Siocerely, {93)

T4 Drear Neighbor: Your [igtle
pirl is sale in your kitchen when
It has a Gale Range. You see, oo
A Gales Dange the burnerst have
been placed =afely at the back of
the ranpe =0 that your little girl
canmob readily reach them fram the
floar.

These2 panges acll from $250
to $350h They are teally a Gos
buy, Yours touly,? (60)

73, Dear Sir: Are Lbere places
[n your home that yau cannok heat
easily? Ara your floozs drafey?
Ixs your heater been Bumingl a
gotd deal of coal but not heating
your home efficiently? Then you
showld have your heater checked
Ly our expert.?

He will give your heater a
thoreugh checking. He may be
able w help you lower your heat-
inr expenses a4? he bag been alle
1o help your neighbora lower Lhelrs.
Qur fee is small, Yours truly, {(74)

Lessom 10

85. Mr. Doyle: T waz naturally
happy bo receive your description
of the changes you are plaaning
in the! revision of your text, "Vital
Debates in History,™

The changes ara One, except
your decision to orit? the pickures
at the bepinning of each chapter, I
fec thar it would ke & mizlake t0
omit Lhese pictures. Thesed pic-
tures, with the brlef dezcriptions
below them, are actually a sales
feature of Lhe text.

Can you tell me whend you
will Goish revlsing “Vital Dehates
in History"” s that [ can plam
our own operating achedulerd
Hamry Joyce {102)

86, Dear Helen: It was natu-
rally a source of delight for me
to receive your note sayving Lhat
wou dctuallyl made the kaner roll
in May, Lere is your check for
$10. Vou richly deserve it.

If you are still on the? honor
roll 2t the close of the year, you
will recelve a check for 520, Dad
{55}

£7. Mr. Raval: Tt Is my hope
that Lhe anpual revision of oot ap=
erating schedule will not have ol
be delayed. There aAre eight or
nine migkakes that shoold be
changred, These mistakes have been

causing a good deal of annpyanced

Eelore I make Bnal decislons on
the revized schedule, I should like
to talk with you; I need yoor ad-
vice. Fred¥ Joyee (60

£3. Dear Sier I sce by the re-
vized schedule rbat I received that
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you will be in Akron on May 16
to lecturel 2t the annwal meeting
of college Leachers. If 1 am not
mistaken, your lecture will be
finished at Jour? o'elock but yaur
train will not leave LIl eight
t'clock Lhat evening,

Weuld you be able to ralk to
!.he research class that® I am teach-
ing ak gix o'clack? I bnow it would
be a special treat 1o the people in

iy cliws becawse they haved rend
¥Your essavs with Jdeliphe.

At seven o'clock I will drive
You Lo the depot; =0 you riay dis-
iz your fesra that® you may not
catch your feain home.

Tleace write me your decislan
ax eafly as you can. Youra truly,
(117}

£2. Dear &7 I you are an
awvirage Eaxpaver, Ure chances are
thet you are praying mors laxes
than you need to pay! simply be-
caue the tax law (3 aat clear to
you.

A reading of “Our Tares" may
Save you from paying a larger$
#ax than you zhould pay.

"Our Taxes" zells [or otly Fl.
Yours troly, (53)

Lesion 11

95, Dear Lydia: My siater, Mea.
Ryan, and I plan to he in Miamj
Ior the annual business meeting!
of the National Association of
Stience Teachers, which baslng on
March 15 and ends on March [8.2
nleer the meeting, Mrs, Eyan and
I bhave decided to go o Miami

&

Beach fer a HtHed vacmiion,

Can you tell me at what hotel
¥ou stay on Lhe occasions Lhat you
have to be at Miami Beach? It
shill appreciale your advlee, Diana
Myers (90)

96, Mr, Lyona: As you know,
on Alarch 8 Mrs. Roy asked me
ko ship to her hoeme on the east
side a Nerse Piano! and a Royal
Radio and mail the hill to Mr.
Roy at his business address.

The plano and® radis wese ace
teally shipped viz express on
March 8, So lar, T have not Deen
able to get a cheek from® 3dr.
Ray in spite of my chree notes.

Please call on Mr. Roy and try
ta learn the reason for his delay
In payingt our Bill for the piano
and zadio. I know I nged not cayes
ticn you v avoid creating ilb will,5
The Roys hava bought a gosd deal
from the store and the loss of al)
or most of their Business would be
# discouraging® blaw. Lean Jones
(123)

97. Dear Sir: On March 20 our
buyer had a chance o buy a large
stock of fine rayun shirts—50,000
ol them,! datorally, he Lought all
50,000 ¢f Lhem,

1 your supply of shirts js pet-
ting low, here [s your chance tof
replenish it,

Fifty thousand shirts seem Hke
an ample supply, Lut T ean tall

you that the shirts will sell rap-
idly® If you make the mistake of
delaying, you may be oo late
Yours truly, (T4)

§8. Mrs. O'Brien: I am attach-

.

ing Lhe spaciat diet that you shovld
follow lor twenty-one davs. Give
the dieil a fair trial Ly aot deviat-
ine (rom b

Al the end of the tmenby-ome
days, slop in b see me so that? I
ray =ex what changes should be
made in the dist. Julian Ryan {53])

Lesran J2

103, Reéeall Chart

I. Misplace, displace, reflace,
creale, cTedles, creatian.
2, Decide, beside, reside, secur-
ing, gecures, securely.
J. Actval, actoally, express, ex-
presacs, 6Xprossion, expressive,
4. Initlal, initialed, initially,
alliance, appliance, reliance,
f. Hoise, 1oys, patch, pape
saught, fought.
&. Health, healthy, Gx, hxes,
gain, game. ,
7. 400, 5000, $8000, §7, 3
a'clock, & cents.
&. That, tight-wrile,
must, deziring, them,
g, Years, macketing, to-too-twa,
yoeu-your, Yours truly, besn.
18, Flease, should, from, they,
when, then-then.
1. Was, like, and-end, ending,
Bill, side,
I2. Dusiness, after, all, what,
most, s,
J3. Vau are, you will, you may,
from the, fcoms thak, from thermn.
14. He mas, [oan, it was, [ bave
been able, I bave not been able,
to be able,

writer,

105. Mr. Rayce: s you thay
have read in the papers, I was
placed in charge of all our busi-
ness operations on thel East Capst.
That means Lhat I mausk tavel a
good deal From branch 1o branch.
I am afraidl, thereiore, that I shall
not be ahlet to carcy on efficiently
as socrokary of the Sclence Re-
search Associates. In all Fairnessd
lo the Associalion, I feel that I
should resipn at the end of the
yeur.

Aller all these yeoars ast sicre-
eary, I shall sarely miss my close
asaoviation wilh you and your se-
seciates. IE I can be of serviced
to you alter T reaizn, please write
me. Raruel Boyle (111)

194, Dear Sir: T bave telad lor
glore 1han three yeaes 10 prow
four er Ove aimple crope—eoorn,
carrats, and beans, for example—
int the plat back of my home.
Each year the crop has been & dis.
mal Failore,

I am mailing you a sample of
the z0ll2 with the thought that
you may be able 1o analy=e it and
sell me the reason for my orop
[ailures, Youra 1owly, {60)

107. Mr. O'Brien: The afficials
af Lthe corporation had a metting
and fnally decided that each!
salesman Is to be paid § centa a
mile [or the operalion of his car on
comporation basiness,

I have? checled on the opera-
tion of my oum car; and I cn

actually drive It at less than §
cents a mile, in® spite of driving
in heavy Laffc.
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Lleane see that emch zalesroan
on your stalf receives & copy of
our decisiont Leo Knox (52)

108, Dear Sir: Qur salesman in
Your area, Mr, Roy Myers, nrites
e Liat he stopped [nowo ses you
and bad 3 finel visit with pou.
He and I both appreciate the
chanee you gave him 1o shaw you
our goods Even though Mr. My-
er? has been with our firmy for
less than a year, be knows the
papes business from baginning to
end. Ila has3 actually besn soll-
Ing paper for miore than fifieen
yeara, After you kaow Me, Myer
a little beser, you will4 realize that
You are making no mistake when
you rely on his expert knowlidpe
of paper. What is more, yous wil]
regli:.r. that you can rely on all
Prices 1hat he pives yoy on our
paper.

When Mr. Myers can bt of
kelp to you, please call on him.
Yours rruly, {i22}

0%, Dear Georpe: As  you
know, when I built my home Bere
[n Peorfa T put in a coal burner,
for all my naiphborsl were buro-
ng cozl. For goed reasons of my
own, Iam planning ta change (rom
coal to oil. Defore T Ginally makez
a chaoge, though, I should Like
your reaction to the plan, as you
bave beem burning oll [or five or
Slx years.

I shall bed happy to bave an
?;E;mian [rom yow Sincerely,

CHAPTER 3
Lerrem 13

114, Dear Sir: Do whistling,
hu{nming, and talking anncy you
while you are trying to dictate}
Dors the noise of husimess ma-
chinesl and telephones stop you
Irom operating at 1op efficiency?
If 30, we have Just Lhe answer for
youl—a Ridpewood ceiling,

The Ridgewosd celling le made
of 3 special 1ile that absarbs jrri-
katlng nojses in a* rigm. A Ridge-
wood ceiling is eriremely easy to
Hfh: care ol You can wash jt
with soap and water, and it willd
not lose ju efiiciency,

J’I: Ridgewood ceiling can be put
Up 1 A room io a couple of hours
% a lows price that will iruly sur-
prise pou,

dfay we mail you a eapy of our
catalopue, which pves the full
story of whall & Rideeavond ceiling
caa do for you, Yours truly, {12¢)

115, Dear Sir: Have you been
wailng for the day when you
would have the pleagure of Oying
your own plane? YWell, that day
i bers! becauss on May 5 the
Budd facily plans was placed an
zale,

The Budd has a cruiging =
of 100 miles an? hour. Ig: Lfcz

sireall that it can actually rake off
ad 3 golf courae,

The Budd is on display at your
dealer's.® Do not wait to see jt—
visit the Budd dealer In your area
and bave him take you up for a
trial =pin,

Thet prlce of & Budd = not too
far above what you would have 1o
Py for 3 fine enr, YWours truly,
(97)

116, Dear Sir: Your note ad-
dresizd to Mr, Cook was placed
on my desk for reply. Mr. Cook
has not been with us since bfarchl
10, He left to ke the post of
ieeasurer of the Woods Drug Coc-
poration.

The man who has takem Mr.
Cook™s¥ place is Mr Max Seilt,

- who will be able to see you on

My 1B o discuss aur service with
you. Youea bruly,® (60)

117. Dear Sir: T st tell you
of the Bng service = have had
from our Cook Truck. We have
been Cook Truck owners (ot years,
andl we can sincerely say that
our fruck hoy mot piven us a bit
of worry. It bas stoodd up well on
the coush roads? on which we must
drive.

Our business is growing so fast
that we have decided to buy two
more trucks o May.d Naturally,
the tucks we buy will be Cooks.

Yours ey, (69)

Lessom Id

121. Br. White: I am encloalng
wlth Lhis leiter 3 clipping (rom the
[acal papey shawlng the ad featur-
ing! our leather goods. I am
pleesed with it I think that the
ad sheuld help us move our Lazge
supply of traveling bags, wallets,2
and other leather gacds,

I think it would be worth our

while to check very cltsely on the
sales Lthat can be traced? ko this
ad. I it pulls well, we can repeat
it in sither March or May-

¥ou will be Zlad to learn that 2o
far thigt year business jn all cvr
stores has been very good. T think
we are about 1o have another ban-
ner year, Arlthur® Welsh {101)

122, Dear Neighbor: The
Thamas Coaklng Range actually
fives you mors for what you pay
Lhan other rangeas da. Ib givesl
you more heat, together with faster
and safer cooking.

Belgre you decide 1o buy an-
other range, azk your® Thomas
appliance dealer about aur special
family model. A piclure of this
model is enclosed with thisd latter.
1 think that you will be very well
pleas=d when you sce It Whether
you plan Lo buy or not, it will be
wortht your while to it your
dealer's display rooms.  Yours
truly, (90}

123. 3ir. Foy: My mother and
father are planning another irp
to the Copsl ko see oy brother
They hope bo bel able ko leave
thiz area about 3May & and drive
leisurely when the weathers is good

I know that you are? an ex-
teemely busy man, end I do not

tike bo bother you, I oy could
mark on 2 map the roads my
motherd and father should ke,
though, and send Lhe w2 ta them,
I should be plad to pay for this
gervice. Yours teuly, (T5)

124, To the Staff: You will re-
call tkar in my letter of 3ay 10
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about our Lok, “Retailing Prac-
teca,” I sald thatt 1 thought Lhis
bogk would sell for ejher $2.490
or 3220, That was 3 mistake,
Alter? pathering all the produes
tign figures on this baok, we have
decided to charge £3 for it

We wre® very sorry to have to
Taise prices (n this way, but it iy
8 thing we cannot avoid. This re-
v_Isad brice ist given in Lhe price
list that T am sending you. Walter
Bwilt (91)

125, Deer Sir: The average man
takes shout 18,000 sieps a day.
Fest that take about 12,000 zlepy
al day deserve shoes that are o2y
by wear. Rright Shoes are easy on
your feet becarse they are made
{uis -.;:nr soft Jeather.® Yours traly,

Lerzem 15

130, Miss YWale: [ wag ghad to
learn from youe nate of Aay 10
that you have been able by securs
& locker for my roomt You do
not kngw what a relief it will be
to have oy books in my own
Footm 22 that I can reach them
qulckly when? I necd them. Ed-
win Irwln [45)

131. Miss Dwyer: Misx Helen
Quill s, I em sure, quite well
known 1o you as the head of the
Yale Schosl of Sewing ang as
Lhe author of a famous series of
bn_::rka on s¢wing. In the five years
Miss Quill hay been 1eaching a¢
the Yale School,? she has tausht
Eore than 5,000 girls her easy and

10

quick method of sewing,

Her casses start oq May 10.
Our quota® is 200 pirle There-
:‘::e, if you would like to 1ake

& Course, repister quickly, If you
meke the mistake ofd cha:.r?;ug.
we might have to sead youw away
becavae our elzasss ars ful],

The fee far the courss of fifteen
sessions® [y only $30. Yours truly,
{i07)

132. Dear Sirr Are you aware
that you ean quickly do away with
t{ne annaping weeds on your lavm
simply by sprayingt Smith's Mix-
ture on them?

Yes, the discouraging davs of
pulling wp weeds are ended It
You g2k in m supply of? Smith's
Mixture, The dealer (a your ares
who has Smith's Mixture js John
Quinn, whose store [s at 36 Dark
Square.d Yours truly, (62)

133. Deer Sir: I have recejved
your Mateering letier about our
book, “Selling by Mail,” rogether
with your check forl $5. I know
that it will be a real pleasurs for
the aulbior to learn that ¥ou have
Deen able to adapt hjs? Flons a0
easily to your business,

I might say that each salesman
on our staff s far ahead of hig
annual?® quota for the sals of 1his
book, Yes, it fooks as though the
author has given us z fine seller.
Yours truly, (79)

134, Dear Sir: Az an official of
the Erie Railway, da you have to

effix your sipnatura 6o al] the
checka thatl leave your premises?
You will be extremely happy to

learn that you can do away with
thiz task if you buy a* Chinn
Check Sicner, 2 machine that sims
all your checks quickly, quiely,
anid salely,

Do away with the fatigue oft
siming checks and speett up your
efiiciency tyr gelting a Quinn
Check Signer. Yours truly, {70)

Lessom 16

140, Dear Dector Young: Late
nest spring or early next summee
wre shall open our “motor bank”
at 500 Franklin Souarel in Jack-
500,

In this moter bank you will
actually be able to drive tight up
to the baok teller’s cage during?
banking hours and carry on your
couting banking business.

If It 35 pecessary for you Lo
g0 to¥F the bank for sonrw péadon,
you will be able to leave your car
[n the larme parking arca next i
the bank, Int either case, you will
receive the same satislying sepvice
that has besn whe special featuee
of our bank since L6 was estab-
Lished in 1502,

When this motoer bark i Geally
fnizhed, we believe you will agree?
that banking with us G be a real
Joy. Yours truly, (130)

141. Dear Sic: If you bave not
yeb teied motion piclures in your
sales campaigns, the chances are
we can be of real ladp tol you
Flera ia a brief summary of what
we will do [or you:

1. We will write a script for

your sales campaign based on® the
strong features of your godds.

2. We nill make the mavies and
tuo them in ten large cilles during
the summer,

33 We mill let you judge
whether the campaipn iz working
salisfactorily by the retums you
receive aftert pach shewing of the
mavies.

4, We will &t the expense of Lhe
films to your budget.

Qur experts will gladly rush’ all
the mecessary daka o youo If you
will rowrn the ateached blank
Youre fruly, (116}

142. Dear Sir: On March 12 I
wWak a Passenger on your Urain from
Halifax to Banger, Maine. On the
evening before! my trip, L asked
a deliveryman to pick up my lrunk
and deliver it to the depot,

This evening the? frynk arrived
by express, and I was obliged o
pay 2 $5 delivery charge on it, 1
think =ome mistake® has becn
made. I do not believe I should
be asked to pay this sum as only
my clothes were in Lhe Lrunk, and
therefored it should have come
through with ne charge.

1 believe LBat this §5 delivery
charpe should be returned. Yours
iruly,% (100)

143, Drear Doctor Lyona: Your
Lettar abgut the $35 dellvery charge
on your trenk has been placed on
my desk.}

Defare we can do much about
your cfaim, it will be nacessary for
us to bave a [ull descriptivn of
the# {runk and the name of the

11



firm that delivered
th
Yaur hoame 0 the dcpo: T
. E'uu May be sure thap we shall
07 2l we g g, fatisfy yon,
Yours truly, (68)

Lesron 17

148, Dear Sir g I
; am yure
iy_hnu Afe aware, keeping = ralling
h:::dm_ B%md shape is a tong angd
J88, Ta keep gyps mailingy

our figld 1o
Iiterzture, 2
Therefore would yayu
! d
fayor Ly looking a-.rer}-lhe c:c!uuse;
;amr:e ko se: whether your CoOTpny
Kame and? sddress gip aceurarely
Even if your com
(@ny name a0
ﬂ?ﬂs are accurately Liven, wef
'H‘U'I.'IL; :;1 Eﬁ;ﬂ}r apaprm'a:e it if you
and retyrm
Ei:ed Trd. Ju.gl; drop the caf-dtir:
Mm:;m box; 9 it dowes Ogt need 5
Thaok yeu for ur b
B ary Your belp, Yourg
48, Dear Sir- An of vs have
: under so mueh shran thoss
.-l.:ys thae lg ie bardy Surprising
;kiﬂ we make an MEOGyingd mis-
.h&. Frankly, I am Puzzled s o
Whother I haye made 3 mistake
i:it el:ly :':ms::dad or whether you
- Lel= 0 . O 1T it-
;i:;: for $10 ror tha Ciri:?;‘:s
. we prepared for youy chil-
Il you lailed o LT

12

= your

remittance fop oo
N reazon, ple
nail us 3 chock. You wil] bep.':r;m
g ys Ereatly, o
) ok you for Yourd
hn;léa'!t"uurs lrillf, (54) T
120 Dear  Tatrgy. Lia
think that your ald fuy coai ie.{;:
Wi aod soiled to be repaired? )¢
::a, bring it ty the Dwyer! Fyr
ompany, where wa wil five vay
:n grg:mm su:;u far it o Apply on
Fcoat. Prices on gurz
are lower than they have l;:&‘:tn;::
aver & year. Among the coats pn
our well-filled packs you will
s}:rely dee al eony m.{: will e.sp:e-
c:ai!y Bi7peal to you,
Partisl remittance i)
A T Be-
ml.;b;c your selection, Yours kruly 4
131, Diear Neighhor:
or: O M,
tI: 2:; chi:{Imn's store iy schedd:g
‘ fe We Lhink 1hep -
;ﬁ:ﬁ shopping in our rhﬂ?i:-lm“'fll
r .
" 4 ven better than in gy, ald
From the day that o
Ye under.
:;Ok ko huﬂq this store, i w:.s airr
FI:::n Ebmld? a really Goe shaw
" -
oR s et would be a pleasyrs
Come over on Afa
; ¥ 10 #n
visit, Nc: clothing? will ba sn?dﬁ::
t.hi ;pnnrng dzay. Yours traly, {69)
2. Dea_r Neighbior: 1We knov

Laste whan you decided\ 1o bujlg
F¥aur kome in our £rcat eiry. Qgr
;:nmpany bas been in business here
t;rirfcr 1..han hirty years, and we

k¥ it Is good place to Jive

'F %

and to bring wp voung children,
We knew that you, tao, will think
50 before long.

When you ars? settled in your
home, please pay cur company a
visit. Yours kruly, {73)

Lesrom 15
160, Fecall Chart

I. This, sallsfy.aatislactory, de-
fivering, delivery, remit-remit-
tance, rernitted,

2, Thlng-think, wvery, reture,
whees, company-keep, doctor-dur-
ing,

J. Enclose, about, work, under,
warth, next.

4. Send, letees-Tet, long, great,
yet, believe-Lelief,

3. Glad, gladly, amony, over,
necessary, Lhank,

6. We ean, we are, we will, in
this, with thia, by this.

Z. IF you, il they, if this, to be-
lieve, I have been able, you have
been able.

&. Ring, sprivg, bring, [nk, siak,
tink.

2. Quict, quistly, nature, naly-
rally, refoice, Tejoices,

I0. Rush, bruth, ecruch, [ail,
failure, Tailed

1I. Awzke, awaken, awtlens,
yell, yells, yellal,

12. Appeared, rezppeared, dis-
appeared, appreciale, appreciabes,
apprecition,

13, Rebate, dehate, 1axation, re-
laxarion, pather, mathered.

14, Exchange, special, mistake,

annual, because 50 cepls,

162, The Woll in Sheep's Clothing

# very hungmy wolf had been
lurking near a Bock of sheop for
some days, but the old shepherd
guarded hiz sheep sol well that the
woll was becoming very desperate.
Then, fquite by chance, the woll
camne rerass a sheepekin that had
been? thrown pway. Quickly he
slipped it over his own hide and
made his way among the grazing
sheep, Even the old shepherd® was
decejved by Lhe disguise; and,
whea night came, the woll was
shut up [o the {old where Lhe sheep
were enclosed for thed might That
extning, thouph, the gld shepherd
decided to kill a shesp for his
supper, EHe retumed 1o the fald,
reachedd in among the sheep, and

seized a [at-loaking animal. As you

must have guessed, that animal
waz Lthe wvery hunpey® woll in
sheep's clothing, Mistaking tha
wolf for a sheep, Lhe old shephernd
killed him on the spot.

The moral ty this® ale it Ap-
pearances are often  deceiving,

[148)

I163. The Farmer and the Stock

An old farmer who was Ured of
baving his com stalen by the
cranss 3ok 3 special neb in his
(ieids. When he looked! at the
nek Lhe next eveming, he saw Lhat
he had eaptured aboub half a
dozen birds; and among them was
£2 younp stork.

“Flease, Mr. Farmer," begred

13



the scared stork, "do not kill me

Iam ot like the grepq

wha eat af) your mrrf?r I :mc;iﬁs
ally a good ang plous bird, T take
care of my old mather snd Iather "
:I'.he old farmer shoppied4 hi;h
quickly. “Ail phar ¥You say may
true. Yep, 1 caught you among
the cranis who mere destroying my
crops, Iam very® much afrald that
You will bave ta puffer the same
Inte a¢ the birds i whoge com.

PAEY WAL e CRpEured, "
arf?ﬁu?:dm:: Lo Lhis tale jer Vou
PR () ¥ the company you

164. The Swxllaw’s Advice

A larmer wag =owing hi

: g his feld
:-I:dr.h 5;1:.?113 t;eed; while 8 swallow

e gther bi -

walgﬂng = rils meps quietly

"Bewarel of thae mnan," ¢ai

%

swallow., “He js sowlng mfi]er?;
seeds, Do syra ¥ou pick up all the
seeds Lhar b drops, 1

The birds paid? no heed to the
swallow's eautiop, Eefore long, the
ipring min§ came and the h,emp
Erew up. Finally, slrong cord was
Il;qade fromd §t In he end, all the

irds wers caught in the corg neky
made from the very hemp that was
REOWR from Lhe geads that phe
bad4 falled 10 Pick up, g

The maral to this tale is- Iy tha
se_:ﬂ of evil ix pog destroyed, it
will grow up 15 destroys s, (101}

14

CHAPTER 4

Lessoe 1o

182. Dear $ir: Foy i
¥ears my hohby has h:nlcn t;air:f:
cepecially thase flawers thai _g-rm-rl
In the Sauth, Everyl sumener for
more thin fve years I have ';Men
E:.”ng special ealor pictures of
g D;vir.s L every seclion? of ke
Without a deupr there je n
large and important macker I%T:
ba;ka::; the Rowers of the South,3
naw ready to
book of thae type, inp:-.i“:?cf i:
:vaull:l Uie a selechon of my pic-
r::u_.-s. I hayet Preparad for yoyr
W A few pages clliining how
I would Actually pur the bnak to.
gether. Those Pagest are encloged
I zhauld appreciats | :

SHINE Afide 3 faw hours eye
eWming 10 read the “Bya; 5
= e “Businegs Re.
The lraining vou pup 3
"Businesqs R-:wig:" ?::n Enemu;:‘:
ar once. Every #ngle unfr deals
with important matters of huys.
:?::-s lEJ-;reryﬁ Single unit oulines
AL you will ba ah
ewDr:,r i & to uge
ecide ta tand for a o 4
the “Business Ravigw™ on
s oow. Yours

171, Dear Sir: To B¢t ahead In

—

bualness, a gir] does oot hzve to ba
a beauty; but I is a matter of
extremel jmportance that she have
good grosming. The same thing Is
Lrus, without a doubt, of your im-
portant business letters, I? 03 a
migtalks b save a few peanies on
your letters by using poor paper.

Give those important lefters ofd

youes "guedd groaming' by using
Byan paper. Yaurs toaly, (703

172, Drear Sir: Our bookkeeper
has just 1ol me that we shall sona
have to take your name off our
mailing list becavse you havel pot
paid your bill.

Whenever our hookkeeper tells
me "no more copdes' rhis is Lthe
distressing autcome: Yoo will re-
ceive® na more of those handy re-
views on mgvies and bumorous
plags. You will rective na more
tips on unifue placess to dine and
dance.

Afail us your check for $5 right
ngw, Yours truly, (73)

Lerron 24

179, Dear Sir: Many large
stores are members of the Uniped
Credit Bureau. Before Lhe credit
manager of AL store pasies oo any
credit application, he usually gebs
in touch with the local branch of
the? United Credit Bureau, 1f Lhe
man gr woman wishing credit lives
fn this area, the chances are that
Thes Upited Credit Burear has a
detailed record in its Ales It usn-
ally takes less tham a week for
thed Bursau b secure all the peces-

sxry credic daka.

The United Credit Burean docs
not decide whether® 3 man or
wonuan i3 bo receive cradit, ot
mercly gupplies the record end al-
ways lets Lhe local credit® manager
make bis own detisions,

It ix actually easier 10day than
ever to Doy on eredif? 0 o skare.
We are not givlng awny any secrok
when we 2ay that 99 applicalions
out off 100 are accepbed,

We sugrest thet you core in
any day this week gnd Lalk with
the credie manager® Ia witl be de-
lighted o discuss several ef aur
credit plang with you, Yours truly,
{ioa}

1530. Drear Sir: Eere i3 a sog-
gestion for 3 special Christmas
gift that your family will always
weleomg—an albuml each month
of the warld’s mast-loved zongs.

You cat pet this album by join-
ing tha world-lamous Alhom of the
dooth Clab, By? becoming a
cember, you will not only get the
records that you would wsually
wlzh to buy anyway,? but you will
be 2ble ko save money,

All you do to becomme 2 membar
iz by fill oub che attached blank
and* return it. The Aay albym
will be wailed to youw the day we
receive the blank. Vours 1ruly,
(96}

181, Mrs, Yeoung: If you are
unable to peb away to shop duddng
the next several daye, we have a
suppestion!  jor you—da  your
shopping by phone, Call our ex-
pert women’s advizer, Bfrs, Ryan,

L5
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_—
—_——ar

and let kb i
o £r do your shepping? for

You will be gak; i

- 0% 20 risk

;_‘raklng a mistaks by diing IEIE:

o0 M3y alwaye retum for crcdit?:
any gilts Mes, Byan picks oyt thu
;n:rréﬂ -:?.i: nag like,

| our momen's advies
xag;nnt?}l 4-3131 before raltim:ii
it aelect]

The Rex Store (33) | £

Lersop 27

187, Dear Sir- Dy ;
DN it ever
£ Iur t? Yoy that Laking exre af }r:f;
clolhing wanis would be 3 much
:};:;;e Pleasant pagk in Pou eauld
¥: deal with he e indi-
Pk thM-Ma.n}r af our Iriends do
en“ aieneral:l}r beging? when 3 clj-
ﬂ“t; takes a liking 1o 8 salesman Le-
sms:e he haa_ rendersd exesilont
: BF L fame moag.
Ew:_ntual]y, he aalls from his ol'Li:e
mu;:nﬁ‘ the moming o be Sured
B axltamgan wi i
store Lha day, gl Tl
This kind of Dlan ean easily pe
sc;t ap [ar You. When 2 membors
ol oyr tr:_nmed s3les stafl sampps
you, h:e Ml be delighted 1o pive
You bis card Thereafrer YOuU can
a-?.f;fl’or him by ngmes
YOu prefr, you ean stop |

n

nt?ﬁ SeE our penprg) Manapes inphlis
te dny weekday Bloming. HeT

Your speciald o

“ﬁ‘;pec:al wants. Yours tryly,
188, Dear Frien 3 i

m:sntily our affree ticn:aj::dml.;‘:mll:f

Iaufmg letter from 3 man named

S:I}:I!.h: wha uses Flingt Lirs;

Just tock off my car i
ti‘!'e that bad pyy 1':;5,00; rﬁ;:st
Without a punciure, I Mrermied a.d
though I just couldn't wear (gt
t_ur: ut. I have |hrae more Fling
Lires Lhat ara oif e the car and
that [ shall Apparenily? bha ghle
Iso_ uze for Even more than 105,000
Miles, I dif nop take any sp-.:c'al
c3r2 ol these bpes I
m;'lu'e h.uv_e BVt to admit thar

A00 miles is an extellent ree-
Gredl even foy Fint tires 6 While

tha an

SEFVICY, W can assyre you that gur
j':_la.nt_ 156 building tha mast salid
Krea It knows haw 1q bugld,

¥ou won't make any miztaka if
i,:&_u equip your eap nromptly withr
di:n: tires. Yoo san Duy 2 xet po-
r;?fn;t ;Hr_,;g .
s ¥ FHnt dealer. Vours beuly,
3 ISIEL Dear Rex; We are seeking

ey manager whg has a thor-
nug!ll knowledge of retal elling in
all it phesest angd wha wil] ke
able ta ﬁa::u:lle our hiz pationgl

¥You mentioned rece
¥ou are acquainteds wir:]t::}ra l:tl;ajl-t
ented youns man who seemed o
be r:zady o change jobs. If B
huntlmzufe 2 change. I shoulg
appréciated an oPDorlunity by elis

Pp—

courtttus  service, Yours wuly,
{133)

193, Dear Frank: The ldeal day
for you to bring in your new and
revised manuseript would be on
Friday, Nevember 3.1 During the
weeX of October 23, T shall be in
New York, Boston, and Phitadel-
phia; tat I shall? finally return to
Chicago on Uetober 31, Dy No-
vernber 3 T shall be ready [or &%
acrinus dizcussive of your pew
manustripl. Yours iraly, {71)

199, Dear Sir: In June we un-
dertock to push zeriously a low-
priced washipg machipe in Chi-
cago, Tllineis.l We are sure you
will ba penuinely pleased vo hear
that owr acfs in Lhe Chicago News
ont Monday, June 8, and? Wednes-
day, June 10, have helpsd us
preatly in our campaigme.

Docause of the ads we kave -
r¢d in 1he Chicago News? during
the current year, the sales of ovr
units have been much preater for
Junuary, February, Merch andt
April than they were [or the same
periad in previous years,

The Chicara News {3 an ex-
tremely Important® lacter in qur
selling plans for the coming year.
Yours bruly, (112}

200. Dear Sir It may be bard
for you Lo believe, but your boy
will actually be able to play the
pianot afiee only one lesaon, Talk
with our Dryant iano dealer at
315 Eighih Sfvenne in? Phifadel-
phia and Fnd out Bow easily and
quickly a young <hild can learn

Lo play the piano thess days,
17

¢uwis this opening with him.

I am at the offiee every morn-
ing* promplly at mine if you
should =ant o <l me. Yours
teuly, (50)

190, Dear Sir: We are sirry
that we cannat reserve 3 room for
you for May 11, az you azk in
your lebtert of Yay 4. We hind
that our hotel has been Looked o
capacity jor that date.

e are disappointed that we?
caonnt help you en this occasion
but hope that you will give us
another ppportunity to serve you,

Yours® wruly, (61}

Legzem 22

197, Dear Sir: As the makers of
men's suits, we patarally feel that
[t I= our duty to kake care of the
hard-ko-LEY man, We think we have
come vp with Lhe ideal answer for
the bard-te-lit man—a store that
gpeciallzes in? unuseal sizes.

In our New York atore, which
is sitwated on Fifth Avenue and
Broadway, we have pathered® a
wice selection of unusual sizes of
men's auits in various styles and
coloes. Among thed nurneraus suils

on pur racks the hard-to-fit man is
fure to [nd Lhe ideal suit for bim.

Cor New York atore will be
opent o Monday and Friday
pights dudng the months of Q-
totrer, November, and December.
When you need a newS suit, come

in 1o see us, Cur atalf iz always
ready b give you prompt and



———— T

= —

T m—

If you® necd a new p;
desler will be delighted 1o stk o
the various midels that we make.
Dru_p lot 80 see him soon, The
sl:;?a 15 open every Tuesday and
¥ evening till g
A iz ging Yours

201. Dear Sir: Enclosed js a
PAr of Hekels to Lhe seventoenth
annval prinzing exhibit that iy be-
ing beld! at the Art Club, 416
E:_ghth Avenve, Neor York,

_It 18 our hope Lhat you and YOur
friends, 25 well 2¢ a1 the other®
menbers of your company, will
come ta this exhibit, Thiy exhiblt
eamed much genuine praise while
1t fras3 [n Lig Apgeles during the
month of July, Youes iruly, (71)

Lessom 23

209. Dear Friend: Peth
b:w-:e an scceptable raamnar?:r };1:;:
having made Wy pavment sinee
pcmbm- On your? aecount amonnt-
g to §150, but you haven't 1okl
ug what it is. If we knew |ha red.
fon¥ we hive no doubt that we
could make some equitable ar-
rangemént  or adjustment shat
would relieve you of he wornys
of ;F overdae Accapnt,

eade write ua promp
the trouble s Per;i; uli :;TII:?I:
You salve what must hed 5 [
plexing problem for yOu.

It it Ja possibile, senel 1 5 amall
Payment with your letter. Yours
. Do

2 Sirr You will be
uwing sound judgnent I you buy
13

Your overcoab now
wait il the snaw flies, s
) If anyl apecial changes ara de-
girable in the Farment you chooge
they ean readily be made for you'
I:-_-,_r vur? relisble railors 9o thet yeu
will have your coat wall jn advance
of the early cold days. Our prices
are reasonable?—rfrom %30 1n £00.
If you wish, ¥ou can make ap-
FNgements ko o -
mentd plan, ——
., Come in to see us when
In town, Yours truly, [?ﬂ]ﬂu e
211, Dear Sirr On Mondzy,
Juy 10, a young wioman r;iwvingI
her name and addrecs an A,
Anna Lytns 441! Franklin Ave.
nue, New York [6, New York, ap-
Progched uz 10 open a nPeragnal
charpe account, She EAave? your
mame &s her lawyer. While making
A rouline check, we permijieed ber
to charge poods in the ameunt of
F30.3 We bave ngt biem able ta
:ﬁur: payﬁ:cnt, and our letrers to
ave n
b réturned muarked
It [s* our thousht thay perha
¥ou may be able 1o o] uspi-.rhef:
we can find her. We shall i
pren:ag: any help yous an frive
us with our lemn.
o mreblem. Youre Lruly,
21Z. Dear Sir: We are tovi
20 wecure 1he names of repuE:rb:Irf
fectaries that make a Eno of Byler
cazes Lbat! would be suitable for
our 2ales stalf, We shoold Like a
l:_net' case that is equipped with a
Eipper rad Lhab will? hold 9-by-12
docurments,

Il you can provide us with Ithe
names of a e reputable factories,
you will be holping® uy a great

denl, Vours truly, (66}
213, Deyr Sir: I am enclosing

gunceinent that appeared
ia; cr:nmagazine recently des:trib-
ing a brief casel tha in our judg-
pient will mest with your appfmral.
Many professional men use Lt be-
canse it provides ample? space for
docurments of all kinds and iz,
Terhaps you will want o write
10 all the dealers disted on the eo-
dosed? sheet before you actually
peach a decision. Yours truly, {13)
214, To the Stafi: The County
Tyust Company has approached us
with & plan far opening aad build-
ing up Lhrift accounisl for our
stalf, The plan is described on tha
attached sheet. LE the plad metts
with your approval, glam your
name belaw.

After? you have read _r.'nls an-
pouncement, pleate pasa it aleng.

Frank Russall (32)

Lixcon 24
217, Recall Chart

1. Appeint, appoinbment, dlisag-

point, suit, suited, suitable.

2. Peraon, [wedns, personally,

count, miscount, discount.

3. Examine, examnines, czamin-

Ing, await, awaits, anaited.

4. View, viewed, roview, pows

der, powders, powdered.

S, Yield, yields, yielding, anc-

{ion, sanctions, sanclioned.

prompt, promplly, prompinkss,

&, Quiet, quietly, quieler, bz,
fixed, fixes.

¥, Nature, mature, minlature,

3. Janwary, March, Triday,

Phlladelphia, New York, Cali-
fornia.

9. Delay, scheduled, partial, be-

come, 10 cents, $3,000.

1. How-out, use, used, Lhose,

eVel, every.

11. Soon, one-won, matler, =

porkanee-imporkant, several, any.

12, World, sugsest-suggeation,

unable, usual-wizh, always, gone.

14, Week-weak, weelly, did-

date, morning, want, individual.

14, Office, gol, opportunity, gen-
cral, penerally, big

219, Tips [or the Depinning
Setrelary

o min hlres a secretary who
can get along without one. ITe
hiret & secretary because he hopes
that! with the secretary’s help he
will be able to £LT GUL mMore and

better work, Il you wish to help
him do Lhis,2 you must learn yauz

i iekly and reach the point
ﬁlgeriu;:u}r can work alone, wilh
only decaaional help [rom hn!-n.l
The3 person who holds his job
and gets ahead is the one _w]:n
helps his boss carry hiz busine:s
load, 1% not only knowad tiw o
work when the boss is in the ﬂ[ﬁl:llz
hut is able 1o look after the Lose's
Lusiness affairs whenewers be 1s
Iness Lrip.

m;bf:!c:emqr ﬁhu can Jo this L8
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worlh his weight in gofd. {117}
Z10. Busingssmen's Likes

In a rrcent survey, 00 business-
men in Chicago were asked ta jell
what Factors they especially? 1iked
in thelr secretaries. The answers
may actvally surprise you. Here
are the 1op ten replica:

I. She doesn’t® bring her pri-
vale life inta the office.

2. She is neat, I am oot asharreed
of her when I bave important?
visitors.

3. She ix at her Jeak at nine
o'clock every moroingy.

4. She is alwaj's anxigus bo help.

5.4 She iz asmart and makes lew
mistakes.

4, She saves company money as
she would save her gon.

1. All my dients thiok® bighly
of hoer,

3. Bhe iz reliable and always
tells the trath.

¥, She can find any papers [
nesd [n% a moment or fwo.

10, She js extremely quick Lo
take supmestions, [133)

221, The Dleasure of Work

I know a young man who does
ngt know how to keep busy, Every
day he gosa to the mavies. He s
a0 bored? with life Lhat he cannot
wait for each day to end

The peraon wha has ko work can
thank hin lucky skars 1bat he has?
somelhing ta live for,

[o b= happy, keep busy, (43}

0

CIIAPTER 35
Lesran 23

227, Drear Droctor Streng: The
most mpartant paset that any per-
300 ¢an possess i3 real Iriendzhips,
A feiendship is al treasured pos-
sasajon.

What iz true of our personal
lives is eqqually true of cur busi-
ness relationships. In2 our com-
papy thers is mare o a bosiness
celatioriship than selling and de-
livering medieal, surgizl® and
chemical supplies. In our campany,
we oot anly want yiur business
but your friendthip as well.

We deoplys appreciate the op-
portunity you have given us to
supply you with medical, surgical,
ancl® chemleal equipment o years
gene by, We appreciate, too, the
promptness with which wér have
always paid your billss Bt of
all, we appreciate your rieadship.

You may be zure Lhat we shall
do all we can to keeo up this
frieadly¥ relationship. In that way,
we shall not ooly be serving you,
but we shall be serving curselves
as well, Yours truly,® [140)

228. Dear HMenry:  Approxl.
ety 5000 [olders arrived on the
alternoon of Friday, April 10, and
are! now ready o mail to the
tnembershin of the United Chemi-
eal fAseacistion. They are goad-
lacking? folders; and if I am nat
mistaken, they will help us zell
lots of cur chemieals. Bfr. Ianks
did the art work® bimsell &9 A
gesture of (riendship.

To be sure that the foldera are
mailed without delay, T shall kake
care af thed malcer myself. It will
be no hardship,

I 2m encloging a copy of the
folder for your hles. ITarry Lyonss
(100}

229, Dear Yriend: Iiave yoq
been abite Lo kéep up your physical
exercise mwhen Lha weather was Log
cald 1o Endulge in! your lavorite
outdaar recréalion? hledical ex-
perts will tell you Lhat a périon
should have a reasonable? amount
of phyalcal exercise through Lhe
entire year bo keep himself in good
physical shape.

Come in any3? altemonn and let
me show you our choice display of
exerclzing ariicles adapted to hame
uie [ort all members of your
family, Yoo will (ind bicycles, raw-
ing machines, punching bags, and
ather arlicles, alif at reasonalle
prives,

Take ateps to keep yourself and
your family in good physical shape
by following® a sensitile and logical
exercize schedole all year round.
Yours uly, [134)

230. Dwear Sir: Many pesple in
your townahip get double use from
their special ¢hecking ecoounta. Ta
bein with, they we? their check-
ing accounls as a peaclical and
lopieal way bo pay thelr bills. Then
they uwse their checking accounts
52 a [amily budmer. The checlk-
book records all the money de-
posited and paid out, 2o that from
day 10 day? the family knows how
much it bas with which to work,

II you yourzelf da oot have a
checking account #n the Countyt
Trust Cempany branch in your
township, by ail means open one
this very afremoon. Yours truly,
(98)

£31. Dear Sir: Now you ean put
in that mechanical mail meter you
bave wanted go long Cur pew
Model 561 meter, described in the
enclosed folder, has been bullt to
ricel the needs of che bypical mail-
ing desk, This praclical? model
sells for ouly $2350. Yours Lruly,
(33

Lerrom 26

239, Dear Sir: Ever since you
opened an aecount with us in June,
1945, we bave boen receivingl L[ne
orders [rom you [o7 our carpeaters’
supplies, Upon ceamining our ree-
ords, thaugh, we find that thesa
orders? have recenlly stopped com-
ing; and the purpose of Lhis letter
iz to ask you whether something
bas developed to® dosteoy such a
pleasant husiness relalionahip.

We urgently need and want your
busingss, IE we have failed bad
anlisly you in s0me wdy, you can
depend wpon us 10 take definite
and posilive action the moment
wed hear from you,

Wan't you take a lowe minoles
ko write us whal has happensd?
You will cthus enable us to take
all? peccssary steps ko win back
your friendship. Yours truly,
{130}

240. Dear §ir: There is nathing

2l



wrong with your carpenters’ sup-
plies. T have alway: found your
foods dafinitely sallsiactoryl and
your servler quite dependable.

I Just happened to give a fow
orders Lo a salesman from another?
lizm who called upen me. He
seemed Lo be such an intedligent
and progresslve  fellow that I
thaught I would? try to help him
get shead, As your enmpany did
aolhing ko resell me, I figared that
oy orders made not difference to
you. Thercafter, when [ needed
camaters’ supplies, T gave my
ardery to the ether &rm. I1* my
orders do make a difference 1o you,
I skall be delighted to fe¢ your
zalesman again, Yours truly, {119)

241, Dear Frlend: Your buslk
ness definitely makes a differences
to this company—a biy difference,
I arn asking! the smanager of our
Chicage division to getb in louch
with you himsel! without delay.
You can depend? upon him 1o take
positlve steps speedily to regain
your business and [riendship.

We appreciate your writing® s
so frankly. Yours wruy, (66)

242, Derr Doctor Sergeant: 1
am afraid that I shall nat be able
lo get you the picce of property
ofi Nelson® Streek that you wish
for the purpose of opening » down-
torm office, While T was zpeaking
ta the owner of the? praperly Fri-
day afterncon about another mat-
ter, he told me definitely that he
would pot sell the? prapecty. He
wax'zo definite and positive that T
do not think thers is any poiat fo

£2

my speaking tof the owner about
the propesly agia.

I thirk, thoush ihat you will
find the plece of property on Re-
gent Streeth quits suitable for your
purpase. That property is avafla-
ble at such a low price Wbt it is
actually® a hargain.

Would you like ta seq this prop-
erty on Regent Street next Thurs-
day or Triday? Yours truly, (138)

243, Dear Sir: Some people
think that the Financial Daily Ia
& paper just for millionaires, They
are Jefinitelyt wrong, The Cinan-
cial TNaily is a practical business
guide for every person who earns a
living. Ft is? & goide 1hst enables
pregressive execulives to reach the
right business decisions because it
fielps Lhem bod avold mistakss,

Try it for Lha next three maonths.
Juet mail the attached blank now
with your check for §5. We wil
thend send you the Financial Daily
for a trial period of Lhree months,
or saventyaeven msucs.  Yours
teulyf {100

2M. Dear Sir: How would you
like to got & new 9-by-17 Ogiental
rug far your fiving room for onlyl
5299¢

If yoa would like to pet a rug at
thizs Tow price, come down and
plece an arder this afternoon.?
Yours truly, (43)

Lessmg 27

254, Dear Sir: You will be
delighted to learn that your
Iaternallonal Acconnting BMachines

have actually savedl the Unlted
Electrical Equipmeat Company
more than 3100000 in the short
sirace off six months, The Intee-
national Accounting Machines reid
for themselves less than  four
monlhs alter we introduced them.®
The International Accounting Ma-
chines are of greal importavee in a
large enterprize lke. ours, which
sells millionat of dollara’ worth of
electrieal appliances each year.

A fealure that we especiallir Lke
about® the Internatisnal Account-
ing Machines i3 Lhat it is & simple
malier to  drain operators and
keen® them bappy. Since we intro-
dueed 1he International Acemunt-
ing Machines, we have had no dize
appointing? interruptions because
of help shortapes.

M4 Lhe business of the United
Electrical Equipment Companys ja
expanding, we plan 1o open
another division sharfly in Boston.
When we do, you may be sure?
that we chall enter our erder for
more Internatisnal  siecounting
Machines, Yours Lruly, (197)]

2532, Dear Sir: Recently we sent
the vmual expirativn notice to a
typical reader who has beenl re-
ceiving Electrical Appliance News
for many years. When he returped
his remewal, he took a mament to®
write us Lhe lollowing short leiter;

fHere is my check. Herpaftor,
do not bother by send me & card—
Just send me® the bill. If anyone
in the electrical line cannot pet
mare Lhan his msney's worth from
Electricalt Appliance News, be iz

in the wrong business.”

Your own renewal will be dus
shortly, To avoid any interrup-
LivnS in the mailing of your copies,
you must take action prompily.

There will be no Interruption if
you will zimply® drop the encosesd
card in the mailbox. Do it now,
and got the matier settled! Yours
Lruly, (137)

253, Dear Sir: When you build
your new home, be sure 10 provide
for sofficfent interior electric wire
ing. In al f{¢w short years Lhére
will, no doubt, be many new elae-
trical appliances har you will want
Lo introduce into? your home; but
if you do oot have sulieieny m-
teriie electeie wiring, you may oot
be able to? uss Lhem.

It is witer 10 put in wufficient
interigr electric wiring when you
originallyt build your home than
Lo iry to add to it alter your
building is Onished.

Our sealf of electricians will ap-
preciated an gppéctunity to zee
that Lhe lnterior electric wining of
your home is shipshapa, Our? [ees
are reasonable. Yours wruly, {127)

234, Dear Drank: This leuer
will intraduce MMz, Harvey Smith,
an official in nur township and a
persinal (riend! of our farmily, He
is spending the weak of June 10
in Philadelphisa While he is there,
be is planning? to buy an electric
stove for his farm. As you arg [n
tbe eléclric-appliance business In
Philadelphia * I sugpested thae he
step [ to see you noxt Friday
aftemoon and [ook over your line
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of electricd stoves and other elec-
tric appliances,

I zhall appresiats anything that
you ran o for Mr. Smithd in the
way ol price, Yours truly, (106)

Lessom 28

260. Dear Doctor Carpenter: I
realize, of course, that you are
busy at this season ¢f Lhe year, I
hope, though, thatl you will be
able to do us x favor.

Several daya 2r0 Frank Ryan
applied to us for a job, Before2
we decide Lo add him to our staff,
we wank lo be sure that he is
equipped 1o do the work that
would be metipned¥ ra him. It is
my feeling that thers idn't o bettar
person to advize ua Lhan Lhe prin-
cipal of his* hizh scheo),

We are aware, of course, Uhat
stholarship is vitally importane;
but we want 1o leam wheller he
hast those worth-while traits that
cannot ba expreased in peades.

Won't ¥0u lek us have a sthort
oote fram you about Frankp As
we want to take some action
promplly, I hope you will write
us 23 soon A5 passible. Youw
truly, (134)

261, Dear Slrr Thank you for
your erder for three Dixie Peng,
which you pave Lo our salazman,
Mr. Young aseveral days aped
When Mr, Young took your order,
he apparently did oot mention o
you that the pep i available? in
iwo models, Lhe school modsl at
$5.50 and the specisl execulive
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todel, with three pold® bands on
the cap, at $7.50, leas your dis-
count,

I shall appreciate it If you will
let s know on Lhe enclosed card
which madel you want and retym
the eard to us. We will then enter
your order and shipd the pena
pramptly. Yours qruly, {105)

£6Z. Dear Sir: Ta mave your
goods where you want them and
when you want them at a reasona-
ble price is the unique, praciicall
service that the Los Angeles Aic
Shipping Company provides.

DBy wsing our service, vou save in
two ways® Ta begin wilh, you cut
many days off your shipping
schedule, Second, you save your-
22lf & pood deal of money.

This? worth-while servies in
Luil? around a stall of able men.
There [= not a man on our staf
who has pot Mown st lenert
100,000 miles,

I hope you will 1ot us deaeribe
the special features of our service
by arranging an® appolntment
with aur zaleaman, 3May [ suppest
Fridzy afteenpon, Apeil 16, Yours
truly, (117}

Z63. Dear Sir: For a [ew pen-
nitx a day you ean remt at the
Smith Bockstore all Lhe new books
you want to read. ¥ou cn renet
them, read them, and then place
your order for the ones that you
vant 1o huy,

I hepe you will visite the Smith
Dockalore 29¥ soon as possible.
Alter you have boen at our atore
ofite, you will realize that yon

made a mistake by not? vislting
ws months aro. Yours kroly, (67}

264, Dear Sic: If you want to
avold Lhe crowds when the Christe
mas holidays arrive, we suggest
that you start thinking oft your
Christmas shopplng now.

If you srant 1o be gure that your
Christras ghopping is really a
plessure, come 1o our? Main Strest
Atare some aliemoon in Novembor.

Flan to do your essential shop-
ping as scon as possible. Youms
truly,® (60}

Legsom 24

Z73. To the Stafi: The attacked
manual was prepared vo help build
friendly zelationships with wur
patrons through the [etiem! that
we write. It was prepared by a
qualified zutharity on  business
Ledter writing.

Ag you know, the? majority of
our patroads enter their orders by
mafl; they Ja nat deal with a mem-
ber of aur staff. The? majority of
theny must judze the reliability of
our company 2nd guor facililies by
1hed quality of the fateers they re-
ceive from ue, It Is ifsporiant,
therefore, that we write helpful,
tectiul Lletiers thatB ring with sin-
cericy.

We have divided this manual
inty bwo helpful classifications—
oned dassification for the dictator
and the other clagslicalion jor the
sccretary, IT you will read both?
clazsilicationg carefully, you will
have a better appreciation of the

desirability of® tearuwork in letter
writing. I shall be grateful [or any
Lelpful suggestions you may bave
for making (his® manuzl miors 1se-
ful. Frank Jonea (185)

Z74. Dear Sir: Do you realize
that your most useful and powerful
as<el is being desiroyed? This is a
Lerrlfyingl thought, fsn% it?

Az you know, we flled your
order for five eleclric razors several
months aro. We? have since sent
you four Jettery znd two teleprams
asking fur paymiént.

I am bringing this matier o
your peesonal? narice becanse of
the possibiliy that these letters
and telesrams have not heep com-
ing to yaur desk.d

The delay in payment of your
arcound s casling a shadow on
your integrity and reliability,5 This
shadow can casily be removed by
sending ux your remittames for
$120 al® once.

I hepe that we may shortly be
able 10 mark your account pafd.
Yours truly, {134)]

275. Dear Sir: It is a pleasore bo
nolify you that your check for
F1.000 in settlement of my cliimt
arrived on Wednesday alternoan,
April 10 I wish to tell you with
all sincetity how gratelul I am for?
the efficient and prompt manner in
which you handled my claim.

You may be sure that T shall
keep on using thed excellent Facili-
tles of your company. Yaurs truly,
(70) ’

Z76. Dear David: 1 am sorry 1
was not able to prepave sooner Lhe
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gpocial feature article you want
fort the printed program of your
meeting.

About o week apo T received an
urgent telegram [rom our Roston®
manager [elling me that theee was
troutile in our chemlcal plant and
that it was necessary for me Los
take care of the matter myself.

I wrote the article on the plane
this alternoon, ancl I am enclosing
it.t I hope that there are no mis
takes in jtf Joaeph Kyan (90)

Lersan 30

280, Recall Chart

I, Faculty, royalty,  loyvalty,
nolifizalion, maodifieation, justifica.
tion.

2. Motify, modify, justify, au-
Lhority, majority, minority.

J. Doubtiul, careful, beautiful,
shorbage, shortly, shorler,

4. Electric appliance, alectric
wires, eleciric Oxtures, divide, di-
vides, divided,

J. Depend, dependable, expend,
hirnzelf, herself, mysslf,

6. Musical, chemical, critical,
judge, judgnent, misjudae.

7a Rewedl, revedls, rewealed,
long, belong, prolans.

§. Finance, [inances, Gnancial,
teleprarn, poogramn, cadiogran,

2, Interfere, intepnaronally, aft-
emoon, 2ftermath, township, own.-
ership.

id. Bank, banquet, yes, named,
bothered, appreciates,

11, fActval, ahesl, July, Las
Angeles, 5 ofclock 34,

Z6

12, Property, progress, purpose,
order, orderly, dissrder.

13, Enable, epabled, upon,
apeak, such, zkreet,

14. Upoa the, upon that, upon
these, I hope, T bope that, I kope
1o see,

I5. I had not, I had oot been,
I had not been able, I was pot, it
was ndt, there was not.

16, Wears ago, days ago, hours
amo, I want, you want, they wank,

£42. The Deerhound

Andrery Camnegie used to ake
preat delight in kelling a [able o
stress the hazaeds of dnherited
wealth,!l The fable was about an
old deeegheund wha had lived a
Lifa of hardship, chasing and eatche
ing deer. In his declining days he
decided that his children shiuld
nat be obliged to work =» hard Lo
order 1o live and be bappy.?

&o he pathered preat herds of
deer and drowe them into o park
around whicl he built 2 high (ence.
Then he took all hisé young ones
Inta the enclosure, where they
might #at deer at thelr leisura with-
out having o race all ever Lhe
country? tn cabch themn. Llaving
arranged his fanuly alfala [n suck
2 satisfactory manner, the well-
meaning®  old dserhound  died
happy.

The young hounds lived a 1ife of
leisure in Lthe park. There wis no
necessity for hem 107 bunt. De-
sideg, it was s> much nicer 1o Lic
around in the sun in the winter

and in the shadz in the summer®
and slecp and dream. They varied
the routinge program of Lheir lives
by an accasional viclous Aght with
one ancther?® Ae the daye went by,
they ate oo muck meat, their
museles e weak and Aabby, and
they were easy prey to dizeasel®
it was not long before they all
rerished mizserahly.

Onie needs cnly to scan the daily
papers ta reallze 11 Lhat Cameszic's
fable is happening in human life
every day, The mozt watisiactory
heritapgel? Lhat a man can leave to
his children is not a lat ol money,
But that feeling of heart and soul
that will'? gnable them to create
thair ovn wealth and find their
pwn happiness, Perhaps Carnegie
way right in believing thattd the
cooly way in which great wealth
can prove a blessing fo jts awner
when he can use it oo longer is to
givels it away eo that many cthers
wha are not so lucky may proft by
it. {314)

CIIACTEL &
Lesgom 3

291. Dear Mr. Clinton: Decause
of the Jarre volume of custarners
that we are certain to have durisg
the Chrisimas! season, T estimale
that we shall hgve bo make pro-
vigion lor about Pwenly temporary
workers from? December 1 ta De-
cepiber 30, I am afrajd, thoogh,
that it ix oot polog to be easy to
obtain 1besc® temporary workers
this year.

M. Ashton, maenager of the
agency io Chiladelphia that! hasd
always supplisd us with these
temporary workers, bas writlen to
me, saying Lthat they will not have
tmore than five? or six personz
availabte. ITa says that seldom have
there been so [¢w names on their
rells,

I shall appreciate® your [rani
sugzestions, Mr. Clinton, oo bow
we can solve this shortage of lem-
porary help. Sincerely yours, {1393

Z0%. Dear Mr. Jtockion: I am
certain Lhat yoo have read the
typical collection letter in which
a person altempts! to focl him-
self and the custemer by using
the word “overzight” and ather ex-
prezaions of 1hat type. We= thall at-
tempt to be diferent—we shall facs
the problera sincerely, squarely,
and intelligently, Is the rezson®
Mr. Stockton, for your Failure to
pay or 1o notily us a shortage of
funcls?

Let us have a few linesd from
you $5 that we may know how to
fipure on our collactions. IF you
cannot send us a check for $6109
1o slraighten oub yaur account,
please give me a date en which
you think you will be able to make
payeent.® Mleass wrile 1o me per-
sonally—=this very arternoon if pos-
sible, Yours sineerely, (134)

293, Dear Mrs. Fenton: IF you
are planning to have your boy at-
tend schosl in the auinmn, it is
casential that you! give prompt
aftention to Lhe matter of regislear
Liom.
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& tajority of the achools lsted
in the attached bulleifn will be
starting new# programs in the next
faw weeka ag facully, equipment,
and rooms become availabla

If you with guldance in choos-
ing a achool for your youpp s4n,
writz w0 me perzonally, describing
In detailt the bype of achoal you
want him to attend. I shall, af
courie, be glad o help you in any
way that I can.® Cordially yours,
(102}

94, To the Members of the
Staff: We are wery gralelul lo
those of you who have called to
our attenlion the names oft stu-
dents i your clzwgss who were in
need of special puidance.

3ay me msk your help again,
Pleaze fiTl gut the shortd bulletin
that is attached, listing the names
of aludents who bave apecial probe
lema of bealih, firance, or person-
ality, ¥ i

If you ean return Lhis bulletin
to me by Friday, April 15, I zhall
be grataful. Jehn Jomes (78)

Lesson 32

209, Dear Mr. 5tern: In a short
time the cold weather will be bere
and you will Be thinking about
purchasing a newl winter suit,
avereant, o bopooak Flere are three
reasons why you should malee your
purchase at Eastern Tailors:

1. We2 have & larre assoriment
of oculstanding modern paitems
from which yow can chogge. Yiou
will, theeelore, have no difficultys
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finding an outstanding parent
that will please you.

Z. We are determined to give
you prompt, efficient, and thought-
fult gervice.

3. Our prices are actually Lower
than they were bwao years Rgo.

Why oot visit Bastern Tallom®
ghon, With some justification, we
ere proud of our store. When you
are here, make It 2 palnt o inlro-
duce youriel® W our manager,
Mr. Sothern. Cordially yours,
{130}

300, Dear Mr. Dix: There is a
stringr ateached to Lthe unique guar-
anres that you will find o0 every
piecs af merchandizel you purchass
at Stern's Sporting Goods Stpre.
Ta one end of the string is at-
tached an extraordinary price tas,
on? which you will Tind Stern’s
guarantes, which remds: “1f you
are nob enlirely salisfed with any
merchandise  yig  purchass? ntb
Stern's Sporting Goads Stoce, you
may retumm It [n Len days foe a [ull
refund of your money. This guar-
anjee ¥ of course, holds lor every
article you buy from us. The Stern's
Sporting Goods Store stands back
al all it merchandise.™

Thet gther end of the string is
fastened secorely ko the aporting
poods that you purchase, That is
why we are knoan s dependable
merchants wha do not disappoint
their cuslomicra,

The nert time you want to por-
chase sporting goods, Mr.T Dix,
comie ba Stera's. Very truly yours
{147)

301. Dear Mra, Orown: Not so
lang afo we had the nleasure of
periodic visits from you o our
modern store® on Northern Avenue
and Court Street. We had your
business, your paed will, and your
Friendship,

On glancing Lhrough our ree-
ords,? Lhaugh, we Gnd Lhat it has
been quile apme Hme since pou
purchased any elscteie appliances
from us. [ am,¥ naturally, aaper to
lezrn why. Have yay bad some dii-
ficulty with cur servlee or have we
made some sort of mistake?d Fas
the quality of our merchandise
been at Fanlt? Whatever 1he diffi-
culty may have bean, T shoulds ap-
precizte it if you would report the
matler to me,

We are determined, Mrs. Drown,
to galialy you, If8 nathing is wrong,
we shall hope for the pleasure of
seeing wou shortly in ewr siare,
Yours very truly, (133)

302, To Our Saleamen: As yon
know, the time of the year is ap-
proaching when it is essential that
e close our Looks. Fleasa) make it
a point, therefore, to turn in your
final expence report as early as
possibla,

If you can tum in2? this report
by the afiernoon of Tuesday, De-
camber 29, it will be a great help
to us. Flease yse airmaild rather
than ordinacy mail when you send
in the report. In that way, the re-
port sheuld reach ua by Decemberd
20 mithout any difficuliy. Ear
Smith {90)

303, Dear Mr. Martin: The ¢5-

closed card js for your use only,
Please sdpn it in ink now. It iz good
for a term of! thres years,

Simply show thia identification
card zt the wrminal when ou
purchase your airline tickets,

All2 Lhe alrlinés of the couotry
stand ready to serve youm Sincersly
yours, (33)

Lessan I3

J11. Mre. Franklin: You will he
intercaled to know Lhat tmat Frl-
day, Seplember 10, I bind & wisit
with Ernest! Youag in Fhiladel-
phi. At that Lire we diseuoed the
mistakes in his book. I expected
some pestetance? and protest frot
him when I surrestad that the
beak be rovised withoot delay, but
he readily agrecd that? Lhat was
the best thing to do. He was pot
exactly bappy aboub the revision,
as it will work a hardshin® en his
axtistants as well as on himself I
arn sure, though, that he will co-
cperate.

He plans to begin active® work
on the rewigion as soon as he
finishes 3 togting progran: that he
started last fall.

I should® apprecizte if, Mr.
Frankln, if you would Iolow op
with Ernest to he sure we have the
reviasd book at7 the earlicst dare
pessible. Harry Brown (148)

A11, Dear AIrs. Smith: When
we [rst announced our newest
product, the Hughes Electric Dish-
washing Machine, faat October,l
we received more orders than we
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expectad in our fondest dreams.
Crur supply was quickly exhausted,
Why? Because ¥ with some justl
fication, people do not like to wash
dishes—and Hughes has the per-
foct anzwer to Lhe problem? with
a product that does 4l the work
except put the dishes away.

The Huphes Electric Dishwash-
lng Machine costsd only FI40.
Yours sincerely, (20)

313. Dear Mr, Best: It isa good
feeling to know that, even though
the cost of most mecessities i
rising, youl need not bay any mere
for your clothing.

Our Anest clothing is still 2t
tractively priced from §2 72 Lo $A5.
You soe, we bought mast ef nur
cloth early last pring, when prices
were at their loweat poink.®

From now on, of course, we shall
have to pay existing high prices
for any cloth that we buy. We
carnesily ure yout therefore, Lo
gotre in promplly 10 see our latest,
nawest, and most altrachive Line
of clothing. Yours very Lulyf
{100}

514, Dear Mr. Wild: Tease
gennd us the (ruik trees called Torin
the endosed order. When your
salesman, Mr. Harris, first showed!
us your helplul ecatalogue, Bz,
Bfiller and T agreed thae your prod=
ucts Looked rather good. We were,
in Facy, very? much intereated. We
arnt for & few Lrecs as a Lrial.

That was exacily Lhreg years
ape. This past yeard we collected
so many apples, pears, and cherries
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from those Lrees that we have been
alle to put up quirs a bitd of fruit
for the winfer.

We are highly gratiied with
your products, Very truly yours,
(95}

315, Dear Mr, Hanley: When
was Lhe Tast time that you dressed
up your official letiechead? 1as it
ept pace with the graduslt changes
that have taken place in your
chernizal plant, in youor products,
and in your services]

A letterhead® on Davis Daper
will a2 to your prestige and to the
aales pewer of the message you
wrile on it We are3 sure you will
specily Daviz Paper on your next
order Jor letterheads ence you have
seen the quality off Lhe paper.
Yaurs Lruly, (B4}

Lepron 34

319, Dear Mr. Dexter: L feel
that I must write you abaut the
fine dividends we received [rom
our hest advertisingl venture in
your quartetly. You will rermember
that your representative, Mr. Dia-
mond, recommendad? that we place
in your May ijssue an advertise-
ment on our frozen feaits. Up to
the prezent Lime, we have sold3 440
cases at 4, We have, besides, res
ceived hondreds of leads, the ma-
jority of which aret bound to
bring in more sales.

\We are highly gratified with cur
returns, which certainly exceeded
our forulest® expectations, We feal

.

that ngwhere elte would eur ad-
vertising have brought us such
fine dividends.

I can assure you,® Lherefore, that
pur frst advertizement in your
quarterly will not be our last. Sin-
cerely vours, [137)

120, Dear BIr. Diamond: Have
vou stopped to consider whether
your present advertising plins ars
actually building! up a demand for
your products? If you are like mast
present-day advertising execulives,
you have an® open mind for niw,
interestimy, and praciical sugmes-
tions on advertiziog. Therelore we
know you will want? Lo read our
new book, “Advertising That Tays
Dividends," which came off the
press a few days ago.

The helpfuld suggestions in this
book can probably be adapled to
youy o busingas.

We want “Advertlsing That Pays
Uividends's w speak for itsell,
Won'L you give it thal opportunity,
Mr. Diamend, by rewarning che
eoclaned card.d fs soon a3 we o
ceive it, we will send you a copy
for too weeks' review, Cerdially
yours, (137}

321i. Gentlemen: For the past
several dzys my assistants and I
have been examining quile care-
fully and witht open minds your
new book, “Advertising That Pays
Dividends."

We have found several sugges-
tions that we shall? prebahly be
abla 1o put into effect right away
in our compaipn 10 aell more high-

quality electrieal? equipment, 5o
far a¢ I can remember, nobady else
has ever lsaped such a practical
bock en? advertizing. Enclosed is
aur check for §5.50. Very wuly
yours, {05)

32z, Dear Mr, Miller: IF you
are locking for a field in which to
plan your carger, may we retom-
mend that you tuml your atten-
lion ko advertising. llave you cin-
sidered a job as a part-time or a
full-time salesman for he? Brown
Adverlizing Agpency?

Treviops training in adverlising,
selling, or retailing I5 not eszential.®
We will put you through our own
teaining program in Chicapa. e the
end of this traimning progratn, you
will bet aszigned a territary, which
you, and nobody else, will work,

There is no time like the present
to acl. Report? to Mr. Franklin,
gur personnel manager, Lthis after-
noon. Tie will promptly place you
on the mad w a® profliable job.

Pemembers, Lhere is oo limit bo
the momey you can eam. I can as-
sure you, Br. MillerT that you
will not be making a miskake,
Yours very troly, (151)

Lesion 15

3285, Centlernen: John Blaic was
an efficient businessmian, but he
was Inclined to be a little old-
fashloned in thel way he trans-
acled buxiness, 10l supervisors, for
exarnple, had been after him for
yeare to put in an® elecirle postage
meter; bt be was pot fnchined Lo
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do z0. The good eld postage stamps
gatisfiad him,

One afternoom3 aromnd Christ-
mas dime, though, Mr. Blair's wife
fawve him Lhe job of addreaing
Cheistmas cards, Mr. Blair went 10
thed pozt office, purchased the
starmps, and sat down to do the job.
After ha bhad licked 200 poatage
atampa and pasted® them down,
he could see why his supervisors
wanted Lthat postage meter! Ee
mas careful to include a sum of?
money in his annuaal budget for one.

& postage meler prinks poslapge
on all clasificalions of aail? and
al the same Lime scals the Oaps.
It holdz any amourt of postage you
want to put inlo it and prolécts
the? postape from loss. What js
more, it does it own accounting.

Wirite [or our interesting descrip-
tive booklet, which ¢xplaing? Lhe
various sizes of pastage meters Lhat
are available. & postage meter will
bring you real'® dividends, Cor-
dially yours, (204)

329. Dear Mr. O'Brien: T am
sorry that vou have had so much
difficulty receiving the shipment of
hindingl cath that ydu ordered on
Monclgn, July 13,

You certainly have justification
for being annoyed.? The sapervisor
of our shipping room, Mr. Tracy,
nolifics me Lhat 1he cloth left our
huilding by truek on® Thursday,
July 13, The shipment an& trans-
farred o the railway company, and
we have a receipt for it. I* am in-
clined to believe that the cloth is
keld up in trandt in some [reighe
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yard in Chicaga,

L transmitted your® felegeam to
an attocney in our Legal Depart-
ment, who prompily =starled a
tracer. I am sure, Mr.5 O'Brien,
that we shall have something 10
report zhorily. Coerdially yours,
{133}

330. Dear Mr. Bason: The
hustling youth who brings the
Daily Transcript > your home
each moming is more than a feee!
dellvery beyn [Ie ix a budding
dealer and zalesman, wha has aét
up a3 little business in his own
lacality® selling the Daily Tran-
scripl.

Throush the business he brana-
acta, he is steadily building up a
cash reserve? He is gaining =u-
perior business tralning that will
help him support bimself, He is
learning to take care oft most of
hiz needs, incluling hiz clothes,
books, and an eocasional theater
Lickes.

If you want your bay to begin
his® business career in Lhiz way.
sugaeat that be return Ui enclosed
post card. Mr. Jones, personnel
supervisor® ol the Daily Trn-
seript, will then arrange & paper
ruale [or him. Yours very bruly,
(135)

33l. Dear Dick: In our talk
seveeal days apo you mentioned
that you were poing to send in your
tax blank even thonphl you were
nat certain whether you should in-
clude or omit a few [tems. I think,
Dick, that you would be making a2
oiskiee,

|

&

F

I Jdid not hove an ofortunity to
dizruss this with you at Lhe Hme;
30 I am writing you this® brizf
nate. I am taclined to feel, frankly,
tkat you would save yourself much
trouble by seeing 2 mood Tatyer
ort aceotatant. Do nob Jepend on
your own sclulion of problems
abogt which you are puzeled. Post-
pone scnding in Lhe® relum for a
day nr =o. As long as your rebom
in postmarked Aprl 15, it will be
oo Lime.

If you want a® pgood, praciical
lawyer, may [ supeesl my [oend,
John Fox, wha lransacts my lemal
buginess and supervises my T affales
in peneeal, He iz an authority on
bax matiers. He will be able ta
tell you in a smatter? of minctes
what items you should include
and what items you may deduct
Very sincerely yours, (17¥8)

Lersom 34
334, Recall Chary

I. For the, in Lhe, at Lthe, of the,
from the, with the.

£. To be, 1o put, to have, 1o see;
ta say, 1o pay.

3. To be able, I have been able,
I have not Gesn able, shouold be
ahle, T should be able, would be
able,

4, I kave been, 1 have not heen,
you have been, you bave not been,
hay been, would have been.

5. Waz not, T was not, he ®as
not, It was not, there was not, there
wasn't

6. Minutes ago, monlha ago,
years ago, hours ago, days agoe,
weeks ago.

7. I want, you want, they want,
wha want, he wantz, he wanpled,

3. Of course, of course it [, of
course it was, of course it was nok,
of cource I will, of course it will be.

¢. I bope, I hope it 45, I hope it
was, I hopwe it wna nat, I hope It
will, I hope it will be.

I, We hape, we hope it is, we
bope it was, we hope it was nolb,
we hupe It wlll, we hape it will be.

Ii. I had, I had not, 1 hod pot
been, I had not been able, to him,
Ly us,

I2. Let us, 1L us see, let us say,
let us have, let us koewss, lob oS
make,

Ii. Your order, worth while, as
s00n a4, to me, to mike, Lo khow.

I, Yours truly, Yours wiry
truly, Very iruly yours, Dear Mr.,
Diear Mes., Dear BYixs,

I5. Sincerely yours, Yery sin-
cerely yours, Cordially yours, Re-
spectiully yours, Dear Sir, Déar
Madam.

16, Time, ordinary, difficult,
stand, merchent, merchandise,

£7. Purchase, bady, conafder-
congideration, comsiderabla, part,
departimcnt.

18, Frecent-presence, why, probe
able, remembered, else, advertise

335, Mr, Smith's Chickens

It was some yeara g0, when the
dMethodists were in Lhe habit of
moving their ministers every three
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yeary or! less. On one greasion,
when Appoiniments were handed
out, a younp minister drew a small
town that provided a¥ nice bome,
with a pogd-sized garden in the
rear, The man who was there be-
fore him said, “Thal's a fine
garden, John, but youd won't be
able b uze it. The Smiths’ chickens
from next dasr won™ let you.™
ok I don’t think T let a few
chickens botherd me,” said our
friend. _
Just as the ministes’s lner{d
warned, the Smiths did have a big
flack of chickens Lhat wire per-
mitted? o run at will; and the new
mlalster had no mare than pranted
hia szeds when the hens came over.
No amount of® driving, them away
had any eflect; and that night t.h_c
pew miniater wenk over to tes his
neighbor, Mr.? Smith. Yes, Lhe
chickens were Mr. Smith’s; but
there wasn't any law apainst let-
ting Whern run. Besides, when lpa:,r
were +hut$ up, they quit lLaying.
Mo, there wasn't anything he could
da about it ITe had to bave those
Egi&.-fcw days later,? wimnur: tzll-
ing his wile, the minister slipped
downlown and  bought seyeral
dozen epzs. Thab night he planted
thern? jn the prass, in the bushes,
and in the hedpe Lordering the
garden, Larly the next mgrning be
-yeas to be seentl carefully replant-
ing his garden seeds. So0n Br.
Srafth let his chickiéns out. They
headed, as usual, for the'® new
garden, Suddenly, thourh, the

54

minister called excitedly to his
wife. ""Mary, bring 3 pan. 1've just
found a!® nect of eppa” Jo h_ls
w!fe braught out 3 small pan. “This
ie koo senall’ he called out Loudly.
“There are a 'ot more here
Dy thist* time he had an i.n:eE-
ested wisitor, &fr. Smith, “"What's
that you've got there?” he pranlac
to koow, "Why, I found comeld
ees, the rainister said. “I puess
thase fust be my epgs,” waid ]r:II'.
Sralth, Ok, I think not," replied
the minister. "L12 found them all
on my lot.” “But you haven't ot
any hens," said Mr, Smith. "Thmﬁ
muzt have come Erom Wy hens.“
“up they're on'T my property,
said the minister. "1t locks as if
the Lord knew e Church wis 3
liitle back en my pay and ist®
helping me out. Mo, Lhert's nn_Lh-
ing I can do about it, alr. Smith.
Maybe the Lord Lgures well do
better on’¥ egys than on Lhe pro-
duce of the garden anyway.

Mr. Smith did net stop Lo heat
any raore. He was pusilyi? ronnd-
ing up his astdnished hens. Th_e.y
did not appear in the ganden 3zl
Mr. Sonith, you ses, had ta have?!
those epes. (321}

CHAPTER T
Lesson 37

146. Dear Mr. Snyder: As Tdm
qure you will agree, goad adver[xs-
ing accomplishes four construckive
purjoses: b

I. Tt encourazes the customer
ta buy carefully.

2. It endeavors bo tell the whole
truth. It makesd no improper and
inviting chiims Lhat cannot sland
up wnder cloge inspeciion.

3. It endeasnirs 10 budd up®
good will on the basis of the merits
of the product. It does not run
down a competilor's line uafairly.t

4. [t constanlly slrives Lo ine
prove serviee anil 1a lower costs.

By constantly insisting that eur
adveclising® mert these [our con-
structive srendards, our company
bas hern ahle W grow impressively
in the Tast ten yeds "

Defore you let out your congract
for advertising for Lhe ensuing
wvear, wait unlil we have had anT
oppiorbuniry ta disciss your plana
with your advertising commitiee.

Let us emphasize, dr. Snvder,
that your® committee will not be
obliged ta [llow our sumzestions.
Yours sincerely, (L4}

347. Dear I'riend: As yay know,
costs of operating all bypes of com-
mercial enterprises are constantly
inereazingd Thar is true as well
uf our hospital service,

When we starled the year, we
bad hoped Lhat it would he us-
necestary? 1o jncrease Lhe charpes
on our bospital contracts. We find,
though, Wat it iz impostible for
by boF continue to opérate at Lhe
present rate. Cur finance commit-
12e decided abouk a weok apa ot
ineredse our charges, The increased
rates will go into effect on Mon-
day, July 5.

Because your program of? pro-
kection 35 now fora doesirable than

[l -

ever, e know you will want ta
continue it. Cordially yours, (115]

M3, Dear Mz, Becker: 1Rave
you cver noticed how complelely
unsuitable many types of soap are
for lactoty' use? The reasom Is
that thess soaps are intended for
home wse. Thoush they are excel-
teat fov the porpose for whish?
ihey are inlendid, Lhey are not el-
fective with oil or preaze,

We want you ta see Mor yoursel]
what 2 supérior? job our seap daes.
Here is & product of biyzh quallty
tut hiag been completely tested in
actual uwted Won't you wy the
sample container that we shall sind
you sharlfy.

When you have piven sur soap
a trial, you will® ba gratified with
the way it helps Eeep your factory
building bright, clezn, and ahining.
Yiry Leuly yours, {119]

349, Dear Mr, Robingon: If you
are contemplating newr eonstruction
work or improvements Jor your
plant, Be sure 1ol rive caraful
theught to your €levalors. When
you Bnpeove your elevabor service,
you 1péad up the handling «f* your
groils, In 2 factory building such as
youra, the installation of modem
elevators will help 10 keep? down
costs and lighten the nocking load
al your employees.

i\ I am sure T néed oot retind
you, our enpinecringt skaff iz at
your sérvice. A telephone call or
postal card will bring the auper-
intendent of qur engineerings stalff
to your plant prompily for a con-
fercnce. He will Le delighted Lo
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make 2 thorough inspection and®
grive you & complete report without
charee. Sincepely yours, {130)

Lesson I8

350, Cenllement According o
my fles, my subscriplion lo the
Albany Tost has cight months to
run. [leass cancel whial subscrip-
ticn and add eight mooths 10 the
subacription that you have entered
in the name of liarald A. Young,
500% Peach Road, Albany &, New
Veork, As 3ir, Young and I hove
just Boupht a home in the subarbs,
ong copy of the? Albany Post will
Lie sufficient for both of us.

I always look forward to roceiv-
ing the Albany Post* I Gnd it the
best way to kecp mysell informed
on events that kake place in my
neighborhood, I also like thes im-
parkial way in which you report
the mews. The Albany DPuer i= in-
dispensable b> me. Youes very
truly 6 (120)

360. Dear Mr. Sloan: Dlease
forgive Lhe awkward delay in an-
swering your l2iter of Friday, Jano-
ary 6, Thlst delay was caused by
the ynfortunate Fact that L was ot
able to And your subseription in
our files.

After? considerable searching, I
found that Mr. Younzx had zlready
azked us to Lransies your subscrip-
tiza to his® name. The result was
that we canecled your subecription
ang made & new stencil extending
bis subseriplion for sight4 montha,
When your [atter arrived some

Af

days alterward, your slencil was no
longer in our §iles. This accoumts
for our® inability to write you
£OONLL.

We arc bappy to learm Lhat you
look forward to receiving the Al-
Bany? Post and bope that you will
conlinue to enjoy it [or meny years
to come. Very cordislly youm,
{138)

36l. Dear Mz, Rilzy: Yoo have
oz doabt heard it zaid that home
is where your hat js. Your office, of
courts, is not altegether! like
home; but it is a place where you
are [orced to spend the majority of
your waking hours. It is well”
warth your whilz, therefors, to
fumnish your office attractively and
camfortalily.

The Superiar [urniture? Com.-
prny bas always had the leadesship
[ the office furmiture and equip-
ment Geld, We have furnlshed al-
mostd all the new offices in your
neirhborhood?, and we shall be
happy to helpr you furnish yours,

A posil card S letter, or phoos
gl will pring our represenlalive,
Mr, Adivme, to your office any Hee
that you sre (ree? 10 consult with
him. Sincerely yours, {E26)

367, Dear Mr. Turner: [ want
ko kake this opportunily to repart
to you on ihe gratifying resultat
I chrained a short ume apo with
ke weed-killing chemicals that you
furnished me. Although I applied
these? chemicils only once, the pe-
salt was Lhe ultimate destructian
of every weed on my lawn.

If you could see® my lawn, you

.

would arzoe that I have been well
rewarded [or consulting you and
submitting my problem to youd
Today there {3 nod a better-locking
lavn in my neiphborhaod, With
aome justification, I am inclined
128 Be proud of itl Yours very
kruly, (106}

Lesrox J9

365. Dear Alr, Bryant: IMeass
ewuse Lhe delay in expressing my
gratitude 2nd appreciation for the
belpt you gave ug in locating ade-
quate lving quarters in Los
Angeles. As I indicated at Lhe
time? 1 consulted you almast kwo
monthe aga, we had investipated
many homes located in various®
parts of the city; but we could
find no facilities that were sujtabls,
We now bave a comlgriable hamet
In 2 fine npeiphbachood and the
whole famlly iz looking forward
Lo mosing in.

If at any time I cznd racipro-
cate your thoughtinlness, I shall
appreciale [t §f you will let me
know, Very cordially yours, [11%)

366, Dear Ar. Strong: Iave
yor ever slopped Lo iovestipate
bow many aales your salesmen
have 1ozt at home? Some saleanent
refuse ta 12t their troubles at home
Bolher thern on the job. Others, un-
forlunately, become so confused
that? they carmob da cheir best
work,

I=n’t it desirable 10 have ade-
quate, complete, and detailed facts
on how? potential employees react

to broubles at heme before you
hire therm? The Smith Educational
Inztilute provides? a pragram that
brings you these facta befare you
make a decision—the Smith Api-
tude Tesks

Il you will indicate® on the en-
closed poatal card that you want
to fnvestigate these aptliude teats,
we will have a3 representatvod of
Lhe Smith Educatisnal Institute
get in louch with yau promptly.
There will, of course, be no ubligas
tion™ on your part. Yours wery
truly, (147)

367, Dear Mres. Jackson: When
you buy a Rlaic Elsttric Cleaner
today, you benefit fronh an invest-
ment we maddel ben years amo, For
the past ben years Gur enginetrs
bave besn valng lor rewearch and
experimentation 3@ fund apgregat-
ing more than $100,000. They have
been investipating and resting our
product? coatinually in order to
give you a superior cleaner.

Let us demnonstrate the Rlelr in
your hame.d We will show you boty
adequarely it will be able lo faks
care of pour cleaning needs,

Refuze to buy anyS clesner but
the beit, Sincecely yours, [106)

368, Dear Mr. West: As we have
not beard from you slnce we wrote
yau on Wedneaday, June 16, about
menbership in curk inturince com-
pany, we [zel that perhapa we have
not explained adequately the ne-
cessity for prompt action® We
wank to impress on you thae, if you
join now, you will not have ta
make any payment until Sep-
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tember,d other Lhan a membership
fee of $10.

Won't vou Gl cut and zubmit
the eoclosed [orm o uws boday.t
Remember, you will be wikler no
further oblization until next Sep-
temaber iF you act now. Cordially
yoursS (100}

389, Dear Mr. Denson: Defore
giving your (nal approval ko your
Building plans, be rors that you
have allocated? a suflicient amount
for adequare inlerior wiring.

If you preder, our supervisor will
go? over Lhe plans and specifica-
tions with your boflder. As there
iz no charpe for this =ervice, you
cannok make 3% mistake, Cordially
yous, (64)

Lesron 46

ATZ. Dear Mr. Monroe: Tlease
acce(st my apolagy lor not answers
ing tooner your inquiry ahdut our
caursest in peycholopy. 1 aticnded
the meeting of the MNational As
soclation of Paycholopy® Teachers
at Atlantic City, and I was not
alle to return 1o the office until
thiz morning,

Mz you? may knge, our school is
widely known for itz cowrses in
paychelogy.  These courzes  are
kaught By men who have madet
impertant contributions ko the feld
ol psychology,

1F you plan bo apecialisg in pay-
cholomy, Lhe poursess deecribed on
pages 12 Lbrough 15 of the en-
closed cabaloirue will he of inlersat

i

Lo you. The entranes? requirements
and the feey for qur varlous courses
are listed,

Az classes start on Friday, Sep-
tember L5,7 T susmest that you act
prompgtly if you plan 1o enrsll io
any of odr eourdss in paychalogy,
Youurs very® truly, {1462

273, Dezr blrs, Green: Do you
lenger that you can arrante with
your dealer Lo actgquire a new slove,
radia, or anyl other electric ap-
pliance on the inskallment plan?
What {s more, youa ean take up ta
fifteen months to pay for® your
purchasis if you work through the
Atlantic Trust Confpany.

You simply seleck the appliance
that you require,® notify your local
distributor that yau wish to acquire
it Lheough our helpful ptan, and let
hirn o thed rest,

If you would rather complefs
the wansaction yourself right here
at the baok, come in any morning
or afternogn® Lhat you are in town.
The entire rangaciion will take but
a shark time, Sincerely  yours,
[LI6)

374, Dear M. Diamond: Do
yvou have any pictures Lhat are
precioua to you but that are be-
coming worn, 0 that! they reguire
prompt attention if they are to be
preserved? I you do, bring them

ko ous. We will “louch" them up,

put thern® under dur gpecial came
¢ra, and make duplicares that will
loak almost Like ariginals.

This service costa as3 litle as
$9 a picture, depending on the

clardty of Lhe piclures that you
wint duplicated.® Cordially yours,
(83)

375. Dear Friend: With thia
note we are including a Molder de
actibing the astivilies of ovr com-
rounily fund.l As you will sée we
ghall mead F100000 to meel our
cequirernents,

You make only one contribu-
tion,® and Lhat contrilaution is dis-
tributed o all the pgencies lisled
[ the folder. When yau contrib-
ute? to Lhis [und, every penny ulii-
mately gocd to the suppart of
warth-while services in Lhis 16wn-
ship.* If you wizh 1o nake any in-
qulries about this drive, please
communicule with me by phone at
Atlantict 6-3470. Yours very unaly,
[107)

376. Dear Mrs, Steel: It s a
plegsure lo answer your inquiry
and to zend you the bookles de-
siribing  ourl mechanicil lawn
mowers. Cur mbalapue {5 heing
forwardid ko you today,

There s a Johnson Tawn
Mower? desipned 1o medt almast
every requireeneat and spicifica-
tion. We call your attention es-
pecially® 1o the jualer model,
which is built fur lawns ranging
from one bo three acres in size.

If wou are inteesatedd in a
demonsiration of the Johnson on
your own lawn, pleaza indizate on
the enclozed postal card the models
you wish bo gee. We will arranze 1o
bave an employee visit you, Sin-
cerely yours, (115)

Legson 41

380, Dear Mr, Harpes: As you
are probably aware, licesse-plate
tme is just arcund the corner. It
1% ourt privilese once again bo ex-
tendl (o you an invitation bo Jeb us
talre care of getting your new plates
M yqu.t

Fvery year somne memlers ane
inconvenietrced Lecause Lthey omit
necessary  information drom  the
printeds form. Before youm réturn
the forma to ue, please furn bo the
encloged convenient check List and
cead it carefully.’

This year we atre calebraling Lhe
twentieth  Anoiversary of Lhe
foundation of the Aute Cluly. Tn%
haner of 1he Auta Club's significant
cantribution to the reduction of
accidents, the Commlssionerd of
Mator Vehicles hax plven us per-
mission to wee a special sevies of
plates. Your plates, of course, will?
ba fzued (rom this sesles. Cardially
yaura, [143]

Jil. Dear Mr. Campenter: As
you knuw, 2t the invitatton of the
irmaffic commissioner, Alr. Sinzer,
I macle a study of the transporka-
Lion facilities in pur povmship. T
am attaching a eopy of the? pre-
liminary report that I made to Lhe
cormmissisner.

On the basis of my study, T must
make the? reluckant admission that
nur transportation facilities are in
poor condition. At the end of the
eeporkd [ have made some defnite
recommendations that should [m-

39



e

prove these conditions without put-
ting the wWwoship® to a great deal
of expenag,

1f you require any additisnal in-
formation after you have read the
ceport 8 please let me know., Re-
apactiully youes, [134])

382. Dear Mr. Reed: We bave
heen informed by the Mutual 1n-
surance Company that you have
applizd for the frea! phyeical ex-
amination that.it oflers to cortain
types of palicyholelers,

#s you know, it is always® belp-
Ful bo Lthe daclor if be has a com-
plete parsonal histary of the patient
before a conauléation. s

Won't you, therefore, pleaze Al
in the information ealled for on
1he short (o that I3 enclosed,
Also, be sure® to include any ad-
ditional [nformation that you think
raight be sipnificant. When we re-
celve thigs information, we will ar-
rangs an appointment for an ex-
aminalion &t a time that will be
convenient [orf you.

\We look lorward ko the privilege
of serving yow Cordially yours,
{133}

353, Dear Me. Reed: You will
be prutified ta fearn that, on ihe
basls of your physical examinarionl
gavera] Javs age. oe are 4abls to
iell you that you are in fine phyal-
cal eonditisn, The examinatione
shows your heart and Jungs to be
aorsal. Your blood pressure s
also mormal,

It was a privilege to serve
you,® Mr. Resd Youra very trgly,
(66}
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357, Recull Chart

I, Onward, outward, (oreard,
tnward, upward, horeward,

2, Weighborhood,  childhond,
manhood, womanhosod, parenthesd,
sizterhoad,

J. Incline, laclines, incining,
Inclined, inclination, inclusion,

4, Postal, post card, podlonan,
prbmaster, postpane, postpaned.

3. Supervise, supervises, super-
VISOr, supervisicm, supernatural,
superhuman,

6. Transact, transacted, trans-
action, transeit, bransfer, tram.-
Farm,

F. Classification, mnotification,
modificatinn, specificatlon, ratifics-
tion, cerlification,

E. Ability, disability, liability,
reliability, facility, Tocality.

9. Telegram, telegrarns, pro-
Eram, programs, radiogram, cable-
critn,

: 1d. Authority, majorily, mincr-
Ity, security, maturity, prosperity.

I1. Electrician, electric light,
electrie fan, electric appliance, elec-
tric maotor, electrie razor.

IZ. Interfere, interest, inter-
ested, intirnational, interrupe, In-
terview,

i1, Introduce, Introduoces, inkro-
ducing, introduced, intraduclion,
introductions,

I#. Ealer, entering, enlersd, en-
terprize, entertain, entrance.

I5. Shore, sharter, shocten,
shortly, shiwtest, shorbage,

r

| I6. Article, fechnical, radical,
. bypical, medieal, practieal.

17. Thysical, surgical, Ingleal,

friendship, merabarship, owaership.

180, Dy You Gek Along with
People?

What s, perhaps, the most im-
. portant personality Lrajt that an
office worker can poswess? Tt Ls
thel abllity to pet along with other
people. In business, you will fiml
that your ability fo get along?
with people will have a graat bear-
fog cn the zalary increases that
you receive, the promovions that
you get,3 and whe happineas that
yoa will derive frorn your work.
What is the seeret of gelling
alonz with people? The answerd
iy quite sicple; treat others the
way youl want Lhém to breat youn
Remember Lhat it takes all kinds
of propled 10 make up our wWorld.
[ You cannot expect all people 1w
have tho same likes and dislikes
1bat you have.

When you enter the® business
olfice, vou will probably find some
person who is difficult 10 get alang
with, zome person who annoys?
you If you are smart, you wiil
aceept him as he s and not Loy
1o change him. You will, instead,
Iook [or his good¥ qualities and
be patient with his Faulis,

You must not [orget that you,
koo, may have some trails Lhat 4n-
noy other pesple®

The way you get along with
your prescnt classmales, frieods,

.=

and the members of your Family
i an indicationl? of the way you
will probably pet along with your
business asaneistes, I vou pet along
well with yourdl personal assa-
ciates, you will surely fer along
well with the office people with
whom you come in contact.!® Jf
vou do not enfoy 1he company of
your pirsonal associates and if the
mernbers of your {family'® con-
stantly “get on yaur nerves," you
will no dovbt Gnd that your busi-
ness fasociates will alio “met on
your nerves."t4

Why do buslneszmen place so
much stresa on lba quality of gel-
ting along with peopler Here are
a letw neasans; LB

1, When perple in an ofiice pet
afong, there 13 a pleasant atmos-
phere in which it iz peasible o
aorkl @ happily. As any buasinegs-
man will tell wou, a happy worker
is a productive worker.

Z. When you work? under
pleasant conclitlons, you work
muech more cfiiciently.

3. The person who cn pet alons
with others makestt 3 pood
leader. [363)

CHAPTER 3
Lesson 43

304, Dear Alr. Ramsey: Night
Aying it ane af tha moat important
phazes of our servIce, and it should
be thoroughly® understosd by busi-
nessmen. A week or two xge I
discussed night Bying with a buaal-
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negsman whorn I met2 on ¢one of
our Jines. T am glad o =2y that he
thoroughly wnderstood many of Lhe
facls about night Mvingd but
olhers he did net understand at
all. There were even one or 1wo
facts thaL he misunderatomd.

Afrer myd worth-while discus-
sion with him, I was convineed
that one of the aajor johs ¢f our
alrline Is to find out what factal
shout night Aying businessmen in
thiz country understand and what
facts they Jo rot understand, With
this information,’ we can work aut
one or iwa well-planned programs
desirned bo help busineszmen leamn
the true facls about night fAying.T

The encloged form is gur akb-
terpt to gather these facts, and
heve i where you can help us

Will you plense fll [n 1he¥ in-
formation callml for and retorn
1hie [orm to us, Yoo will Gued, B,
Rameey, that Gliing io this io-
formatlon® won't r&juire more
than kwo or thrée minutes.

By the way, it is not necessary
to tivn your name if yed do1? not
wish to do z0. Yours very truly,
{207}

305, Dear »r. Larson: In the
next week or two we shall bave
available fwo or three well-paying
jobs for malel stenographers in
one of the dJepariménis «of our
bank. We should like to have
young men in the nejghborhood of
pightezn? or bwenty who can write
100 twords a minute, We shall
atart Lhenrat $230 a manth, with®
Lhe understanding that their aala-

42

res will be automatically in-
crezand 11 Lheir work and attitudes
proved sallsfactari,

1i you know ¢f any young men
who have these guallfications, will
you please nollly themS 1o get in
touch with me. They may call me
at $fain 2-4568 any time alter
Thureday, April 150 Cordially
yaurs, [123]

396. Dear Mr. Rell: During the
past week a nicely sroamed worman

dashed inka one of our effices with.

a defimite’ problem. It seemed that
she was poing out of town in two
or thres hours, Her irunk was al-
ceady on 1he praim, and® in phat
trunk she had included ber only
pair of plasses. As she was mare
ot lesa lost without her glasses, thed
wanted o knaw whether we could
make a pair Tor her posthaste.

We could underatind her prob-
lem, and we did help herd Early
in 1he afternoon gur factory com-
pleted a new pair of glasees, and
I transmitted themn ta et myself.

This 1= jutt ope illustration of
ocur well-known ability fo mest
ernerpencios at btop spesd when®
necezsaary. ¥Yiry sincerely yours,
(127)

Pretranscriplion Quiz

The words Lhat have hen
omitted from the pristed shoct-
hand are given in ftalies,

397, Dear Mes. Milchell: As T
am sure you will afree, a praper
it is one of the most imfortant
factors tol be consldered when you

ars buyimg children's shoes, If a
shoe fils impropedy, it may do con-
giderable harm? to 2 child's foot.

Your child does nol quite under-
atanid hotw his mew shoes sheuld
feel. You can be sure, though, that
they Jeel right after® one of our
supervizors has placed his stamp
of approval on them.,

When your child needs a oew
pair of shoes, comed to Tracy's
Our shoss are reasonably priced
Some of them s2ll for &4 low as
$5. Cordially yours, {39)

Lecoom 44

400. Daae Mr. Rhodes: Cer-
trinly you don't tapect to be a
cleck the rest of your fife. Are
you, however, iloing? ewerything
posalble 1o improve your classifica-
lon? As evcryons kngws, hoping
and wishiae will rot? pet anyond
a better-paying job. You must plan
a prograrn for that siep ahead.

Qur schosl has been able tod
belp thowsands of mén and women
in this area and ecluewhere 10 et
better-paying jobs in Lhe busingss
world# Perhaps we can help you.

Before you lay Lhis letter aside,
miail the enclostd coupon. This ac-
tlon may actually? Be he Yurning
polnt in your Lfe. Place a check
mark mext Lo the feld in which
you are interested, and we will®
forward Lo you comiplete informma-
tion about the courses Lhat we
have avaflable in that field, Cer-
dialiy yours, 7 (140])

401, Dear XIr, Trane: Almost

evarybody who reads the Mystery
Mapazine enjoyr it and sends us
al renewal within a fewr dayas alter
we notify him that his subscrip-
tioo is about to xpire,

Sorehow, H (sl thet you do
not want to mizs even ong issue.
I am, therelore, enclosing a Tés
newal Jorta. When you retem® It,
we will start your subscription
with the copy that we have been
holding for you. Very truly youes,
(19)

402, Dear Mr, Myer: Every-
bedy likes o pet away from his
everyday problems whenever he
can! and Lo gek semie much-nesded
relazation. There isn't much re-
laxation for a person, however, if
he? must take his Goancial troubles
with him wherever he goes, Our
bank's special credit plan i de-
sifmed 10 help? everyone with fi-
pancial bardships.

Anyone with & seasonal job, far
example, can obtain creditd when-
ever hie desirea it on just his per-
sondd signaluere, Fucthermore, be
nerd make mo payments whalever
during® the months whea he does
oot pepeive a salary check. Mo-
where elie can you get auch liberal,
kelpful, and® eonvenlent credit
barTis.

We zhall be plad to bhave ypou
consult  with us.  Bespectivlly
yours, [132)

Iretrenscription Quiz

The word: that bave been
graitted from the prpled abort-
hand are given in iealics,
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403. Gentlemen: Az everyvons
will readily azree, people are quick
to find faolt wheniver something
g029 wrong.t Seldom, hottever, da
they Lake Lime to give praise when
it has been earmid,

On Friday afiernoon, Aupust 10,
I had? the pleasure of Heing from
MNew York to Boston on a bus
diiven by ona of your employees,
Mr. Frank Collins.? I found him
to be an intclligent, carefol, and
courbeous deiver, When 1 asked
him about the route wet wers
laklng, be answernd me with a
pleasant amile, In fact, he had a
smile for everybody,

I gay with alia gincerity that Mr.
Collins dx a credit to the Elsctric
Transportatien Company. Sin-
cerely yours @ (120)

Lesson 435

407, Dear Mr. Cooper: As [
stated to you the other afternoon,
we nre comtemplating the widening
ofl Lake Foad fromy State Street
13 the neighbochood of the post
office. In order to do this, we shall
aeed authority? to wse a strip
abcut 3 fect deep and 100 (oot tong
of your land. I should like, there~
fore, to aubmit 10 you® the fol-
lowise definite offer:

1, The Village would acquire
from yau a sitip 3 feet doep and
100 Leetd Long,

2, The Village will pay you far
that strip of land the sury of $300.
This fgure is quite high, bulf Iam
sure the Board will authorize this
price at ity next regulsr meeling.

44

If thi= trangaction lakes place as
oullined 5 the Villape will be able
to build a public raad 24 feet
wide,

As I explalned the situationT to
¥ou In ecur recent discussion, we
intend to proceed with this wr-
geotly oeeded poogram af improve-
ment? in the nepr future. We
ahould, thereloce, appreciate your
prompt acknowledgment of his
offer. Sincerely yours, (179)

403, Dear Mr. Price: You may
corsides Lhia letier a formal mc-
knowledgment and aveeptance of
the offer madcl in your letter of
Thursday, October 15, We hersby
agree 1o 8!l the Village the strip
of land 3 feot? deep and 100 feet
long dezeribed in your lstter. In
retern [or this land I understand
that:

1. The Village® is to pay us
$300. The lzng I2 ko be geed in
widening the public highway,

2, The Villaget will ultimately
tike care of the neccssary legal
formalities

5o that Lhere may never be any®
migundersiznding in the future,
will you please zend us an official
letter acknowladging the condi-
Ltions® of this bransackion,

We appreciste very muoch the
consideration with whick you your-
22 have handled the? whole situa-
ton. Very sincerely yours, (148)

Pretmnscelptisn Quiz

The words that have heen
emittéd [rom the prinled short-
hand arg given in italics,

409, Dear Mr. Williams: & lew
days ago o publizher made the
[ollowing statement: “I want to
tell you how pleazed! I am wilh
the book seclion of Lhe Times, 1
think it & well written and of
inlereat do every boolk lover® Our
regubar adverbising in ihis seclion
1% actually worth zeveral thousand
dollars to us® each weelk, Qur ad-
vertistment in the Sunday, Sepe
fember 10, jssus sald a Llacpe
guantity of our publlcationsd on
hodw o kale electrical home re-
pafr= So Jar 23 [ can secill, we
have poever hod a better peturn?
from our adveriising.

Your pwn advertising in our
bBook =eclion will mach more Wthan
two million readers in® the city,
In addition, it il reach about a
millier, other readers in Lthe sub-
urbe. Almost 1007 per cent of thesa
readers like pood books and are
potential buyers of your publicar
tiems,

Advertiaing in the® book section
coils only 8 few cents a fine,

When you are planning Future
advertising, e sure to includs the?
practical book section of the Tittes
in your plans, You will aever re-
gret your action, Youry very truly,
{195}

Lesions 67

#13. Dear Mr. 5tem: I am in-
cluding with this letter 2 miniature
copy of our pewspaper, Butiness
Mews, Thisl small copy will give
you socie idea of why thovsands

of experlenced executives, repre-
zeating a2 preat number of im-
portant arganizativng froth coast to
coast, have been reading Business
News each week [or manyd years.

A thorough wrial of the news-
paper eself, of course, will pro-
vide the Lest proof of its uvsciuls
ness, Neverlheleas 4 we believe that
from thiz ministuce copy you Wikl
actually get some idea of how the
nevapaper? logks, how it (3 orpan-
izedd, and why you can rely on the
curTectness of its reports.

Why not get 2% wrial subserip-
tizn at the apecial rate of $10 for
twa years, Uxe the arder blank and
envelope that arel encesed. Cor-
dially youes, {143]

414, Dear Fack: Recently Ihad
a note Jrom Mr. Lloyd, of Flynn
and Company, Chamber ¢f Cum-
merce Duilding, 1661 Broadway,
Wew Yark 16, Wew Yok, in which
he wlls me that he intends W em-
play a number of young men for?
clerical joba in the Import and
Export Department of his organi=
zation, No business expegispnos isd
oecessary, buab a Engwledqe of
Spanish would Be helpful. T un-
deratand that the orpanizatlon will
payd $200 n month as a beginning
galary, with repular increpses, Spe-
cial allowances®  are maturally
made for overlime work.

IF I recall coerectly, you re=
quested me a short bme azo® Lo
keep you informed of any such
opening. If you have not already
acceptad a job, I supeest that?
you call Afr. Lloyd ar Allaptle
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2-6810 and rerpuest an appoint-
ment with him. IIe is in his office?
every wockday Irem 9 am, until
§ p.on.

Frosn my own experience, 1 can
aay with all¥ aincerity Lhat Lhere
en't a finer orpanization o work
for than Flynn and Cornpany. It
it 8 superior!? orpanization in
vihich wou will be akle o maks
a warth-while future for yourseli,
Sincerely, 11 {220)

#15, Dear Mr. Abbott: Thank
you [0t the check [or $200 that
¥ou Torwarded ko us a pumber of
days! aro.

Your bockkscper apparently
rtade 2 mistake when he Apured
the amoumt dus pe. Our records in-
diczte? that the correct amount
is §I93, This means, tharefore,
that there is still an unpaid bal-
ance? of §93. May we request that
you send us a check for this
emount. An addressed envelope ist
encloged for your conveanlenee. No
poctaze Is necessary.

We recelved a notification lrom
our repreagntative Mr, Dix, 1o
the effect that your orpanizarion is
discontinuing the sale of electricald
appliances in this oeighborhood.
We want 1o thank you, Mr. Ab-
bott, for 1he business you have
givenT us sincs you began handling
our products & nomber of years
afo. Wa have appreciated our
pleasantd pelationship, Very troly
Yaurs, [164]

Pretranscription Quiz
The words that have been

a6

omitted froch the printed ghort-
hand aAre given in italies.

416. Dar Michael: T have re-
quested the wee sf a number aof
odma ik Lhe Chamber of Com-
mérce Building Mar curl sales con-

Jerence on December 10, 11, and

12, We can have thres desirable
rooins In the Chambeér of2 Com-
merce Duilding fevm 9 am. to
5 pnvw on cach of these days. We
shall not, however, de allowed ta3
serve meals I the confersnce
rooms. IF we want fo hald a
lunchenn meeting, we can kave the
wee of Whe diningy roomm? from L
p.m. e ) pam.

While I realize that this ar-
rangemnent is not perfect, neverthe-
I3 T Lhink™ it will be satisfactory.

Pleaze pollfy me as soon as yon
can, Michael, whother T chguld
mike these arcgngementss definite,
Sincerely your, {125}

Lagson 47

421, Dear Mre. Stayrhter: As 2
matier of self-intermb and selfs
protection, every persan should
guard againetl 1he poasibility thay
fire may break out in bis home.

Suppose \hat prease catehes fire
in the oven, Suppoze that? a short
circult starts a &re In the radio
or some other ¢lectrical deviee,
When wou have a King Safetys
Unit in your home, you will be
able to dispose of the fire quickly,
You simply open a Littls Jer,® point
the siream Lhal it releases at the

flune, and you have disposed of
your lire before anything has been
harpitd,

Ii* you wish us to send you a
King Safery Unit C.OD, Rl out
Lhe attached blank and return it
In the eaclosed? sell-addressed en-
velope. Yours véry truly, (129)

423, Deae A1r, Dunn: Hetaemn-
bee the self-satisfaclion you pe-
celved from pour Brat bicycle-—the
one Lhil you earmed alll by your-
$el? Unuer whe ciccumstances, you
had juszification o be proud.

Today your newshay is peliing?
ihe same kind of thrill from Leing
in businésa [ur himself, paying his
own way, and thus developing self-
relianced and zeli-respect,

If your son is zeeking the best
way Lto become :élf-aupporting,
why aot proposs i him chat® he
take 3 newspaper moute in his spane
tme. It [s a means by which half
a2 miltlon self-zolficient boys to-
daxy® are preparing themzelves For
leadership in the futwes,

If your #on likes the propozal,

bave him report th ourk super-
visor, Mr. Dix, on Monday alter-
noon for an assigorent in your
neighberhoed.  Yours wery sin-
cerely,T (140}
424, Centlemen: We are happy
to 2end you the bound copy of our
boaklet, *Tranzportation by Aic™
that you requested.! The Facis
io the booklet are self-explana-
tory.

A member of our stall s pre-
pared ko po aver your? shipping
program with you without cost or

clligation. He will belp you deter-
mine whether it would be to your®
self-interest bo use aic (reighe, If
it erould be, he will make definite
suraralions and proposals that will
rosuict in a saving for you. IS it
would not, he will foll you aa
Traokly.

Simply wrile 43 Lo the enclased
sell-addressedd enwvclope, and we
will gec in louch with you. Yery
truly yours, (112)

Fritranzcription Quiz

The worids Lhat hasve boen
omitted from the prinled short-
hand are given in italics.

415. Dear Lloyd: Thank you
for your proposal to take over the
state of lllinois in addition ta your
awn ferritory! until we can ind &
muan fap the position. That {s very
unselfish of you, and I appreciple?
your unselfishness.

I leel, however, that Lhls would
be an imposition on you. It would
mean that you would® he away
Jrivr home For weeks at a3 bime.
Under the circumstances, I imarine
Lhat your wife ¥ould be oppozedt
to the propagal as & malter of sali-
intereal]

Fortunately, I think I shall be
able b dispase® of the matter soon.
[n Eace, I have already offsred the
paeition e a corpelent young
man, who has 2ie® necessary train-

‘i‘h.a.nk you onte afain for your
unselfich proposal, Sincerely yours,
{136}
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425. Reqall Chart

1. Perform, inform, misiaform,
obealn, contain, captain.

2, Realdr, =phside, Leside, in-
side, aliermoun, alter-dianer,

J. Cansult, result, insult, dis-
Dose, imose, axpose.

4. Alternate, altermately, alter-
nzlion, snforee, eniorcement, en-
Eorceable

5. Equal, equally, equalize, fur-
nish, furnished, unfurnished.

¢, Nature, patural, natyrally,
rayself, yoursell, himsels,

7. Compozition, disposition, im-
podition, impart, deport, report.

&= Thoughtiu], thaughifully,
thoughifulness, notify, medify,
wrabifly,

?. Embarrass, embarmassed, em-
barrassment, terminate, Lermina-
tion, terminaligns.

14, Bpecinl, partial, impartial,
other, mother, brother.

1. Stale,  fuyture,  orpanize,
oever, acknowledge, experiznce,

J2. Situalion, newspaper, on-
velope.nevertheless, idea, aumber,
COITECL.

13, Quanllty, cecuest, requestad,
public-publish, repular, allow.

I4. One of the, one of them,
one of our, some of the, some of
ther, some af gur,

15. I andestand, he under-
stands, I understood, he uader-
siood, misunderstand, misunder-
=tadd.

16, §500, $5,000,000, § milons,

18

§ feet, 5 per cent, 5 per cent per
Anniut.

30, Compasure

In a well-knswn book on the 1ife
of Abmbam Lineoln that was pub-
Iiahed a number of years agzo, Lhere
appearsl this story:

In the early months of the war,
when there wasn't anyone in che
Nation's capital who knew how2
soon General Lezs broops might
reach tha city, Lincoln and a mem-
tier of hiy cahinel went to call on
amd important Union seneral, Q-
cial ¢tiquette prescribes that the
President ahall never call upon a
privated citizen, but Lhe times were
teo tense Tor etiquietts

Lincoln wanted Grsthand infor-
rmativn frem the ene pané who
could give it 1o him. As the gen-
eral was not st home, the two men
wailed in his parlor. Alter they
had® been woiting for twa houts,
they heard him at the door and
supposad, of course, that he would
gpeak Lo Lhem ab once, Without a7
wied, however, be horrjed to his
room. They waited again—ten
minules, twenly mlnotes, thirty
minutes.

Finally,# Lincoln recquested one
of the servants to remizd the gon-
eral that his wisitors were sl
wallinad Presently, the servant re-
turned and with abvious embar-
rassahent reported that the general
stated he wagl®? 1nn tired to sse
the Prasident. As a matter of fact,

he wax already jn bed VWhen the

two men were putaide 1l the cabi-
cet member exploded in anpger.
Would not the President oust the
peneral [rom commmandi  Ther®
President kzid his hand quietly on
Lhe ather man'z shoulder and said:
"Don't take it s hard; I will
gladly hold thedd goneral’s horse
if he will tiring us victories."
What was the quality Lincoln
reveslad in that brying situation?14
One of the most impartant quali-
Hes in the world—the abllity to
maintain his self-contrel, Held un-
derstaod the peneral,
All great orpanizers possegs this
abilivy, Ordinary individeals! s frat
#nd fume when such sileations
arise and give a al display of
temper when they experience set-
backstT or wnfair critdeism. Great
men act differcoily. When one
wetches thern on such occasions,
one sées few L2 if any, cvidences
of puteward anndyance. {369)

CHAPTER 9
Lesron 49

435, Dear Mr. Hillings: T zm
exceedingly bappy to notify you
that your personal aceident palicyt
has been substantially altered as
that it now covers all Lhe commer-
einl fying that you da,
. I you have® any questions in
regard] bo this exira coverage or in
repgard 16 any other matier relat-
ingd to your ingurance program In
general, I hope that you will wrile
us immediately. Our spent, Afr.d

ITastinps, will be glad 10 call any
altesnoon. Very truly yours, (82)

436, Dear Mr. Cummings: As
you know, home values and build-
ing costs are becomiing inereasingly
higher in Chicago,l Under Lhe clr-
cumstances, we fexl that it s our
duly to riise the fallewing ques-
ticn inmediately Wouldn it be
advisable, dMr. Cummings, for you
lo consult with our fire insurance
azent in order® 1o make sure (hat
you have incuded in your policy
sufficient coverage om your build-
ings?

Tt will taket our agent a sur-
prisingly short time lo Bnd out
whether your buildings are sulli-
cienlly covered and to adjuat® your
policy if Lhey are nat. Da nat post-
pone faking this forward-looking
step. Very truly yours, {119]

437. Dear Mr, Jepningr: I have
a childhood feiend who I3 inter-
¢cted in & posltion in procmotion,
sales, orl advertising work 1Ie has
had several years of practieal ex-
peclence, and in my opinion there
L't any queation that he would
be exceedingly valuable 1o you if
you want a man in one of Lhaces
felds.

Revently he developed a3 new
line of men's furnishings for a
Western Orm. Thiz line of men’s
furnjshingst {2 now selling exceall-
ingly well in the best-known de-
partment stores  Lhroughout the
country.

If you would like to arrangeS
an interview with him, iet me know
immediately, and T will 1ell hima to

45

-



fret In Louch with you himeeli®
Yeu can call me in repard Lo Lhis
matter bebween five and six a'clock
on weekday evenings and beélween
9 and? 11 a.mm. o Swturdzy, Sia-
cercly vours, (149}

438, Dear Mea, Peters: Dies it
pay bz buy furs now? It is our
Frank opinlon thar Ft does. The
najority of! the furs that we have
on hand were imported when the
prices of 2kins were at a five-year
low, Congequently, they? were ex-
ceadinzly lne values even helore
the reductions that we are putling
inta effect a1 present.d

Our Broadway store is apen be-
tween 9 2. and 5 pam. ewery
weekday and between 8 a.m, andd
3 p.m. on Saturday. In aitdicion, it
is open Thursday evenings ualil
10 p.mo,

Bake il a puint® to come in
ingnediatcly 2ocl make your selee-
tion. Yery sinceely yours, {114)

Pretcanscription Cuiz

The words that haive heen
eenitted from the printed shert-
hand are given in ftalics.

430, Dege M Hagtings: Thank
you Ior calling vn us in regard o
employment a3 an 2pént for our
organizationt We are exceadingly
Rattersl by your opinian Lhat nur
organizativm would b a nice place
in? which 1o work. Unforiunalely,
we canndb offer you any unmediate
CnCoU raseent,

As T told you? there is no ques-
ton alout your abitlly oe attftuds.

S0

We da not bave any [mmediate
openings® however, in which we
can ulilize your apecial talents.

It ia our opinion, ke, Hastings,
that you® will bhave no difficully
tranzlevring Lb 20me OrgARIZALIGN
that is losking for an agent with
vour® valuable training and ex-
perience. Cordially yours, {130)

Losion 50

446. Drear Mr. Dexter: Con-
grawlations oo wveur stimulating
bocklet ¢n the aufiject of con-
sumer education.! I sssume Lhat
this Losklet will recelve wide eir-
cutation, particularly among prin-
cipals and? superintendents,

A you koew, consurmer educa-
tion is now taurht successfully in
hundeeds of schoole. The? subjecs
is not lzughk al all, however, in
some of Lthe large syseths with 2
student popalalion of mere thant
300,000.

L am confident, Mc. Dexter, that
vour siinmulating hookler will give
consumer®  edueation a  much-
needed Torward push and eleae up
mzny Misunderstandings abowr the
subject. Yours wvery® (oply, [121)

447, Gentlemen: Daes your ae-
counling ileparlment bave 10 work
exceslingly 1enz haurs rabulating
cows and Tows oft Mzures atb the
conclusion of each payroll period?
L[ that iz the case, thizs confusing
silualion cin® casily be corrected
Ey the inseallation of a Pavis Eles-
teig Caleulator,

We aupgest 1hat? you lob one
of our men make an ohjective sue-

vey of your accouniing syslem. be
are canficdent that at thed condu-
5i0n ul the survey he will be ahle
to shew you how our caloalabor
can succes<fully bef adapled 1o
Your particolar problern,

A postil-card request nill hring
him 1o you. Yours very$ Ebruly,
{i19)

+45. To Our Salesmien: Several
days aga L illscussed with Mr.
Roval, 1he treasurer, Lhe subject
of revisingl vur repulations lor
handling car expenses. At the con-
cluzlon of our discustion, we dé-
cifled on® the fallowing regulations,
wihich we gre confident will work
suceexsfully:

We will allow each salesman
with® a car 1O cenls a mile for all
deiving that he dors for Lusiness
purpozes. This sum jy intended 1o
eaverd the purchase price of the
cAT, which we presume each sales-
aan will supply in the [ulure 23 he
has dome in e past.’ At the con-
chusion of each tonth, cach sales-
man will jnclude in bis report all
expenditures actually required® for
operating the car,

Befure we put these regulations
inlo affect, we ahould like 1o have
anyT nbjeclions thal Lhe salesmen
Inay have o Lhe plan. Congider Lhe
proposcd  regulalinns  eriticaliy.
Thea write" me whether you think
this particular plan will work sue-
cessfally or whether it will work
A hardship on you.? I should ap-
pretiate hearing [rom you by Fo-
day, January 100 Larry Allen
(1%8)

Dretranacription Quiz

The words Lhat have been
ortilted Jrom the printed short-
biand are given in italics.

429, Dear Biss Dwyer: I[ you
are like Lhe majority of women, we
may confidently conclede that you
havel accomulated xeveral paics of
shoes in some closet in the hoose
that are i good condition But that
you dof net wear for o reasdn or
another.

Whatever your parlicular objec-
litn to Lhe shosy may be, we are®
confident 1hat we can improve
them <o that you will wane 1o re-
sumne wearing Lhem. We shall, §f
necessary, rempket them accord-
ing W your specificarions.

Look intd that cloxt in the
house today, and bring out all
Lrdze® perfectly good shees that
yaw never dreamed you weuld
wear amain, You will congratulate
youraelf, Misa Dwyer, on Lhe® 1av-
ings you will be able by make on
vour shoe billst Sincerely yours,
(L3}

Lesson 51

453. Dear Mr. Davis: Yesler-
day afternoon at 3 meeling of the
Board of Dicectora of the Doston
Railroad! Company, I mas in-
strucled Lo ransmit o you our
Eratitude for the wonderful service
you have rendered? ws during the
cask fve years in the care and
maintenance af aur buildings and
ather farilitiea. The memlbes? of
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the Doard of Dirsetors recopnize
a pood job when they ces anel

Needless Lo xay, you may use
the Beoston Railroad: Cempany as
a reference whenever yod think
Lhat we may be ablle to help you
obitain new <lientz.® If you want us
ko do 5o, we mill correspond direct
with any person who is intereated
in learning® abgub Lhe advaniages
of yaur serviees, Cordially yours,
{131}

434, Dear Mr. Dawson: Con-
pratulations on that shiny, spot-
less new DPeerless What has been
delivered ta you, It is our hepe
that you will geb endless enjoy-
ment [rom every mile that you
drive it.

You will nat receive 1his end-
less? enjoyment, however, if you
are carcless about the il Lhat you
pub inla your Ceerless,

Fur carefree driving,? give your
Deesless 1he advantage of Jobnzan
Oil. Yours very Lruly, {13

455, Dear AMr, Jones: We are in
the process of publishing 2 com-
plete, authentic, #nd dependable
dirgciory! of shorthand reporicrs.

I wonder whelher you would be
good encufh o Al oot the en-
closed queationnaire and? lorward
it ta us in the self-addreased en-
velope [hat is also enclosed. When
we receive this infomnalisn® oo
will include it in ouvr direclory.

This up-lo-date listing  will
doubtless result iR increazed busi-
acss ford you, Ar. Jones. Very
truly yours, (34)

454, To All Depactment Heads

il

al the tNartkern ailroad: Yester-
day I received a rolilicrlion from
the Presidentt in which he refecrad
to Lhe ever-increasing opgrating
costs af our raileoad. He directed
me to? correspand with the Jepart-
ment heads of the cailtoad, wrging
themy ta elimminafe all néediess,
caceless, and wicless? expendilutes,

Unlegs thers is a subskantial Je-
créaze in expenses in Lthe next few
months, our railroad may! wind up
topelessly “in the ced” at Lhe end
of Lthe year,

I am sure thar you recognize
and thoroughly anderstand® the
necessity for economy, and L know
that you will accordingly do your
best ta kacp he! expenses af your
department o a minimwn, Jobn
IT. Hale (131}

Pretranscription Quiz

The words that hove been
omitted [rom the printed short-
hang are given in jLalics,

457. Dear Mr. Jones: As you
knowr, last April Lhe thankicss ae-
siprment of investigaling the pro-
pozedl improvements for the parks
in thiz neighborbood war referred
ta me. Alter codles consultalions
and correspondence? wilh the vil-
tage engineer, [ Ggured thal the
improvernents for beautilying our
parks would coxt about? F100,000.
Meedtess to way, Lllere i3 not
snough money in the tressuooyr o
et this cost.

Cndert Lhe circumstances, Mr.
Jones, I wonder whether jr woold

not be to sur advantage to delay
thiz program? until pext year. I
presume Lhat we shall bave found
snme faew spurest o} revenus by
that time. What do you Lhink?
Yours? very Lruly, [123)

Lesson 52

481, Dear 3Ir. GCarfield: Ac-
carding 1o & recent Govermiment
cicewlar, autamobile mishaps this
ear will! jnarantly kil theusanedy
of peaple. They wiil lileswize in-
itiet injurica uf a 2erious character
on ahather? several huadred hoo-
=l people,

The reason (or Uhis is that many
autemobiles are becoming old. s As
A resuit, accilenls are becoming
maore frequent and indre serious,
Never, since you have been oper-
atingzd an aulomobile, has it Lieen
s itpertant Lo drive with extreme
Sre and W cary adsquate auto-
maobile® Insurance. Oherize, you
may find vourstli in dilficuliics
should you be presscuted because
of® 2n acejlent

You will iind it exceedinply
warth while, My, Garfield, 1o carmy
Lhat insurance with anT arzaniza-
ton of the integrity and character
of the Harrithury [nsurance Cum-
pany. Very louiy® yours, [L61)

#62. Dear Ar. Manville: T want
o thank you sincerely for farsard-
ing to me g0 prompuly Lhe dispatch
case that It thoughtlesaly left at
the llarrisburg station on Friday
allernoon. It would have been A
hardship for me o gel? along with-

alt it hecanse it contained circu-
lars, reparts, correspondence, elc,
that L shall need shorty? to prose-
fule a case for the Government in
Diztsburgh,

Thls i2 anather one of Lthe many
instancexd that T have witnessed af
the superior charadler of your sery-
ive. Very sincerely youss, [(97)

4id. Dear  Mr. [Fatfield: I
should litte t recomnmend the sp-
pointment of Mr. Churlos Turper
a4 an instruetor inl government at
dpriasficld Cullage a1 $15 an hoor
for the remzinder of Lhe year. T
shauld emphasize® Rle. 1atfeld,
Lhat this appointment shoald pke
cifect immediately; ntherwlse, the
chass in goveenment will® bhe with-
ik an insiructor, ds I aszume
you know, Mr. Gray, the previous
natractar, resipned 3 week agod
Sinceraly yours, [54)

464, Dear Blr. Davenpyort: This
lckeer  anngunces our plans for
opening on Monday, April 15, a
new men'st shop at Columbus
Circle in Weetport, We ahall caroy
& high-ruality line of men's suies,
coats, hats, sle=

When this Culumbus Circle shap
is completed, we hope that you il
visit it whenever you are in that?
neighbarhood. Yours Lruly, {64)

Prerranscsiption Quiz

The words that have hbeen
omitted [rom the printed shori-
hand Lre siven in italics,

165, Dear Ar, Greenberg: We
understand that sccasionally yag
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iy fo Kooxville and Nashviile 1o
prozeculs easest for the Govemn-
ment. Decavse we have scheduled
Rights by thege citiow, we are sure
Lhal you will mppreciale 1he® con-
venience of having the encloasd
timelable available for instant red-
ETEnce,

We likewize serve such wall-
kanown? cilics as Pitlaburgh, Lauis-
ville, and Davenport. The aumber
sf cities that we serve is nereasing
cunzkantly, 4

We belisve that 1the prowth of
our airline it due Jirpely to the
iack that we have 3lwaya consuleed
our® customers for praclical swe-
gestions Jor improvement, and we
tave Lried to carry out those sup-
Zearjors,

We hape, Mr.% Greenbers, that
you will make freduend use of oo
airlinge, If we ean be af aiciseance
lo you in planning future? trips,
please be gure 10 got ix bouch with
us. Yours very truly, {151)

Lessom §3

460, Dear 8r, Tohnslan: When
you cofne to Wilmineion on Thurs-
day, Docamber 15, 1o take part in
thr program of'! the Amarican
Jemilers Association  Ceonvention,
you will Le a mest welcome puest.
We want Lo take this? appartunily
Lo extend Lo you the lacilities and
Iricndship of the Holel Oxfurel,

The Oxford ¥ Wilmington's
finest hotel. It has been our privi-
lege 10 entertain many well-known
organlzations rhiatt have selecped
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Wilmlngton as their meeting place.

Tihe rates at the Hotel Oxiord
are reasopable, and you willb find
lhe air-conditioned rosms com-
fortalle indeecl.

May we look forward to greeling
you at the Oxford? Very® iouly
yours, {122}

470, Dear Mr. Cunningham:
Vhether your Lusiness alealings
are in Canada, Englind, or any
other part of the! world, Lthe Rock-
ford Bank ean e of assistance to
¥ou. lts overseas branches incuds
offices in Bireringharn,* Cairo, and
Wellington. These afficés will help
you make collectivng pramptly and
will alsn ohtain? for you credit rat-
ings of foreipn firms.

As our Foreion Department offi-
cials are constantly in louch with
overicast eonditions, they are also
able to provide complete informa-
titn on trade repulations abroad,

Why nard [nvestigate our aerv-
ices by talking Lo one of the offi-
cials of our Expiort and Import De-
partmeat. He? may be abls 10 tell
you ahout an anugual service of
the Rocklord RBank that will he of
aubztantial help® 1o you. Cardially
Yerlra, [144)

471. Dear Mr. Pennington: Did
you ever hear anyone Jeseribe 2
hutel ag youny, parcticularly when
Lhel hotel ia ome of Amesioa's
most disiinguished sstablishments,
with a wonderful repulation for
1he? quality of its seryice?

Yet, the Ardinglon posaeases
qualities that @n only be wrmed
youngz. IL has its? eyes on the fu-

ture rather than on the fast.

Al this moment a eomplzie re-
Iurnishing program [ bringing
new? comforls and new beauty to
guesl roams. Tes standards oF sevv-
ies and [(riendship march steadily
forward to keep pace with® pew
nceds and dendnds,

It |2 not surprising that the de-
mand fur rooms st the Arlinglon ja
at the highest level? in years and
that dizeriminallng kravelzrs select
il in prefersnce o other hatels,

The next Hme? you are in our
oeighborkood, RMr.  FPennington,
make the Arlington your home. A
peztal-card request will retesve® a
peom for you, Yours very Lruly,
(1467

d72, Dear MMr. Harrinrton: 1
tndersiand 1lat Jobn Newion, my
Boyhood friend, willingly accepted
Lhe positisnt of scerstary of Lhe
American Tducation Committes. 1
am natvrally delighted. When? I
selfishly submitied his name for
the asafmment, [ thausht our
chances of whimalely getting him
wersd hopeless,

I knaw John will do a Gne job.
Cordially yours, {70)

Pretranscriplion Quiz

The words that have heen
omitted Iricn Lhe printed shari-
hand are piven in jtalics.

473. Dear Mr. Notlingham:
If we are lo pay nur Laxes fo
the United States Governrent
and atill have prosperity! and
a hizh slandard of living, we

must make and consume a lotal
of E200,000,000,000 worth? of
goads and services 2 year. Is there
some justification bo suppose that
the United States ean do 1172

Sore interesting light has been
thronn on the subject by our book-
let, "Ten Ways 1o Prosperity,”
This booklet wast prepared spe-
dfieally for the Oxford Mauonsl
Bank several months apo by the
snplovees of thet Bemington Com-
pany, a warld-famous regearch or-
ganization, Would you like to have
a copy, Mr. Naltloghami? Sip-
cerely yours, (122}

Fesson 59

475, Recall Chart

I. Electricians, 1ypleal, termina-
lion, kaxation, alutede, Dirming-
ham,

2. Misunderstanding, kingdom,
expendilure, sincerily, pretending,
Amigrica.

4. Themselves, translation, in-
formality, aubecribe, circurnstin-
Lial, Jahnatown,

4. Continually, superstition, ¢a-
blegram, hewever,  altemating,
Enzland,

3. Drathechooed, posteman, noti-
fiealion, furnishings, self-defense,
Harrisburg.

4. Alterwands, inclined, qualify,
performnance, disposal, Greenbury.

7. Quotation, dispate, shortages,
impogition, entertaining, Shreve-
port.
&, Bank, prewmonia, required,
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embodied, countless, New York.

8. Yard, kindest, complicated,
unddane, stiputating, Philadelphia,

I Resomed,  restricksd,  ac-
cused, enjoymient, scicnee, Wash-
ington.

11, Authoeship, Jéportation, in-
gulted, compelcnt,  everywhers,
Hartford.

Iz, Department, enjoy, conler,
someone, divide, Oxlord.

13 Throughout, valuable, par-
ticwlarly, eoough, recofmizes, fEoyv-
Emment.

1. Question, imumediately, cons
Ldent-confidences, refee-rédérenee,
railroad, epinioz.

I5. Circled, &pents, house, di-
reck, likewizge, automehile,

18, Detween, conclude, eonchu-
siom, correspondingly, wondurful,
otherviize,

17. Instant-instance, etc., cover-
e, suceeasful, suliject, prosesute,

18. Digrepard, objection=s, ad-
vantare, remaindee, character, yes-
1erday.

41T, Building Guod Will

Revenlly, the precidest of a
larpe orpganization mads 1his re-
mark about ene of bis junior ex-
ecutives.t “That young man ia go-
ing places. ITe is one in a thousandl
1z el be & success becauss he is
miking? & secious elfort to build up
his perseonal good will"

The president then put ints wwa
zentences the® Formulz by which
buxiness firms may increass their
good will. “First, Gnd out what
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people like about you and do mgre
afd [t. Secondly, And out what
neople do nat like aboot yon and
do leas of jB" Tndividuals can une
the? same formula ie building per-
sonal good will.

Your grod will j5 the sum total
al all the poad thouphts and javer-
alle® attitudes that prople have
Loward you, Evary word or act of
yours builds or desiroys gaod will.
MpoatT of dur great buziness frms
started as amall enlerprizes, but
they praw prenk by muliiplying
their [riendships and hy? expand-
ing their good will. We can all live
bappier lives by multiplying our
Iclend:hipz and by expanding our®
rersonal gond Ul

Here, it brief, are four princiflos
that you sheuld fallaw Lo fncredss
your peesonal pood will:

I, Telt a person of character.
Ar you knaw, peaple pay Lictle xt-
tealion 1> a man who does oot
have a reporationtl for bonesty.
The words of the honest man who
has proved he can be brysted carry
sinoceity, waigzht ' and pawer.

2, Rize sbowe retaliation. A
person dags not maks (tiends by
going arcund with a chip onl? his
shoulder. When we want Lo boild
roud wifl, we must atop creating ifl
will, We must strive 10 be known
as peaple whold are toe bix Lo ba
ety

3. Maintzin fcendships. Par-
sooal good will Jepends not only
on making new friends butlS also
on belding oldt (riends, Keep your-
gelfl alive in the miods af your

Iriend: by keeping in touch with
them and serving % them,

4, Make a name for pourzeil.
Your deeds speak for you. Set a
record for excelling mnd for doing
your tashs!T  exceedinpgly  well
Strive o make your name well
knawn for leadership in your pro-
lessinn ur industry.

In the Anali® aeglyeis, it adl
cames down 10 this: I we wam
the personal pood will of nthers,
we mual eain it. Ourt? personal
pood will ix a rellection of what we
gre. [394)

CHAT'TER 10
Lpssan §5

#12. Dear James: The pads for
Lhe sales stalf are ready at the
factory. The pads will be packed
in paper boxes, with 20 pads in
cach box. Shall T malfl each sales-
rean & box? Dawvid [(J1)

4789, Dear Jaraes: The shipping
clerk made 20 ecror in packing 1he
pads for nur sales stall, I asked
him ta put 10 pads ia* egch Lox,
but be put 50 pads in cach box.
It will, thercfore, be Bve wr six
days before the pads ean be re-
leased .3

I am 2oy Jor the error. David
(47)

480, Desr Salesmian: The senart
salexman takes np chances with
anow, ice, or sieet. [le has 3 seL of
Fox's lire chaina in the back! of

* his car. If the romds wet slippery,
he plays safe; be puts the chains

on hiy pices, With the chains on
his tires, b ean? drive wilh salety
8s he makes his ealls. He peed rot
sit in his hotel till the roads are
clear apmin,

‘To be safe, place® a et of Fox's
tire chajng in the back of Lbe car.
Fox's Auro Shop [73)

441, Diéar D'erey: The gnalysis
el our Nnances I8 not ready. I
know the eashier asked to hove
Lhe amalysixd by 3farch L0, bt I
am aflraid I cannar oblige him,

Az my clerk, Ifarmy Stevens, is
on sick leave, I? am preparing
the analysi= with no help. L shall
iry lo have the analysis ready by
March 20% ar 21, Fred (64)

4582, Tear Jane: My gister
Cleaner js sailing e France on
May 12. I am plenning a littts sur-
prise for her ond the ship before it
siils. I am asking fve or six af
her classmales to be on Lhe ship at
seven on the? evening of May 12,

Can 3ary male it? Lf she can,
ask her to phone me at my home.
Grace (56)

483, Dear Grace: My  zister
MMary will ngt be in Lhe ity en the
evening of May 12 1o see Eleanor
off. Dadt js txking her with him oo
a five-day A:hing trip.

She asked me to buy a gift ioc
Eleanor, which I shall mail® in =
day or 0.

I know Cleanor will have a Gne
trip:. Jane (52)

434. Dear Paul: I am soiry Lo
say the =alez of our line af fling
cahineir fell off sgain in March.
The dedine! in sales hag caused
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e e |0t af a pood deal of
slieem,

I am planning to have 1he whale
sales stafi meet at oy home on¥
May 5. I shall place before Lhe
stalf & good sales plan. It may put
a stop to the decline,

Elave Miss Smith mail each
salesman? A aotice of the meeting.
Lee Baker {58)

485, Dear May: The mechanic
at the mmamage said he thousht the
Drakez on Dad's ear are not safs,
He ailvised me 1o have the! brakes
checked. Therelors, T lelt the car
at the garam,

If Dod needs 3 car Befare his car
is ready, tell him he may® whke
ming, Ii he takes mine, k=l him
there will b & slizlit charge! Dora
(52}

Frggom 54

4287, Mes. Ryan: Because of
Ber's failure Lo pass his coutse in
businass law, he will not Le alle
lo play on the! hocksy leam. DNe
forp be can play on the hockey
team, he raust pass all his majors,
Roy will be missed un the tearn,
fur? be i & fine skater, A= [ know
vou realize, T cannot mgke an ax-
ception in Roy's case.

As he needs special® help with
business law, I have asked him to
sEay after clatees each day for hali
an hour. 1. E. Jooes (T5)

458. Dear Lltlian: I am having
a real wvacalion here in Miami.
Afier enly five dan on the beach,
I1 feel begter than I have felt for
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years. As you knoaw, I was pelling
extremely discouraged beuse of
my health. 12 am soery you could
tiek jein me.

I amn shipping you via express a
crate of lage otanges [ sincerely®
hope that you and your lamily like
them, Amelia (70}

489, Dear Urian: T am afmid
that I shall Lave Lo eall nfi the
camping teip that I was planning
with you for the end! of May. My
dad's business has becn Talling off
rapidly, and he has asked me o
help him. Maturolly, I could? nat
say na,

When Dad's busingss is again on
an even keel, I will write you. Sin-
cerely, [56]

490, Idear Sir: Afarch 16 may
have no special meaning ko you,
hut it has to the Eask 5ide Maolor
Comqperation. 16! was on that dsy a
year ago that you hought a Rayal
Special from vur Troy store, It is
vur hape thay your car has? heen
fiving you eficient service and that
you have been extremely pleased
with it.

Should wou decide that you
would lked 1o trade in your Royal
Special for a later medel, by all
means #top in to see our exhibit
when you Avet apain in Lthe gy,

Our late models are well-bailt
cars, and they are riosk reasonabily
priced.

On aned alter Blacch® 1, our
Troy store will be open daily and

[rom seven Lo nine each evening,
Yours truty, (114)

421, Mr. Joyee: As you know,

for mare 1han Rve dave 1 have
teen planning my annval business
tzip to the Coast. I have! hnally
finizhed my travel schoedube, znd 1
am attaching a copy. The schadule
shows the cities? that T plan to
vigit and the hotelz ab which [
shall stay.

I shall tave on May 2 and shall
L Lack on hlay 30,3

My seeretary, 3ire, Boyle, will
tales care of most af my mail. I
have askéd her, Lhoogh, o 3ce vau
if she needst Lelpr, Lean ©°licien
{84)

492, Mr. O’Briea: T have your
note 2nd your travel =chedule.
Have a pood Leip and =5l a Lot of
our appliinees,l

I know thar your secretary, M,
Royle, can handle most of your
mail; but if she neads help, have
ther see ane? Ray Joyee {41)

403, Dear Sie: b am atiaching
the Bill for $50 that I received
frorn you on May 15 T cannot!
irnagine what the bill iz for, 25 [
have nst Been in your loy Store
for more than a year. Yours pruly,
{37)
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425, Dear Sir: Theca i3 some-
thing that iz beothering me very
huch.

Our zecords abow Lhat thin year
we have received veryt lirlle of
your company’s business, We be-
lieve quile frankly that our leather
ocds are Jeacls s io the field, What
is? more, we believe that our prices

are extremely low and that our de-
livery service is quite satisfactory.t
I think it i8 only natural thar we
ahauk] Jeel ihis way about our
leather gons,

I renlize, though, that! some-
thing may ba wrong about which
we are very much in Lthe dark, IF
we bave not been vetting more of
your company's® hgtiness becnuss
we have not satisfied you in some
way, please o rot hesieate 10 L2l
us abhul it [@okly® We shall
phedly eake all necessary steps bo
win back your gond will. Yours
bruly, (L33)

496. Dear Sir: We have given
the wrist walch that you lefe with
us during the Chriatmas holidays a
Lhormugh pofne evert T am sarcy
ko a3y Lhit LWie main zpring is
Lroken, To put 1he watch in gatis-
lactury working shape, it? would
be nocessary for ue o cebuild e
The expense of this rebuilding
woull be 2o preat that we do noed
advige going ahead with the work,
We shall hold the watch Ll we
bear Irdtn you.

If you decide to Eake our ad-
viced we shall be plad to return
Lhe watch vo vou by parcel poct.
In that caze, please scnd us 50
cénts to 1ake care off handling
charpges,

Lf you o not have the walch
repaired, we think il will be worth
your while la come in Lo ses our
full® line of walches of all kyes,
siyles, and makes, Apongy the
walches Lhat are in nur cazes, you
are sure b0 age o model” that will
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please you yet that will rot be tuoo
exprongive, Yours bruly, [133)

457. Dear Sir: Has vour high
ovechead Lesn a zource of worry
and bother Lo you? Would vou like
to cut your avechead! in half with
ng Jepreass in production?

Qur gtaff bhas worked for years
ofn wayd and means Lo cub over-
hezal in husineeses? like yours, and
it haz come up with a plan Lhat
we know will strengly appeal 1w
you,

If you will let me koo on? the
enclosed card when and where 1
may meet you, I shall Le very
viad to call and explain Lthe plan
ts you. Yours truly® (30}

408, Dear Dactor Wonds: 1Esyve
your been thioking about whera yuo
will send your younyger san, Frank,
Iar Lis vacalion next sumrner?!
Kothing could be finer thin to
have him come to the Yale hogs'
carp at lapgar neéxt  summér
where he will be able2 pa play with
children his own age, Az you knaw,
Frank's older Lrother, Lud, has
been with us in olher years; and
T am® sure Lhat be s ¢lad thal he
came.

Becayse we can kake ondy 100
children, it will Le necessacy ford
you lo reserve ghace for Frank
catly. Vou ean de thiz easly,
though, by simply Glling in, =gn-
ing, and returnings the enclogerl
vard. Tt neeels o stamp, Yours
truly, {10%)

Legson 58

300, Stody

A aran naned Trown and a
man named] Llack were graduated
from high school and secured jobs
ln Lusiness offices, TBath! moen got
ahead wnusually fast, AL ywenty-
fiva they wers earning big salaries,
" Coming men,” aaid Lheir friends.®
“If they are s Jar 2long At Lwenty-
five, how far will they be at fifty 2"

Elack did £o on. At fifty he is®
the head of his company and is
earning more than $50,000 a year.
Semething, thengh, wenl seériouslyd
wrong withh Brown, He did not ful-
fill the great promise of his youth.
He was unable bo adviace boyand
the puint® at which be was at
thirty.

What was it that eecurrad o
these men of equal fraining and,
so Far as the world could? judge,
eqqual talent? [ wili tell yoo. Brown
was a lazy individes!, and he soan
ceased 1o study and T pErow.
When Olack reached 55000 a year,
he reasoned dn Lhis way: "I have
made a fine start in the husingss
world.® Nothing can slop me [fom
advancing il L always keep my
health and always kesp growing,
I must study, aludy® shedy, I
have pot to become Lhe most im-
pareant man in my feld io he
country.”

There |s Lthe answer. One mantd
studled something new every year,
204 the olher didnt,

Whatewer you achicwe before

you are twenty-fvall is not of any
gpecial credit bo you, Your dchisves
ments ace dus simply b the schogl-
ing your parents made'® possible
for you—schooline that did nst call
for any sacrifice from you, Any ad-
VARCATERT you Fain in this warlLd
arter ywenty-five, Lhough, rmost
come Tram your ¢own hard work,

Every year really bip and im-
portant men make suretd that they
will keepr gzowing, They say, “I
8m poing to master one new Geld
this year. Eam going to pursue ats
Reld of sludy Lhat will help me
build up my caming power”” The
bipger those men #re, the longer
Lhey keep stucdying 18

When you leave schoob, what are
vou planning Wb atudy in your
sparg moments? Iow much will
you add by yaur generall? stare of
knowledge in the next year’—
Bruce Barton (146)

501, Dear Sirm You will recall
that on the morning of Lridlay,
Juoe 15, you wvisited vur jewelry
store and asked! us 1o et aside
for you & lughes wrist wakch,
which you planned to give your
daughter as a birthday gift. Our
records show? that you made a
payieat of $10 23 a deposit.

Several weeka have now gone
by, and you have nob calledd for
Lhe wetch. Ua you abli! wan ir?
If you have decided not bto hyy
the match, won't you use the en-
dlosed eard to peflt ws, We shall
then be alble to place the wrist
vatch back in the display eate lor
male, Yours wculy, (97)
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503, A Dusinemsman's Secnetary

3ome weeks agn my sacrekary,
Mizs Carpenter, resigned Lo get
martied. She wvery thaushtfully
offered 1ot stey 23 longs as neces-
=iry, Lhouph, in onler to break In
a new girl, It was while I s
walching Miw Carpenters break in
the mew girl that my eyes weore
npened b Lhe vital role the played
in our businga relalonship.

Each® morning she opened my
letrens and lelegrams and set them
before me in Lhe onler of Lheir
itnportanee. 14 conhl dapend on her
to bandle all routine lztters her-
seli. lale in the afternoon she
cleaned my desk and carefullys
arranged all my papers, Sha kept
rmy bank account shipahape. For
twa hours a day she read through
the local papers,® ddipping Irom
them all Lthe aotices that would be
vaeful and helpful o our electrie-
appliance business.? FEvery month
she faithfully read through more
than thirty technical magaiines,
marking all arliclex Lthat she felt?
I should reacl. She watched my
pramenar, checked my punéluation,
and verified my spelling, She saw
to it that T paid? my bills, kept
my =wakine appointments, gl
bought & pift en my wile's birth-
day. She interviowed new appli-
cants for jobs!Y and passed on
their qualificalions, I could, if 1
wanted to, go on and an listing the
many jobas of which1! she relieved
me, There wasn't a thing abe did
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not know about my elactric-ape
plisnce Yuginess,

Through all this, shet® has
shown great patience, thouphtful-
ness, and layalby.

I am sure Lhere i= not a single
businiezs execurive who'T won't es-
1ify that he could not get along
wilthout his gecrekary!—dA  Busi-
nesimon [273)

504, Dgar Sir: You will recall
that several weeks apo we wrote
you about a shortage in 2 ship-
onk ol electricl 1oastérs that we
recelved in our Main Sresel store.
On opening the case, we jound
that four elecwric toasters were?
missgng,

You wrote us on Friday, Febru-
ary 10, that you weuld check into
the mateer and Llet us hear [rom
youF as aoon As possible. Thus
far we have had no word from you.
Hayve you learned whit has hap-
pened Lo the missing electrict
toastors? Wo should like weey
much to have this matter settled.
As tong as this malter ia pending,
we cannet? close aur account with
yiou

We bope you will leb us hear
feom you a3 soom as  peusible.
Yours truly, (117)

505, Dear Sir: Mo matter how
old you are, it Is not too late to
atart a hgbby such as painting, It
is & hobby! that will enable you to
relax both mentally and physically.
Many people have started painting
late in2 life, 2nd they bave becn
sorry that they did net take it up
BOOTIET.

G

Ilan to pay our paint shap on
Filth Street a viait? a5 soon as
possible, and let us show you many
ways in which to spend your
leizure heowss with a worth-while
tably.

May we hope Lo see you shortly.
Yeurs Lruly, [58)

Lessom O

507, Dear Miss Clinton: Tt is
always difficule for & merchant to
tum dgvn an order from a4 cus-
tamer, That isl what we must do,
theugh, ab the prezent tine. WWhen
we advértised aur poreable radics
in last manth's Readers? Quar-
terly, we bad more than 5,000
prirtable radios in stock, We were
cortain  that  this  merchandise
wvould more? than lake care of 3l
the orders we might receive Ee-
cause of our adverliaing, TWe yrere
rafstaken, Our 2upplyd of portable
raedios was exhausled in less than
& wesk.

We are returning your check for
#2085 We hope, Miss Clinton, that
you will give us znother oppor-
tunity to s¢rve you somelime soon.
Yours very alnceqely ® [120)

502, Denr Mrs, Temple: Do
you like eo shop in departohent
stores when they are crowded,
when custorhers are in 3 harry b
and whea clevks are vired? Do you
like 1o shop when the bett mer-
chandise is gone and you find it dif-
Biult to purchase? eractly what you
want? We are inclined to think,
Mra. Temple, 1hat you do not.

T T T e —

Thar [s why we recommends
that yeu plan to make your Christ-
may purchases early this wyedr.
Even though it it anly October,
our Christmas? meechandize s on
dizplay.

WEy not plan 1o spend tomogr-
row or the next day doing your
shepping. You will And it% a real
thrill to be able to make your
purchases leisurely. You will be
deliphted, 1o, wilth the superior®
products from  which yoo can
hooue,

May we axpecl you soon. Yours
very sincerely, (134}

509, Dear Mr. Adams: All of
us have only ane pair of eyes, and
that pair has Lo last ue a lifetime.
We should, thereforel give our
eyes the best of care,

Our records shaw that the Jast
time you had your eyes cheched
wis three years apo. In that? time
your eyes have probably chanyed
congiderably. The lenszs Lhat wers
perfect three years ago smay no
longer be perfect.

Why oot retarn to me the én-
closed post oard, Lelling me when
vou will be able to have vour eyes
testedd by a doclor on our stall.
s you know, thers is no charge
for this 1est,

Don't postpene tking action
any longerS Remember that your
eyes are of the greatest importance
ko you, Cordially yours, {113)

510. Dear 3r. Sranton: We are
al the present Hnie miking axten-
slve plans for our annual January
sale.l Delors we adverting this sale

in Lhe papers and elsewhere, we
ordinarily set aside Lve day» for
our? mpecial cusipmners, to make it
possible for them te bave Rast
chaice. This year, theugh, me can
=2t aside only threed day=— Janu-
aryl 4,and 5.

There will be many itéms an sals
in which we think wyou will be
interested.d You will especially
like our outstanding colleckion of
sparting goods, The prices on these
iterns have been® considerably ra-
durced.

Won't you plan b» be with v
during the sale. Youra sineerely,
{1i6)

1. Dear  Miss  Diamond:
Thank you for recommending wour
student, hliss Abce Adams, for Lhe
Jub as Lypist i otir Alet Transporct
Pepartment. I interviewed Miu
Adama, pave ber a Lest, and hired
her the same day. I am inclined
ko helieve® 1hat Misz Adams will
turn out o he a superior worker,

Let me take this opportunity,
Mixit Diamond, ta thank wou for
the many outstanding people you
have reeommended 1o me in the
last six months, Veryt sincecely
yours, {82)

Lessom of

313. This Thing Called Success

It is really wo bed that there
are not a few omvenient rules af
magic that we could all follow in
orderl ta succeed In life. It would
indeed aimplily matters. Although
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Lthere are no such rules, there are
many sleps we® can take to make
Hfs mere pleasant,

Do you want mare Iriendgy
Ther yive your awn Jriendchip Lo
more people. Dy you wish to hyyes
good neighbors? Then e a g
paighbor yourself, Da ¥you want Lo
be grested with a amile? Thea
greet others with a smile s

The ones wha succeed in [ifs are
these who realize (hat there must
be piving bafore there jy petiing.
oy altens have ¥ou beard a per-
som 32y, “Whea my employer Lives
Me mare money, I will Ja mare
wirk.™ This is gn attituded (har
i hound ta result in Failure, If
¥OU are an employce, give your em-
Ployer more and hettor Co-pera-
HonT Lhan he expects. Pur forth
exlra effory, time, &nd eneryy when
the oceasion demands, Concentrate
on® your job a< thouph ¥au awned
Your own Lusinezs—ihen Ay e
you will ewn it some day. Ir ig
Uie giving that counts. The fet-
Ung® lakes care of itaclf, [154)

514, Diar My, Gray: We wers
indeed happy to lave the O[N0r-
Wity to repair your plasges re-
contly. Wel hope thae the cHasses
e comfortable and that youo are

enjoying complefa eyve cormfork. If
Yau are nof, leasse do ner hegi.
e la come in and Jek a rmerber
of our compelent agalf adjust the
glazses for you.

We have at complete recard of
your pregcriplion snd a fol]l de-
Seriplion of your glasses, Copge.
_quently, we can quickly belpd you

&4

if your glasses shayld again require
attenlivn jn an emErgEncy.

We lock farward, Mr, Gray, to
thel privilege of serving you agaln.
Very sincertly yours, [1i1)

515. Dear Mr. Hartis: The Lj-
brary Board wishes wo express ity
gratitude far yogr unliring interest
Int the construction of ouc new
Buildiog and also for your par-
sonal conuibution, We have all
worked hard 1o provide? sur com-
murity with the kind of library
that bowh ehildren 2nd acults can
enjoy. Althapgh the construclions
work seems to have gone slowly,
we can now lock farward o a day,
Rot toa far distant, when we ean
move jnlol the pew building 1o-
<ated at $00 Crane Road.

We invite you, M. Harris, to
attentd the next meetingt of the
library  commitzes gn Monday,
June 15. At bat Lige we zhall
have & completa PrOfress report
from® the village enpincer. Also,
Lthe new library supecintenclent will
Jubialt his recommendations faeT
furnishing 1he building when the
eonstruction work has been come
pleted.

We hope that we shall have the
brivilege and¥ pleasure of seelng
You at that kime, Cordially yours,
(150}
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S17. A Simoom the \Walt

) In 2 diltle western town the ruhe
lisher of the newpaper had a sign

nalled en his office wall, which
ataled: ! "The man who never did
any more than be got paid for
never pot paid for any mere Lthan
he did1™

The sifn was? rhe publisher's
answer to his printers, who could
a0t underxtand why they were nat
eclting: anywhere. They did theic?
Jobe well, fur they were experi-
enced erafiamen. However, thay
ztoppedd there. They never went
out of Lhiir way bt prepare them-
relves 10 handle betier postions
when vacancies pocurred. As a re-
sult, they astayed pretty moch
where Lthey were.® They never did
any more Lhan they got paid for.

The publisher had  climbed
graduslly la the heal of chat®
newshaper by doing mora than he
was paid for whea he was hired.
When he was a younp man, he
starled 2x a printec’s? apprentice.
He not only worked bard at his
own poditian but alse ok 1he
trauble to eberve sverything® clse
hat went on areund him in he
shop. What ix more, he tludied al
night fer sell-improvement and
scli-development.? That is why he
becanne publisher of Lhe newspaper.

Toclay, the motto no that =i
it just as forgeful!? as the day
the publisher nailed the sipn on
the wall, (310)

518, Dear Mr. Bates: Are you
fnding yourself more and mors fn
the pezsilion ef being unabls to pet
out ¢fl the office in the Late alters
noon in order 10 catch a train that
will pet you to Chicapo the next

morning <

You will be glad to know that
in the future you ran take your
tme and po o Chicage comfact-
ably on lhe® President, 2 train
Lhat leaves Mew York at 6:45 pm,
and avrives in Chicage at 10;45
a.m. lhe next day. You can die-
pose ol yaur work at the office in
& lesurely way, board the Dresi-
ilent any® time after € pom., have
your dinner whenever you are
ready, and then read your news
paper an carlort ¢

In addition wo the President, we
have a number of ather convenient
Lrains from New Yurk ks Chicazn.T
Ii you would iike to have aur regy-
lar timctable each Lime jt i eor-
rectedtd and brought up 10 date, all
you® have lo do is request it on
the enclosed scif-addressed cand.
Sincerely yours, (174)

Irétranscription Qulz

The words thal heve been
amitred Jrom the printed short-
hand are given In ftalica,

519, Dear Mr. Stacy: Twa or
Lhree days a0 we recejved from
Mr. E. I1. Day an applieation for
al position in the Fublic Relations
Department of our organiziton.
We are especially interested? jn
Alr. Day. He seems 1o have jusl
the training, eapericnce, and atli-
Lude that the position requires.s

On our regular application form
Mr, Dy stated thal fe warked for
a number ol years in 1he publles-
rolationg department of your news-
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paper. We should tike to have any
information you can give us ghouts
Mr. Day’s experience, his ahility
to gt along with pesple, and any
other facts thae will belpt us reach
a tdecision.

A we must reach a decision
within the next ten days, rmay we
refquest Lhat yor write us? as sron
.28 posaible. Cordially yours, (147)
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321. He Liked Everybody

"When I die," Will Rogers once
suid, Ymy epitaph, or whatever you
call thase things on gravestones, is
Boing to read: L[ joke about every
Piomintént man of my time, but [
never oet & man [ didn't like.' Im
20 proud? of that I ean hardly wait
f0 die 50 that it can be carved,
When you come around 1o iy
grave, you will probablys ing me
there proudly reading ir.”

When they built the memorda)l to
Will Rogers, Lhey remambered his
wish, Belaw+ the hronze bust of
the humoriat appear these words:
"I never met a man I didn’t like."
Whea I saw this memorial,® Wil
wasn't there proudly losking ay it.
At least I idn't see hirn, How-
ever, [ came to the eonclusion®
that there was a twinkle in these
bronze eyes!

Wil Rogers lived up o his epi-
taph, 2 met men with an openT?
hand and an open heart, He valyed
everyhody's  friendship, and he
looked for the best o the woest of

ab

us, He had® oo fine 2 character
> dislike anyone, He recommized
e¥Ery {Ian as his equal.

What a successful? world (his
would be if all of us practiced the
art of liking everyone. A search
for the geed in ¢thera! will re-
veal an estonithingly large anount
of pure pold. There ja something
to like about everyone if1: we
want to look lor it—IFéferd .
FPetersom (2293

322. Dear Mrs. Oxford: Cone
gratulation= on the birth of your
daughber,

As you will dovbiless soon dia-
cover, bahiest nesd a surprisingly
targe pumber of things. For ex-
ample, they need porrdees, soaps,
etc. What is more, they? usually
necd those things instantly,

We are in a poaition to make Im-
mediate deliveries 103 your house
withuut repard 1o the vime of day
or pight that you may eall. Cor-
diaily yours {75)

Frotranscriptisn Qulz

The wordy that have been
omitted fram the printed short-
hand are given in italics.

§23. Dear Mr, Bradiord: I am
referting bo you ali the correspond-
ence that bears directly on the aub-
ject oft 1he collizion betwasn your
agent’s automohile and the zuts-
mobile owoed by the Government
I arn likewise? referring to you a
copy of the Lestimeay that was
taker: in the hearings in my officed
yesteeday, Aller listaning to those

|8

hearings yesterday, I have come
to the conclugon that the delver
of thed Government auiomobile
swag without question #f fault.

IT youl can reach an immedfate
settlement with thef Government
that will be to your advantage, I
presume you will accept It Other-
wise, I présume that you will®
prosecuta the case. I om of Lhe
apinjon that you wiuld be guecsss-
Ml im recovering for Lhe damagesT
Lo your agént's automobile,

If you have any cuestions mo-
farding the case, you can call me
at the Speinghield® Hotel. Unless
something eccurs 1o change my
plang, T ghall zeay ar the Spring-
field Iletel for the remainder ape
a2y 2nd throughout June Yours

very traly, (157)

Lepegn &4

525, Dear . Madon: We are
a big advertising hous, and dur-
ing the past bwenty years we have
bandled hundredz! of impartane
accounts. Qur particular feld has
always been automobile adverilis-
ing In newspapers,? magazines,
lechnieal publications, ere, We
have coma to the condlusion, how-
ever, Lhat ab this? time we can
Advantamesusly ke eare of ses
eral bundrod small accounts,

It ix our purpose and objectives
to make small accounts an impor-
tant part of our business. Every
account, regardless of its size, will
be glven® the same consideration,

We should very much lke Lo

have an spportenity te discuss
your futuret advertising plans with
you. In eur erganization these are
many recognized and experisnced
experts’ on the suhject of adver-
tising who will be glad to give you
the benefit of 1heir successful and
prodrressive® ideas.

Why not usz the ¢nclosed en-
velope immediately to let ug kpow
when and where we may send?
aur cepresentalive Lo aubmit his
ideas for your considapalion. Any
dato and hour thar you suprpesti®
will probahly be satisfactory Lo us,
Yours truly, {212)

526. Dear Mr, Underwood ! Yes-
terday the general manamer of our
company relerred 8o me your re-
fuestt for informatlon abeut 3dr,
Henry Brown, wha wis until Jast
week our head purchasing apent.

Mr, Rrovm? eot along unusually
well with all the members of his
stali. He quickly won the confi-
dence of everybodyd with whom he
worked. In years past we bad a
preat tarnaver of beip in our affice.
We could not keep our peopled for
more than a year, Yeb, in the last
four years we have pot had 1o
replace more than ene or twe per.
cons. In our gpinion, Lhis 5 an
outstanding record,

You will understand, of couese,
that his apporiunities far progresad
in a small poblihing house such
B oUrs were necessarily limited,
We are, therefors, nioet shxious
to helpT him abtain a position Lhat
will enabla him to make Eood vse
of his extraordinary taleats, Now
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that? he [s fone, we miss him.

We conficlently believe Lhat Mr.
Brown will e 2 valyahle addilions
ko your office staff and wish him
Lbe best of success,

If Lhere are any queslions you
would like to ask, T shall belo
pleased to eorrespond with you
[uriher. Cordially yours, [(210)

527, Dear Miss Dawson: As
preaident of the rallroad of which
you are now a park, I want bo bake
thix oppoctunity?® to extend tg you
a welcoma and ko eXpress Lhe wish
that you will like all o us as much
an I arn sore? that we are moing
to like you.

Your brsl day will e the most
difficuli you will ever spend In vor
organization.® [ knaow that is true
because I atill remember my ficat
day on the job, Things will seem
strange, and some of thed work
wlil 22em much more difficuly than
it really is. Remember, bewever,
Lthere is not a peeson amongs us
who does not want 1o be your
friend and to help you gen ad justéed
on the job. Do oot hezitate to ask
questions.?

You are going 1o enjoy your
work hece, 3ligs Dawson, Our com-
pany [s the fincsi of its kind in 1he
warld, T and 1hat iz something of
which you can te proud. We work
as a Leamn aod mot as individuals.
Everybody® in your department
wants you to make g,

I know that you will do your
hest to promote the interests of
our® orfanization. Cordially yours,
{187)

63

Pretrangeription Quiz

The warda 1that have been
omltted from the prinfed shorl-
hand are given in iealics,

528, Dear Mrs. Grien: This will
acknowledze your leter regrrding
the tax situation on your property
on Statel Sirest. I returned from
Washington only this moraing
after prosocyling a number of diff-
cult casea® for 1he Government.
Otherwise, I should have writlen
YO sOGnET,

It |s my belief, 3rs. Green, Lhat
in Lhis instance® you will not have
B pagy any ves an the property
for e remiainder of the year.
If T remembart correcly, your
last payment eovered everything.
Nevertheless, L am poinz inta Lthe
miatter axainf and will wete you
by the end of the week, Cordially
yaurs, (111)

Lesron 65

530, Degr Sir: T am sare that
vou would never consider throwe
ing away fourteen $1 billa. You
certainly would! never throw them
away inteolignally. MNevertheless,
thit is what we hink you have
been doing by not wzing? our mali-
ing sarvica.

Your present expenses for each
1,000 circulacs mailed Jdirect from
your oflice is” probably about $30.
We do exeryihing for $1f—a save
ing of §14,5

Our lists are 100 per cent cor-
rect, which means that they will

belpr you reack more individual
prospects than yon® have ever
reached befare, When you uwse our
lists, you have the aszumance that
your neasare ia being deliverad ol
those merchants Lhroughaue Lhe
country whao are in Lhe market Ior
your pucds—and 10 polbicly &lse.

It is our wupeeation? that yoo
send us an order, with your re-
mittznee of .60 [or each 100 i
culars® that you want mailed. M
you prefer, we will Lill you for
the wark and you may remit later.

When yau see our servicet in
operalion, we (hink that you will
instankly conclude that gur service
is warth while. Yours troly, (195)

531, Dear Doclor facksen: 1
am enclosing all the correspond-
ence of importance that peceains to
lbe speaking! enpagement I shgll
he unable to keep in Philadelphis.
I am likewise enelosing & Jdraft of
the speachd T was pmoing L deliver,

The thme an the progeam will be
divided among you and thres
other speakers.? Consequently, it
will be necesaary for you to plan
the character of your apeech care-
tully.

Upan yourt armval at the Phila-
delphis Railroad Station, you will
be met by the president, Mr.
Davin &

Unfortunztely, I am siill too
weak ta leave my sickbed, Very
sincerely yours, [114)

532, Dear L'rank: T want 1o
lake Whis opportunity ko bl you
how pleassd we gll are with 1he
way in which you bave beent han-

-ﬂ

2ling your Lerrijory, IT you keep up
YOUr present [Ece, yuu can expect
a big Loous at the ead of Lhed
year, I am pecanoelly very happy
with your aupeess, You will re-
merilzer that Lhete was soma op-
position® Lo yout appolniment T
cause of your youth,

We are at the present Lime guing
aheid with plans for gur nationald
mesking in Chicago. This will he
your first meeting, and [ know
that you will Jerive a wreat deal of
pleadure and? benelie frem L. Ty
the wiy, I aupmest that you write
far a holel reservation immedi-
ately. Ii% you overlook this, yon
may not be able 1o pel = room
when you arrive in Chicapn,

Onoce more, Frank,T conpratuta-
bions on the fne work you are
doing. I can xie a wonderfal Future
for you with dur orzanization®
Cordially yours, (164)

Pretranseriprion Quiz

The words Lhar bave been
omilted from the printed short-
hand are given In ftalics.

523, Dear Mr. Chaze; I wus
sorcy Lo learn Lhat you have been
having edifficalty wilh Lhe quaniity
of pamt thatl we shipped to you
& number of days aga, When your
ledter arrived, we made an ime-
mediale nvestization with reler-
ence bo the mateer, We must apuls
opize, [or we did make a niimake,

It seems that a new shipping?
clerk Glled the order from rerchan.
dice that had becn relurned Ly n
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customer gs inferior, When the
paint? reached o, it was put aside
but not marked plainly enouwgh.
The clerk thought it wax repular
stock andl then used it 105 make
up your shipment. Although there
is no excuse for such a mistake,
I am sure that you will understand
how it? could happen.

Our truck will stop at your
factory on Friday morning of
next week belween yen and twelve
a'clock. 1T shall appreciate i if
you will let our driver pick up the
paint. We should Like 1o replace
the shipment with the? right kind
of paint. YWe have long besn ree-
ognized a3 one of the finest paint
muakers in the warld, and it is our
deire? o convince you of Lhis
fact.

Thank you fur your paticoce,
A, Chase. Sincerely yours, {195}

Larron O

535, Trear Mr. Underwood: This
afterncoon I transmitted ta the in-
surance company the reparf youo
furnizhed! in whichk you deaeribed
the darnare done Lo your house
by the recent electric storm. [ am
enclosing 2everzl? docurments Lha¥
I hipe you will sifn at the places
indicarsd. A acli-addeesaed cover
lope j8 alsa englozed? [or your con-
venience in  formarding  thess
papers,

In regand 10 1he claim you en-
tered for damuage done tod artholes
of elothing, Lhe ingurance company
Informa me that under no circum-

i

stancex can the claim be allowed.®
The company zays that, according
to Lthe Lerms of your contract, you
are not protected lor this type of
damape.s

I hope zincerely, Bir, Under-
wood, that we shall shartly have
an opportunity Lo discois your
compleie’ insurance program so
that we can be =urg it includes all
the protection you sheuld have.
It would be 4n* unfurtunate mis-
fake to pastpone doing this loo
long, Very truly yaurs, {173}

536, Dear Charlea: This letter
will Iniroduce my personal Friend,
James Tidoe, who Tépresimis the
Empire Insurange Company.l Ha
would like to explain to you a
superior type of insurance palicy
that [ am inclined 102 beljeve will
be of extréme interest Lo yoo.

If you would like 10 hawve him
pul your sntire {nserance proprams
in shipghape conditon, T am gure
thar he would be Jelighted to do
£0.

I think you will find James 2
feiendly,® competent, and efficient
person, Sincerely, (55)

Pretranscription Qui=

The words that have been
omited from the printed ghort-
hand are given in jlalics.

537, Dear Mr. Stern: Are you
adverlising in hose newapapers
that will enable you Lo et the
miosk  impressivel gales  pesulls
from a city the size of New York?
Unless your acdvertising schedule

includes a page in the Times? at
least once & anonth, you are oob.
Qur circulation s just short of
one rillion, Furlhérmore, our
newspaper is? the anly ane in Mew
York Lhat provides for you the
complete coverage you nesd fe in-
crease your sales to the hiphests
prossible point.

Becavse the Times enters the
homes: of families in bath the cipy
and the subworla, your messsped
will reach Lhose people who are in-
Lerested in your superior products.

Why not let our réprezentative®
Mr. Overmnan, show vou conving-
ingly how the Times will increase
wour rales, He is af your dispazid
ar? any time thar you decide you
can see him. Lis services, of
course, are available to yon at no
éxpense? Very Lruly yours, (164)

Lessom &F

539, Dear XMr. Harrington:
Ther: are persons right in your
gwn aeiphbetheod who ace olytain-
ing their automobilet inspminge at
20 per cent less than you yourself
are paying, Furthernore, they are
phitaining it [rom a large and? sue-
eexaful company that provides Lhe
finest service,

You are one of the lew perzony
in your bownshix, Mr3 Harring-
tom, by whom we ara extending this
fnvitatlon to become one of our
Members Az you may know, wed
select our membeezhip earefully
an] endeavar ko insure only Lhose
persons who hkave proved Lhem-

selven ta Lot eareful end prudent
drivers. This resulu In suhatantial
savings lor our mentim.

Dan't  decide hastily abould
purchasing your invurgnce [rom
uz. Simply rvelurn Lhe enclasel
sill-addresacd aard. When wa re-
ceive it, we will semd? you gime
reliable Rgures that you can tom-
pare with the prices that you hava
Lzen paying.

Mzl the cwd withoul® fyrther
delay. Yours very truly, [l67)

540. Dear ¥r, Johnston: Every
forward-looking businesarnan should
be vitally iplerestad in Lthe an-
swerst o the [bllowing three ques-
tions:

1. What zgency actually placed
more Eelevision advertising lask?
vear Lhan any other aency in lhe
world?

2. Whal agency handles the ad-
vertising for a majority® of Lhe
large modern furnfiure companies
it thee United Stales?

3. \What agency has been han-
dling? the advertizing of five ninjor
corparations from the day they
wire brganiod?

Doubtlne you bave alreaciyd
pusased that the answer to Lhese
three questions is the Southern fd-
vertising Company af Dirminghan.
If you want® advertizing that will
increase Lhe sale of home Tumish-
inzs in your peighborbogd and ak
the sarme yme keep your copts?
surpriglogly low, we sugupest 1hat
you employ us.

Ii you will nolify us ibat you
are jnrerested, wed will have our
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efficient representatlve dn your lo-
cality call on you, He will be glad
ko help you? formulate 3 practical
program that will mest pour gpeci-
Geations. If you wish, he will even
belp to composel? your advertis-
ing copy. Sincerely wours, (208

Preteanzeription Quiz

The word: that have been
omitted Irom the printed short-
hand are given in italics.

541. Mr, Radford: fs you knaw,
we have pecently had some erilical
reports about the opetacing effi-
cieneyl of our factorics in Green-
feld, Jamestown, aod Daoville.
The reports bave been sb sevious
that I have? foally desided o
Lok into the mealter mysell. Con-
sequently, I am moing Lo visit
thess branches? parly aext month
with Lhe Lreasurer, bIr. Davenport.

Before we leayve, I should Like
io have a meeting with yout so
that I may have die benefit of
your judgment. I want to be in
the best posalble poaltion to makes
3 senaible decision.

On the assumption thal you wilt
be free, I am teneatively setting the
mecting® for Friday, Augyse 10,
at three o'clock.

If you should happen 1o have
another  appointment  for  Lthat
hour, please eall? me, E, R, Green-
bherg, (144

Lessom 68

543, Degr Mr. Ifenry: The
Brown Dnyg Company in Bfem-

s

phis, Tennesses, wasy for many
years ane of our beat accountsl
In the past we received a= much
as FEO,000 worlh of buslness Irom
that company. The accaynt way?
covered by Mir. Graes, wha, I
understand, was a [friend of Mr.
Brawn's,

Vhen Mr, Griee retired two
years ag0. % our businsss with the
Brown Drug Company started to
drap, Mr, Crace's successor has
been devoling more and® more
time to the accoamt, but he haa not
been able 10 geb bo fret base In
fact, on several coccasions Mr5
Erown refuged 10 see him.

I realize, of conrse, Lthat Blem-
phis i3 not in your territory. I
zhould like to have? you call on
Mr. Drown, however, o ses
whether you can find out what [s
wrong. I had planned 1o make the
trip LT Memphis myself as zoo0n
as the nusb season is ever, but I
ahall nob be 2ble to do so. I am
conbdent® you can straighten oot
this matier.

After you have talked with Mr.
Brown, please 1ol us have 5 com-
plete repert, Very® sincerely yours,
{133}

344, Dear Mr. Evans: Suppose
that one of your customers had
owed you $300 for more than &
year, but! you knew that he was
oot In a positton s pay it. Then
his busingss once afadn started 1o
make maney, and you? wrote him
Supesting a plan {or repayinent.
Wouldn't vou think that he wounld
respond as soon as pogsible 1o

your® letter and offer to do whalt-
ever he could to make payment?
1f he had A =zense of [afrness, of
course he would. 4

You have nat been fair Lo ug,
Mr. Evang When your bustiness
was Tob doing well, we earrivd
your accounk for more® than a
yaar even thouzh it was nat good
business pragtice to do so. We
were sure, though, thar yau would
aettle yolr accounl® As so0n 4%
business improved. We understand
that your busingts has been doifiy
well recently, but we have had?
na ward from you, You can readily
vnderstand cur conétm.

A check will convinee us that
you want to o what 2% fair and
square. Yours very Lruly, {164)

Fretrangeriplion Quiz

The ward: that have tween
ormitted (rom Lthe printed short-
band are given in nalics.

545, Dear Biiss Aason: The job
of a sales manager, of course, is
ko geb buginess, It is also his job,
hewever,L to do all he can ta hold
buzzitiess.

Twa years ago [ had the plaas-
ure of Eaking your frst grder, Yoor
orders® came in resuarly for a
long time, but about four months
ago Lhey stopped suddenly. Thia
s & source of worry® to me, for it
means that there has been some
mizundesgtanding or that our serv-
ite has not been satitfactory.t

If that is the case, [ want ta do
something about the maller as

s0on a8 poseibile, It is not possibled
for me to do anything about It,
hawever, untll I koo fusl how
we have falled. I hope, 1herefure,
that youY will B pood ennugh Lo
kaks 2 few minukes of your Lime
la write me frankly. I need nol
tell you that your orders? are ims=
portant Lo uis. Very sincecely
yours, [143)

Lexson 65

547, Dear Mr. Macy: One ol
the mast popular men in our town
many years amo was Hamy Smith.
Harry always! had a smile on his
Face. T understand that he even
smiled before breakfast! Ile man
atie of Lhe best stores in? town,
and everyong had something good
la say about hirm,

Harry made it pleasant and
warlh whils to trade in his stora®
Az =oon as he learned Lhat any
customer wasn'l satisfied, he bried
hig bLest to make an adjustment,
e wanted? the pood will of his
costomers. That was very impor-
kank bo hinn,

Our fepling abtut customess i
thes =ame. Your pood will means
8 freat deal 1o us. Unfortunalely,
letters oot convey the smile
with which we toy to" do business.
Thers is, however, 4 human alde
to our business—and that human
gide wants to knoaw why your
orderaT have nol been coming in
tately.

Terhaps there has been a mis-
undepskanding: perhaps won just

il



have pot been able® 10 uze ocur
products in your husiness recently.
Whatever the reason may be, we
want ks know it

We hopef you will take a few
minules now to L2t ug know why
¥e have aot had any ordess Irom
you. Your comments, 3Tr.1? Macy,
will be helpful to us. Sincerely
yours, {99}

548. Déar Mr Blair: As you
®ill recall, about alt months aze
Yiu came bz w3 and wanked 1o
open 2 credikl aseount. Aler you
tald your story ta me, I recom-
mended that an acedunt be apened
lor you. I had the* feeling that
we were estabilishing a worth.while
refationship that would prove
profitable 1o you and to uad

I was unhappy to learn a few
days ago thal vour account is 60
dyvs overdue. T am aure that
thered must be somie reasun for
this, becauss I cannot helieve Lhat
my judgment was wrong., One of
the best ways you ran show’ me
that T wasn't wrong is to send us
your check for $150 a3 s000 as
[rosaible, Yours veey® Lraly, [(122)

Pretranscription Cuiz

The words thar have bean
omitter] from Lhe printed shaort-
hand are given in icalics,

549, Dear Mrs, Faine: Did we
teceive your oeder for penacils,
pads, and other office supplics
more than bwo manths ago?l We
did.

Did we ship your order ax gomn

74

a3 we received it OF conrse e
did. Yoeu intimzted that wouo
wanted? 1he supplies 28 soon as
possible, and we ried to oblige

.

IMd we sapd you a bill shewing
the balance dued wi on May 15,
the date en which we shipped
your arder? We did.

Did we grant you Yiberal credit
1erma for paying? for the supplies?
We did.

Ilas your check for $160 come
to our office to bring your ac-
calnt® uf Lo date? It haz not.

We hope thar you will place a
check far $160 in 1he mail today.
1% you cannot do so, pleass avaid
any misunderstanding by letting
us know when you will be abls to
Pay.T Yours very truly, [144)

Legson 7O

551, Dear BIr, Green: Cn mak-
ing the customary room inspes-
tion after a puest’s departure, cue
bousekesperl reported that two
wonlen Mankets, replacement value
$8 each, were missing from the
roomy you occupied, May? we re-
specliully azk that, should you dis-
cover Lhese blankéln on unpack-
ing your lugeage, vou retum them
bo us,

Very? olicn in their baste to
cateh a wain guests ynknowingly
place such itesis in their bags.
They retum them, of course, whent
they discover them in enpacking,
Very sincerely yours, (90}

552. Dear M:. Roy: I arm deso-

lated ko Pearn after reading pouc
tactful lerter of Friday, September
4L hat you have gussts ab your
hotel who are so absent-rhinded
as to check out and take such
slipht soyvenlrs zs blankels? when
packing their neckties. Ly the
same token, I suppose that pas-
#enaers on some of aur leading
railroadsd are apt ta camy off a
locomotive ¢r a few hundred fect
of rails when petting off the boin
on reaching? cheic destinations.
Or, a visilor to a blg city 200
might congeivably take away an
elephant ord a rhinocerss, conceal-
ing it in a sark of peanuts—after
ramoving the peanuts.

In this particular® case, how-
ever, I may be able to assist you
in running dovrn your blankeks, A
I had a lat of lugrare,” I needed
all the =space you sa thouphtfully
provide in each room. The blankets
in question accupled Lhe bBattom¥
drawer af the dresser, aned T wanted
ko place a Few white shirks ([re-
placement value $3.507 sach) in
that drawer. Therefore, I lified
oub the said blankets and placed
them on a chair, Later, the maid
came In andi® I handed the
biznkeks {zame blenket: and same
replacernent value) Lo her, Lelling
hér in nice, gentlemanly lan-
froasetl b peb lhem oub of the
room. LE pou counk all the blankets
in your establishment, you will
find that there isn’il® a hlanked
missing, Yours very truly,

P.5. Have you counted your
elevators lately? (256

Tretranscripilon Quiz

The words t1hat have been
omitted from lhe printed ahoct-
hand are given in jtalics,

553, Dear Afr. Green: T wlsh
ta thank you lor ome uf Lhe memal
intereating, understanding, and rla-
lightful letterst it has Deen ny
pleazure to read in vy entice o=
ness carcer. 3y slncere congraius
lationa.

Yeu, it v estential® thet we da
a 1ot of counting areund here. 1've
counted the elevalors, and they're
right where ey should bed and
operating—every one of them.
What I want te cound now is more
impurtznt to me. [ want Lot con-
tinue counting you as a friend of
this hatel,

Twenty-five thousand dollars'
waorth of qur Tivest silverwaref is
carried mway Bsnnually dp our
"gheent-minded’ guests, A similar
kxtal is cherighed annually® by
guests who dike our linens as a
sauvenir of their visit. 5o it poea.

We are sorry indeed, MroF
Green, that you were hothered as
a cesult of the maid's mistake,
Yours very truly, (154)

554. Tecsll Chart

1. IMarm, becoming, juskifichs
ton, impending,  excesdingly,
checks.

2. Appears, cold, qualify, mis-
inform, encourggés, younpg,

F. Frogram, furniture, cod-
zened, pames, skalta, suthoritles.
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¢. Altogether, circulzilon, shotwn,
amnounts, utiditles, subdividing

3. Hopelessness, savings, ounces,
kingdorm, ultimate, zealously.

¢. Thin, pursued, temninations,
childhood, family, carth,

7. Perplexing, respectiul, [or-
warded, yield, skilliul, omuslcal

§. Confused, function, joining,
threads, township, coslly.

9. Distribulion, surest, district,
afterngom, peyechology, desired.

18, Themselves, zhortest, con-
veniently, patizatly, creallve, en-
coumter.

11, Exportition, qulet, nclud-
ing, dependable, whenever, ¢lectric
wirlng.

i2, Scheduled, postponed, cir-
cumstantial, pwakened, introduce,
SUPEFYISOL,

13. Gelftnade, compliance, en-
tertafn, Lnvestment, bransportation,
maintalning,

14, Shipyard, emphatic, unsom-
promising, Oxferd, Birmingham,
Westport,

IX¥. §3, 5S00,000, 3,000,000,
4 pounds, 2 oclock, 58,000,000, 0,

Ié, Ta be, has not Deen able,
ko kngwe, it is not, 3.m., years azo.

7. Let us, b do, of course, at
o lows, my undeesianding, il you
want.

APPENDIT

Rrief Formy in Order of
Frezentation

3. Can, m-zood, are-hour-our,
witl-weall, in-aet, am-more, It-at,

-]

would, a-an, the, I, be.

4. Put, be-by, buy for, have,
shall=hip, which, could, of, Hil.h%
ig-his, their-there,

7. Thar, rizht-write, muost, de-
sire-Dear  Sir, themn, were-¥ear,
Mr.market, you-your, to-too-lwo,
Yours truly.

£. Dien, they, was, please, when,
like, from, than-thep, should.

Il And-end, side, buslness,
bill, after, all, what, most, Mrs.

14. This, whing-lhink, enclose,
send, glad, letiar-ley, about, wery,
worlh,

16, Necesuary,  doctor-during,
yet, believe-telicf, satisfy-satiafac-
tory, next, deliver, return, work,

I7. Thank, long, among, remit-
remitfance, where, under, great,
aver, company-keep,

19, Uze, haw-out, matter, 100m,
ayayY, Every, ofie-won, important-
impoctance, thosa,

2. Several, any, world, supgcest.
supgestion, unable, usual-wish, al-
ways, ponc, week-weak.

&I. Did-dale, worning, want,
inilividual| sffice, gob, opporctunily,
geaeral, big

26, Property, prapress, P,
order, enable, upon, apeak, such,
slroet.

32, Time, ordinacy, stand, dif-
Ecult, why, merchant, merchandie,
purchase.

I, Bady, considerconsidera-
Hon, =lse, parl, DTessnb-pressnce,
probable, remember, advertise.

45, Seate, mever,  situation,
quantity, public-pablizh, repular,
future, acknowledpe

4. Newmspaper, envelape-never-
theless, idea, number, crganize,
experience, correct, allaw, request.

49. Throughout, question, agent,
between, cover, regard, waloe,
immediate, opinion.

. Conclude, conclusion, object,
particular,  confident -confidence,
subject, house, success.

JI, Advantage, rtefer-reference,
edough, correspond-correspondence,
direct, wonder, yesterday, recop-
clze, railcoad,

5&. Likewise, otherwlse, Inatant-
instance, character, govern, circle,
automohile, elc, prosscule, re-
meinder,

7
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