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CHAPTER I

mwmw ?ﬁﬁ STUDY |

,mwxvaiai ﬁdua&taam in th@ high.gah@wl hau haaamm “
ﬁm@i&ﬁ@zw ﬁ@ﬁaiww ﬁnrimg u@@ ﬁaa% two decedes, ﬁalﬁwm ﬁw
rind a high uﬁa@ﬁl whiah does not offer ﬁ@e or ‘more commer-
- gubjects The interest in these courses has increased
unti; iﬁ is & @iffi@alt task in many ﬁﬁkﬁ@l& t@ ww&v&és
wnimm and facilities. mawsﬁw to meet the ﬁwmﬁm 8o
mapid has been this growth of interest in commercial sbtudles,.

the ewrrieulur makers have f&ilad to kwap up» The t&xthe@ka
aﬁmilabla for wost of tha sourses are not d@nigneﬁ t@ mﬁet
ﬁha needs of the large gw@up wf pﬁpilo wha kak@ @@@m&@@ial
ﬁ@w&ima for general training onlys mhiu hus pr@bably alwaya
been trﬁ#; in 19@8, in an artiala on a@mmaraial aduﬁatlam,
Proderick J. Weersing sald,t

The currdculum hewaver, is very meager, unual&y
boing mitible miy T shntpTIaN A

large, gemeral group of pupils who take commercisl
studles for ganeral training unlyﬁ

These pupils have no 1ntemt1@n nr praparing faw arrtae
jobs; in fast, a very low percentage af all m@mwaraial gradw
uates from high school ever f£ind their way int@ an arfie$¢

"

Frederick J. Weersing,
in Education, 1928, p. 44.

University konographs,

of Zows




¥ichols writes cencerning this group,”

tnly & pert--how lopge i1s not knowne-of the come
ww ﬁ%ﬁ%&ﬁﬁ now mﬁrkm& in high mwaw roslly
phould be regerded sas "commersisl pupile' in eny true
vocational wuwg Beny sre pursulng sommercisl courees

genodral educetion; others are enrolled in the comw~
merciel depertwent becsuse no other depertment will
mw 85 %ﬂa others are desirous of prepar

areer bubt cennot do the work requis
m@ §ﬂ=iﬁuaV Thus 1t comes ebout that a&wﬁa@
‘gommerciel class ineludes puplls who are not

mwm m the vocational aspect of the work and wmwm
whe m: puplles who ecan do the veguired work snd others
who cennob; lea whe have wplli~dolined vooational
ams mﬁ Mm:w whe have nobs The result of this is
ihat commercial education, at present sdminlstered; is
afﬁ‘mi&m ﬁ‘wm no wﬁwrwﬁm»

or not he goes into an office? MNe mey go ou to eollegs)l ne
e & £4lling station sttendent; in fact, there 1s an

may beeo

lsss nusber of different situstions in whieh the
graduste pay find hingelfs Regardless of cccupation or pro-
fossion, it is the duty of the school to equip students with
such skills end
use after gredu
It is the aix of this study to ocutline & course in

socond~yeer typewriting which will mweet this nesds The
aversge textbook for secondeyeer typewriting is only en exten~

informetion es they ¢sn put inte practicsl
ablions

ustion of firsteyesr work: drill prectice, legal forms,
wany letters to awy, ete. It 1s common pructice for tesshers

FC G‘p ﬁi@hﬁiﬁp ‘
{Ds Rppleton-Century CG




ing these routine tagks. The
ovitably o 1oss of interest. The aim must be
57 Le e Houlon seys thie oomcerning the alm of

‘Zho use of & typing bext for & sourse of drill materiel
but this should only supplement the sais part
yplng wers to be mere sopy worlky: then
ng skill would be the sole objective. This Lo not the
In the event that & puptl does go lnte offise
service; he will probebly de seme tvenseription. This will
involve ail the mecheniss Of English besides the skill needed
end other types Of meterial which will
e ¢ then mendpulstion of the mechine
por example, does the pupll know how to divide worde? If
this wes teught et all, 1t wap teught at & time when he wag
: @hen he is confronted with the
task of trensoribing & letter there will be genuine motiva-
tion for lesrning how to divide wordss The sewe is Jargely
true for punctuatiom, capltalimation, peragrephing,; the uee
of figures, snd the pany other fectors which enter into letter
writing, Tesching will be dome ao puplls feel the need for

Le . Neulen, "Broadening the Fleld of Typewritlng
Instruetion,” PFederetion Notes (Matlonsl Cosmerelal Teashers
vederatlion Journal), Vole 11X, Bo. By %wm. 1881, pe 1Bs



Vhen they start transoribing, questions will arise.
There is & desire to know the answers) now is the time Ho
retesch old material and teseh the new,

.. JMweh hes been lost between the English @mmwm and

ome puplls lwm FW&M}MWM wwm ,
lnly all mw room for pepsenslity fmprovesment. Puplls
tudy personslity and cherecter. Cemeron Peok, in
§ up the opiniems of empleyers) says,’"mere must bo

all mawlm @g m mmm whieh wiil m in wmmm the
rosmereial student se he vill fit into meny situstions.

| Fa Os | Biohols, Bps m* s P L



SCOFE OF THE STUDY

e selection of this thesis problem came about
becsuse of the writer's contimucus search for materisls
which he belleved suitable for second-year typewriting
classes in senior high school.

omething good was found
in one book and something else in another. Ferhaps an
idea was gotten from smother tescher, or from s magagine

article. This search for material seemed necessary if the
course was to be a practical one for the participant.

With the practical aspect of typewriting in view,
the problem of cematructing & working technique for sscond-
yeer typewriting was chosen in 1934. During that year snd
the two years following the units presented in this thesis
weye written, taught, and rewritten. All were taught at
least twiee in the classroom.

The material loglcally falls under four heads:
skill of operation, English weehsnlcs, office practice,
and persenal problems snd adjustments. Under skill ef
operation are included such things as & veview of the type~
wrlter, centering, and drill; under English mechasnics those
things whish are necessary to & well-written letter) under
office practice come all speclal phampes of office work: and
under personal problems and adjustments are.eansidareﬁ
persenality adjustment, securing a position, health, and

office etiquette.



~ 7be wmaterlel has been selected frop nuwercus leading
books on W@&m& English, office wmwwm wind
hologyi tx«w WWW&%M M‘ @W@ %mmmz from magse
uﬁ.m We%w w@ ﬁm m wywmtm&w in the ﬁ&ﬁ«#ﬁ*




w w THE @ﬁm%

ors two yosrs of shorthand s
£f400 practice course is Wﬂmg B
13 gﬁ%~ﬁ%@@%ﬁﬁ@%§¥Vﬁﬁ@g@n&ﬁgwwﬁﬂg boke the o
 bogeuse of the transeription requires
souress Ihe m&ﬁﬁ@# of ﬁ%x% &#

r%wm$i¢&,@a% ﬁh@@l& not %@ a@aﬁ&ﬁmw%ﬁ
portant than scse other festors. If « spopvetarial
prastios Sext is covrelated with tue typewriting text, twp
s pust be purehased by the pupllis. @M&, mﬁx patorisl
» 4oxt is unoulted to thie @m* , ,
problen of deing work por the mm‘wi
2@ gohool newspeper, and fov mwgmn%m%ﬁ@@m& in the sshonl.
& swoond~ ewrlting oulé Ge as wueh outside
opk o8 possible as thess joba m%@ﬂxﬁﬁ exgellent prast

done duping typewriting
reclitatlion mpmﬁ is tran in conpection with the
sap ghopthend clase. There Ls indlcution thet many
spuctors spend tee 1ittle tise on thie lmportent phase of
thend is veluslegs to students unless 1t




can be wmm M&k into longhend ﬁ@&mww and. mmwu
A ww&m% my m m:m to read him shorthand & wnm@ w&: te
meim m w %:m tymwﬂ.mv m mwmw mm ‘ m wmwww
:z;w mw w&z M" mmm maw ‘m mh ups %w uwmz k@w ‘mm |

' ePY i Bow M mugt v&mﬂ&im ?ﬁm

' ww&m Ma MM& %ms oy Ww %mn Mﬁh mﬁm |
.. .The need then is for & textbook or ether m&mﬁﬁm mmh
MM wmm adept Ltgelf to a course in which these different
%ggm of work must be done, This ervengewent of materisl is
the vesult of an attempt to meet this need. |
E sy wﬁ Wedne m}r of eash w%l&: aye giv ‘;,;;_h;r; to
extra wwm mwmy menbors understend Maw 231 wwkz must
| wm m maw ﬁwm There 1s ml&m wwm extrs wopk

w mﬁy m ammn Mﬁy for an entire mww, bo this mamw
a&m«ma w apem Wk of these days on drill meterisls. o
ww&w ;&mﬁwmw arp meds for these days. Tuesdsy, ’mvww
ﬁay, m w«may erg glven over to re w ¢less work; the
first five or ten minutes of esch pericd wsually belng used
to trangerive a letter. . \

 Ubspter II desls with & review of the Wwwxww and
mmm be the firet thing studled. Btudents have furgabten
puch about the mechine and have dost muph of the skill they
had at the closs of the precesding year, so the flrst few
days way profitebly be given te & general review of the




MﬁWﬁ' mma M a&hwmm fwm the &mmmﬁ
3:33: %&;&a %%&a & thorough |

ﬁw&g m mmm @f the Wmm 1
mwa mﬁ m g-mmm m gm M m ﬁw@m w&m m&&w |
. \ ents for the firet

The paterdsl in Chepters IV end V mey be studled as
robably mpst of this msterial belongs in the
mount of time thet showld
be spent on m study @m appiionticon of Chepter III o

This material ls prepare

d by sbudenta for clasaworks
¢ 1s responsible for the ityping and reprofuotion
of copies for the sntire cless on & ceriein wmit or portion
of & wnits Thls loose«lsaf suterisl is kept In a menile

the vresdsy pay offer as & eriticise %o mm paan that
there ip insufficiency of saterisle. If suseseding units wore
med dey efter day, it is quite true thad soom wil would




be covered. DBut Lt must not be forgobten that besides
the materiel sugges

‘ e expert wmwm Eush time mw \
“’m amﬁ on’ mn materiel, on writing plein copy, en
teking speed Wﬁ%ﬂ@ mm on ams Wﬁmx uwxm‘ This way
-1 ~“my Mﬁmg but m miw hes found
mu w www time i amm on w&m,

e :Myig;%m, mmw mw, &11 w&m be busy,
yory busy 4n facty from the first day of school t6 the last,




CHAPTER IT

SKILL OF OPERATION

v Bs  To review lebter writing meterlsl studled
during the first-year course, and to study
< @dvenced letter writing, . _

. &» o review tabulation and to lesrn new .
teshniques of tabulstion.

4o To learn apeaial skills raquired for carbon
. and stencll w@rk. y ‘



| REVIEQ OF THE TEFESRITER.

: review W‘ the meehanles of typewrltlng
ould be first in this eourse, The firet two or three weeks
M wwﬁmw be devoted to drill, aleng with the review of
teyoor matorials Bmphasis should be placed en
mwt; tests should be

aeouracy rather than speed. Hume:
vt 14l kw mmm Mw mamwyi mwm characters
should be mw@mm m %nt@rmg
mwmmw mwm@hw Mvmwm; ma m&&mimw review period
11 is not vesdy

) %:M f‘w mwm m*wﬁmw unitss A

?{fﬁmﬁais well

1&&#ﬂ&@%

b 48 the correct pesture at the typewritert

sorrect wwum is with both feet resting on the
floor end body lesning slightly ferwerd.

%g hat bhend should the paper be held whils insert~
T4 M; m the wechine?

B

m ﬁm ww, between the mwt E‘m@w and thw&.

&n the warginal shops aw pet at 10 and m on a
type mmmzam how long will the line be?

The ki&m will be 6§ inehes long.
4. How many spaces should be used after & colen?
m. B

V» Ea» E&mmmbmw and Irsa E‘ﬁswmharﬁt; Ba ce gh
{Bouth~Weastern Publishing Company) ¥ey, 1%@% S

T




"hat is the aavrﬁat wa
Yhat s th 7 to write one hundred and

The correct ww is 101 (Using the lettw 1)

6. How is a dash made on the Lypewriter? o
| #ith twe :“mm, agt mmmmam it wag. » ,,
7+ How mauy spaces are paragraphs usurlly indented?

Usually & spacess Sometimes T and 10. |

8. If you meke toc many errors on & timed test, what
should you do to remedy yowr aiffisulty?

Usually comcentrate move eclosely on the copy.

9. What should the typist wateh when writing?
Always wateh the eopy. "

10, What finger is used in tperating the spece bar?
The right thumb,

What key is used in indenting in order to kesp from
striking the spece bar five times for each paragraph?

The tabular key.

m. What should be done when the mmmn f&im to mww%
m@mwmmmﬁ

Try to reverse the ribbon by hands

il.

w«w How should the ¢arrlage be returned?
By throwing.

14. If the bell mhanw ring ém the first letter of & word
such as "million,” how should the word be divided?

Between the 1's.
15. What should you do after you have made en error?
Should you remove the paper, erase, continwe, or

strike over?
You should continue with the gopy. It is not necessary

to finish the Ward if in & timed test.




.

1D

ié

Eow pany
Ontse
what 4o conpidered the hopi
The seeond rowe-asddgh, fic1t~=ie the home . |
and following i

should theve be & space preceding
dagh when the dagh is umed?

50,

men writing capitel B wha® ghift key should be used
d with what finger?

g posidlon on Wk&m@ wed?

Bde

B0

RO »

separate the keys at the printing pof
Then your marginel atop 19 sed &) 10 snd_you
to begin one line of writing st 7, what prosedu
m ] M “ a9

basks

23 releass end pull the sayriage

ihen wetter ls typed innide psyentheses how many
spages ave there Lebween the Wyped paterinl and the
parenthesen? -

Hone «

How {8 the underscore made?

By depressing the. shift key and striking the s
with what finger is the cipher mede?
with e fowrth Cingey oo the xﬁmt g

In eowputing the rate on & tived test, what iz the
sverage nuwber of aterokes for sagh WQW

Pivea

Bow s the areble numersl "ore® written?
d»



@ BBs

28,

¥hat 1s the shortest lime you
Sixty-ene spaces. ) .
het is the longest line you cen have on a timed test?
Seventy~siz spaces. |
g@mwmm & polid line?

aging tha wmderscore .

an have on & tesb?

W words ere dedveted for each wrﬁw on & kw*&?‘

%

52,

&8,

Do you underscere spaces when miwwwm@ words?
¥o. | o
How many errors shell be counted for each wopd?

ces are deducted for sach error?

In order to center 10 xmg:mf%gawa lines from top
t6 bottom on & page 11 imhaa ong, where should the
writing begin?® “

On the twentyeninth line.

How should tebulating be done when you write columns
The meterial shoul
shat 1s the correet way to write "five dollars®?

d written asross the page.

{8, Use the WMM only at end of sentencee.

Where shonld the pericd be pamw in the mm@wmg,
He said, "Please come home™?

Inside the guotation marks.
Whet is t;m4 preoper way to write "five per cont™ ¢ AN

E& B% or B per cents




404

dle
48

48

44,

45s

.

i ephoos &m is centered onm & sheet of
mmw a@ inghes wide on & pieca~typs wachine. How
many spedes dovs each margin heve?

‘ ﬁ eonbain w &Mﬁ each,

What mwm be done when the maechine falls to aspace
¥ n mm @&M&g& &a w@@m? ,,

W Mm amw mgumm@ :L@wm

When the ribbon holder falls to move up m‘a mawn,
mmt: mwm w dmw

puo stoncil lever mmm m mwm
ry after & senicolon?

I?ﬁ' xr:m wim %o mw the mm-iaw from rwmﬁw to
some pupber on the marginel seale, how 4s 1t done?

m,mg m» wm&m releases

ﬁw do yw meke the @mlmtiw p@mw

Eﬁ' wwm mw waaﬁwpw mww the gm*&m.

ii@m mmy mww ére there sfter an exelsmation mepk?

m fsmw unless used withm tm ﬁmwm@.

¢ shou. when tm @&&l rm@a mm YW are
ing & M.md W%? SN

Pinish or divide the word belng written,
riter bhave?

Twos

How wmany specées sre there to an ineh on 2 ploaw
mammp Wty

’i‘%m»

sny earriage relesses does & typew




Bis

BSe

Ebe

BB

58a

604

; L2

%ﬁ it G?b?'ﬁﬁ??ﬁaﬁ to space once after s period?
Yes; after abbrevistions.

often should the typewrlier be cleaned?
roughly et least esch month.

is the spaeing on the btabuler scale the sawe as
the spasing on the marginal sesle?

Yos.

should ﬁkﬁ @yapakak ia@k up every time the carria
is throwm? | P overy riese

f

Is 4% just ss easy to genter on & amell sheet of
paper &s on & large one¥ ,

Yes, the procedure is the sawe.

In eentering & line that hag 53 spaces, how many
spaces will esch mergip have?

tne will heve 26 snd the other 27 spasess

Is it & sign the machine is out of erder when the
eapltals are out of line?

lio, it is more likely a result of faulty uhifting;
gan the lateral paper gulde by movedl

Yea.

It is eowmon practice to see someene practies center-
ing & title om & practice sheel to see if it looks
balenced? Is this necessary?

¥ot if the correct mwethod is used.

What is the purpose of the back spscer?

largely to correct ommissiona.

How weny strokes are there Lo an inch of elite type?
Twelve. '



&&p

[ %

G »
6.

- ;,*

88,
69.

704

Tle

Bow meny strokea would you have to weite in oprder
to write B0 words & minute for one minute?

You w@ulﬁ have to write 250 &kwmk@a‘
%&at k@y is used in teking the paﬁaw out of the machine?
%nﬁ ﬁapan malaaa& keye

What kind ax &8 3%?@&@ ahaalﬁ be used in etrik: e
tebuler key? used in striking th

‘éammw@ &aww ptroke, not sp %
e S » gulek and light as with

How mﬁm& ghift l@mkm does the atan&&r& typewriter
h@ma?

Two.

In writing timed btests, how do you know when you have
@ﬁ@@lﬁﬁ&ﬁ the firet page?

By wuwking the bottom of the page with & p@naiiu

=%@are should 20 single~spaced lines ba§ix on & page
11 inches long in order to be centered

?thhﬁ 24th line. |
Jiay m dash be written at the begloning of & line?V
Yaa; & dash may ha, but & hyphen may not.

ﬁa it necessary to use the shift key while wwitinm
arable numerala?

HOu

Yhen we write uimg&ewapaewﬁ paterial, 18 1t a@rpaat
to dowble space between peragraphe?

p¢-1.10

How 1s the peper held sgeinst the oylinder?

By paper Lingers

How ip the omrriege brought back lnte p@ai%iﬁm?

By the cerriage return lever.



@%f
?ﬁf
‘ ?%w

Tée

T8

T8e

80+

B8l.

E0s

BBs

B

Whet does the Jeft edge of the papor vest against?
The latersal paper guide.

How sare spuoes bebween words vade?
With the speoce bar.
%hwﬁ r&ﬂ@@y is used in writing the letter "m"?

%ﬁu fawat fim&ar of the right hend.

E@W do we d@t@?ﬁiu@ speces between linea?

Ey the line adjustment lever.

ﬁéw'wﬁny keye ave opersted with the "% finge
Edghts

. How peny spaces sre there in & line 6§ inches leng?
‘%1xﬁy~fivaa

When two letters ocoupy the spuce that one should
pooupys what s the errey called?

Fﬁl&ﬂﬁﬁ
omet kind of movement is the carrisge return?
4 wrist movepent. )

Eow many lines does it teke to m&k& s vertical inch

of ploe type? N

Blae . _ “ ,

How meny llnes are th@vﬁﬁﬁ@ e page of 8§ x 1) paper?
Bixby=slxe

How wany letters cen be pleced on & line € inches
long on elite type?

where is the tabular reck?

on the cerriege.

should the left thuwb ever be used in typewrlting?
¥o, not on the stantard maching.



86« What 1s the use of the merginal release?

It is used for writing outside merginal lines.
86, Is rhythm’aamanbiai to expert typing?

Yes, very essential.

B7. How many 1&tt&ra of the aiphebet esre written with
the left hand?

Flfteen |

88. How would you write nuwber 100, using the synbol?
It is written #100.

89. How would you write 100 pounds, using the symbol?
It is written 1004.

90. How would you sbbreviste the writing of 63 centa?
It s written 63¢.

91. How wonld you write the date April seventeen, 1937,
« in abbrevisted form?¥

4/17/8%.
92, How do you write degrees?

irite the purber then turn eylinder back and strike
the small "o" as: 80°.

6. What is the purpose of the peper clanps?

To hold the paper in place snd keep it from naking
& nolse.

94, het is the correct rhythm to use in writing ocspltals?
Talte tlve, or 1, 25 3.

g8, Vith what kind of stroke should the keys be struck?
“4i1h & sherp sbacceato stroke.

96. Should your flinyers be kept on the gulde keya?t

ko, they merely hover over the gulde keys.
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9% ive erssures to be kw&a in typewplting?
¥ot im fivsteyesr, Second~yeur students way @Rss.

98, How do you sscomplish the writing of every letteyr
with the seme shede?

BY wﬁ.’ﬁmg rhytheically end with sn even toush.



LETTER WRITING

ATHS: |
A o review firsteyesr Miter writing.
8. To study advanced letter writing.

ro lseyn to sddress envelopes.
4s 02
In order to 46 desirable transoription, & typist wust
ughly ferilar with letter forms, placement, snd other
factors upon which & good letter dependss Students should be
enéouraged vo take & personal interest im every letter. Each
letter -should be as nesprly perfect in form, srrangsment, and
py other detail as it is possible to make ft.
etterhead .

sern how to wse and care for carbon papers

“The montly day of the wonth, and the year asre ineluded

in the dstes Omit the period after the dates It is usually
written 86 tuat {t s in alignment with the right~hand margin
of the bedy of thé letter, but mey be centered directly below
the letterhesd., If the stationery contains no letterhead, the
address is written with the dates o
he Inslde iddress

The Inslde address consiste of the nawe of the addressee,

the nuwber of his place of business or house, the atreet, the
city, and the state. It is considered good forw to omit
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punctuation marks at the ends of a1l lines in the 1nsiﬂn |

sddress. This is knawn as "open punatuatian.
?eraanal~&ttaﬂtion and 3ub;act Phrases

A line ra&ding "attention of « .“ 1a included in
fimm or gewparﬁtian letters when 1t 1s dmsir@& that the letter
should 8o directly %o some particuler 1né1vidunl¢ To 1llus~
trate, if s lstter is addressed to the A. U, Clark Gompeny,

: tha writar wiahss his letter to come te the attenﬁian of
Er. Jemes, the words "iAttentlion of Nr. James" are centered or
written in elignwent with the left mergin elther above or below
the inside address. The salutation in such letters should
85111 be "Gentlemen” as the letter is sddressed to & firm end
not to sn individusl.

The 561@%9%1@#

The salutation of the letter begins flush with the left

pargin and two single spaces below the inside address. "Dear
r." ig considered less formal then "EKy deer kr." and implies
en secquaintance with the person addressed. The salutation of
2 business imtber should be followed by & colon.
- Zhe Body of the lstter -

The letter should be cerefully persgraphed. It was
formerly thought better form %o ;nﬂent each paragraph five
spaces, but modern practice is to indent seven or ten spaces

except in the Conventional letter.

A eomma should follow the closing. It is customary to
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inglude the word "youre" in sny complimentary olosing, and .
it usually beglus slightly to the right of the genter of the
pages The first word only is cepitalizeds The complimentary

elose is written two single spaces below the last lime of the.

"ammﬁw mﬁglﬁﬁwwi The typed signature should be four speces
ﬁﬁlﬁw«hman,*M%}aﬁm&x eloses If & firm neme ig typeds it
should be written in caplitals two spaces below the complime
%&ﬂ@ﬁé ?%ﬂ four Bvaeaa are then left below this f@r the pen

ture on tsm :Lam mvgmg N ‘??m mmmw 8 m&»
ied by the initlal or
initlals of the typlst. The colon should seperate the initials,
asi WICIAQs |

I!lmwmuw M& | | ; ,

; Ingclosures m & letter are indlcated below the identi~
'mmmcm initlals, thuasi .

CVO R or CVC:iR .
One inclosure=--Check 50 Inalwwwwl

&ENM of Husiness letters

mmlg are wﬁma mrm these are follo

The Indented or Conventional Form

This style i commonly written elther single or double
speced, depending upon the Jength of the letters All paragraphs
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are indented five spscess Kech new 1ine of the inside address
is indented five epeses from the point the preceding line
started, and the typed signature is indented five spsces to
the right of the complimentary eclose. Occesicnally the inside
eddress 1s single sproed and the body of the letter double
spaced. ' "

A11 lines of thiws letter start on the left mergin.
This style must be single spseed beocause there is no indention
for paregraphs. %na'ﬁ%nin?bﬁﬁuk is not in corron use because
#f the unbalsnced sppesrsnte of the letters
Hodified Block

this is & combination of the plain block and the con=

 ventional form. The ingide sddress is blocked, but each para-
greph is indented from five to ten spaces. The complimentary
close and typed signature sre blocked. This style is rapldly
begowing populsar. ‘
Ihe Henging-Indention

Eseh line of the inside address snd the firsgt line of

sach puregraph begin five spaces to the left of the regular
margin of the letter. The indentification initials elso begin
to the left of the margin, This style is very uncommon., I
conteins less balenge than any other style, and is particulare
1y difficult to type becsuse of the lines beglnning to the
left of the body of the letter,
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Ma@al}mwm ﬂ'awew
Jwam‘g ami w::*mwm@nt
' If & lﬂtmz' is ainglw apawéi, tmm mmm M twe

wmmea bef@m snd amwr the m:mwtion and between psragrephs.
Xn l"MoM nf apww&mww one hunﬂma words the date should
im mmaw aww ﬁm imm@ aéﬁmm. wha.la in :‘umg letters

:1 my ba ﬁmly Wm amaaz &hwvm In this slze letter the mar-
gim mmm mwm be about twenty spacess In long letters the
mrgma may dwm&w w twslve spaces. If 1t is necessary to

uw l«ma mrgm t:mm ﬁwelvq, it is ummliy best to wake a two-

mg&ﬁi&ht@m m mmt line on the second page should be aboutb
one ineh f‘rm ﬁm ‘hmp of the sheet (this shest must be plain

mp@r), m& ahould carry ttw pege number, the initmla opr name
M m& aﬁeimwsa, ama ‘kha ﬂaw, an:l

%mﬁ 2*«»&31:3& R&l@n Es ﬁmmaan, ﬂmy 16, 1@3‘! ,
‘ it tkw letmer 1s quita short, 1t is aﬂvmmm to use
& m:&r»mam |

Aﬁﬁmannﬁ ﬁmmmpw

The first line of the eddress should mstart at spprox-
m%%?elf the center of the envelope in a four-line sddress, and
wug;hmﬁ ﬁaww wmw in & three~line address. The postal
aﬁ\gzéyﬁmm prefers that the name of the state be on a line by
mééu, but commen practice ls to write the newe of the elty
and *@Myaww on the sawe llne. 4 recent s&tyle is to write the
state vﬁ.n all capltals. This mekes it stand out frow the rest

4

Jds Re Gregg, and R. P« Sorvelle, & lim Secreterial
Prectice, (Chlcagot The Gregg Publimamg Cotpeliy, AP3&) D+ 17»




é? ﬁh&ﬁgﬁ&ﬁ&aﬁgs %hk a@ﬁw&au'ﬁh@ul@ be the ssme On the envelope
as on the ﬁﬁn&ﬁﬁ’ﬁ@&mwﬁw;“@mmy thet am’thﬁ‘anvalav@ 1t should
be ﬂ%@bl&*&ﬁ&@wﬁ &f n@ﬁ pore than four lines.

:m um wwm fwﬂ gornmer of the envelope & veturn
addréss ,mhw% be given. If the letter 1s to pe sent to &
person who rdeeives mall In @&masz~aﬁmtawr,pnfawm, the "Ceare
of" may be written direoctly \m&w tm neme of the sddvesses
or 1% may be &n ﬁh& lower left amwmmw« T&@ latter plece i=
preferables The words “Care of" should be spelled in full,
instead of using ¢/0, %, or sore other sywbol.

Folding the Etationery
Wm&a letters mqstly; make sach feld uﬁrai@ht« o fold

& sheet of p&pav ﬁ% x 11 first fold frem the bottom to the top,
leaving the tep extend a little higher as this wekes 1t easier
to unfold, Then fold the right third to the left and the rﬁw 
‘maining left sestion to the right. To fold a half-gheet, |
follow the meme procedure except for the first fold frox bottem

Usually & eerbon copy is made of all letters. This
copy is filed end kept for future reference. Insert carbon
without folds snd be careful not to get carbon merks on the
. gheet which is to be welled., Carbon should be kept in & box
or folder 80 that 1t will not wrinkle.
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| %ma Randﬁl%h CWJaﬁru@ti@m G@mpmmv o
ﬂhiaaa@. Il -“'

f’kﬁwtanﬁian afvg£¢'%,f1.
| mantlamam* -

@%ﬁw&z - Eetropolitan Desby

ndustrial 011 Compeny - : s gty ke Bed LBk
ﬁiﬁ mamt Buperior ﬁ?@nnw
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Gentlement
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xm@uahrial 03l campan?
Lfoos 00818 Bast Superior Avenue
exavelana. (hio

“ﬁbjwm wmwmzmﬁ MF{ mmmt
"&aawlﬁmamﬁ

. Youps very truly,
o RECHARDSON PRODUCTS CORPANY

Wallace Howland
Parwwmw»i Director

Yours truly,
THE DUBCAN COMPANY

By

Very singerely yours,

President

B
E&id .y P+ X7



The preceding paragrephs present o @@mﬁ?@hﬁﬂﬁi@t
outline of the informetion a segondeyesr pupil should kuow
before he can nuﬁ@maurﬁlly partieipate in transeription.
This unit should follow the review of the typewriter. The
fivet 1¢at¢mwa;¢x be giwma in lomghend for review purposes.
After ﬁhﬁsﬁ funﬂnmﬁntala of letter wr&timg are well learned,
the pnpil ahwulﬁ be aakad ta use first one style and then
an@@huw &m hiu hramaariptian o fﬁmizariso nim wi%h thems
W@Mbly m a‘lam would like to ahmm tm ﬂ;tsy:"w they like
hﬁﬁt~rﬁw ﬁh@ a‘»awwma, wh&an #ill be used unlese the teacher

aruaifiaa abmanwiaag

I»Mw welting is mpWM'&i ﬁll wmmw should mester
it. Whether o not & pupll eventually does office work makes
ne awmwn@m A&liwili hmw frequent occnslons m write
m@mmm @ poorly w&twn or pmw:tv tm& letter M mymw
lagwally wam the firvst mpmwwn me gets upon emmm
8 thm is of wa general ap mamnmmk Style , plawmﬁ,
nga, waurwy, even touch, and meny other faotors ge to

make up & mats letter. ’&mm things cenunot be mw mp&mnimd,



% tly the worda componly ueed in ..
w«wwiainﬁ vaﬁabuxawy‘

e in@?ﬁﬁﬁﬁ atuﬁaak'w vnaabmlary. M
;ywméf @a‘m#a%amﬁ 8 writing vecabulspy affgmgiwgly, -
)L‘%if ﬁﬁ ﬁﬁn@t&ab& and aapit&l&aﬁ aamr&atly; o
B N o wmwamh efmm,wm * -
- féﬁiv wa uua mwmbawa m@rraatlﬁ. |

“V"RTV,' $6 prencunes sorrestiy these words whiah are
© o commenly used by studentss T RIETE

- .Be To divide correctly words which pust be divided
in typewritinge

%ﬁﬁ waits in this ehepter have been deslgned %o glve
the student s thorough review of those things which are
nseription

necesgary for him t6 know if he succeeds in his tra
WOk« wﬁw finished letter is the measure of his success.
ﬁyeiliﬁg, use of words,; psragrsphing, the use of figures,
word division, punetuation, snd espitslization all play an
important role in the produstion of & letter. B

The uhit on pronuncistion is included here for special
attention, but this, like all the other units, should not be
studied on the assigned dey and then forgotten. This chapter
ospeeinlly deals with meterial which csn never be learned in
1tp entiretys During the first study of these units the
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problems confronting everyeme should be emphasized. To

know pules w mammm is worthless 1f they eannot be
applﬁmw mw«mt mmawwn is not for ocertain aayu mw,
but wﬁtham ﬁﬁ%&%@iﬂg wbi@h mnn% be a@mshantly studied aaé
»mmmq %ﬁ wmmw w @hmm wiw should be diligent-
1y mwmm w&% m ﬂ.mi gma mw of everyday usagee Nost
of mmmw&m has been studied in English clusses. Nuch

of it has been forgotton, For the most part, to teach facts
for the sake of facts s poor motivation. That is the way
most of our teashing is doune, bub here the situstion is dlf=
ferent. A letter is to be written) without certsin infore
mation this letter cannct be pw&waw nere motivation is

| @muwm o ;



© . BPELLING

N &g ‘%ﬂ %ﬂguh tmw atwﬁﬁmt how to &iimin&%a a@alxin@
C T arperse

To oreate and provote sn interest in spelling
will eulminate in the wa&twwy af a@mll‘wa
y for each u@m@gnﬁw~
ﬁ&ﬁ&m@&lﬁﬁ words nr@ @&ma@mﬁmﬁhla hﬁcam@n ﬁh&y are
 and are therefore visible to @wwmm Stu-

ﬁ”“ﬁﬁ 3“/#ﬁﬁ@¢#yh1$h sohool eaa best beeome gw

en the

d ﬂ&%}iﬁrs by

@@u&ant@m&ﬁwn on troublesons wmxag» Bo genmewal Mst can be
an %&m#&l as sn individual 11&@ wade up by the person who

has trouble with those words. 'This oan easlly be done if

one keeps & vecord of the words he fregquently needs to check
in the dzaﬁi@m&ww for spellings "It has been sstimated that
the average individuel's difficulties in spelling involve
from 20 t6 5O words."* If this is true, the problem becomes
puoh simplier than one night expects Encourage each student
to mﬁap hia own 1ist} freguently combine the lists and die-
tete them éﬁ the entire class &8 8 spelling test.

there is certainly no royal rosd to perfection in
spelling, but with perseyerance one csn learn to spell. Tue
puplil wust first be sure of pronuncistion; feilure to pro-
nounce & word frequently causes it to be misspelled. He mwat
review the btroublesome words many times. By westering spelling
the student will materislly enlarge his writing voesbulary.

e

As Cs Babenpoth, end E. J. NoNeamara, English in lodern
Buainng‘ (New Yorki Prentioe-Hall), 1032, Tv B4




There should be close correlation st sll tires of mpelling,
pronunsiation, and vopabulary,

m falmwg 1ist of words le only a sample of some

I mmm»
o cemetery
ahmgmbm

e decelve

- mmﬁw
~ Februsry
| m&m@w

3 Wm%&a
ngwlm,gm

Paken from & :u.m; wade up b{@ﬁtﬂdmm in the writer's
second-yeay typewriting olass. that these are compon
words instead of unusual Ones.




de W Ml@r a%@ﬁww imwma &m&w vma’ml&rmﬁ W
» reating in geeh individusl o desird to learn
ﬁm@w worde which ere common but which he does
. nob Emg%ﬁ& by encouraging the use of thend
WG ﬁ%*

Wﬁz&&wvw w a@wmp m mma M’ usmg hm o
“vo Ghetlonary to verify or determine the meaning and
Wmi don of amh wm um known.

a* To encourage ntumma %o aveld using ulm@*

A mm ‘sentence aannw be pede rx’m 8 wmﬂ qmlitx
raw ma terisl. ‘Hany times there i ﬁm and a;mly one wm |
mﬁah win metually amwy the exact ides which ome wimm

The wmﬁm wi%h a lwgn vwmbulwy is ma%r

aﬁtu&@im wmla ‘the swmm who hes s mamr mwm
'a:t, jw iﬂ 'mmammly wam m wm wm«mm i aww in |
maning m& mm@wﬂxi&y wmtmaw&f tm me ia nm M@am
azm&, w wmk m ama%m%m'

S MW wmm hes thres v%uwlamm of varying sizes.
'm@ :m.mmﬁ mﬁi th m«amaw w hiu reading vmammw*
M mam@ im ma wmmg vmwumw, mﬁ the %MM is his
amam@; mabmiwy- To m;:mw one s.s to wﬁrwa alh it
the mmw, ugmm mnm&% & ww& whieh is wrmzm m@w w
him, mum look up the wm-ﬁ m@ garefully note the p@vmww
elintion M@ exnot meaning, he esn sdd it permanently o his
vosabulary. After looklng up the word, he muet use it 4n

writing or spesking ss often &s possidle.
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that type of words should one add to his vocabulary?
Por ﬁMM'avéwama student, the simple word is wost valuables
It is the word whieh is frequently met in reading which should
be mastered. One gﬁﬁm&a not try to learn too wany new Words
4% & times No etbempt should be made to cowpile & model
e seme words will not be esultable for all puplls.

vogebulapys Th
wnw~w;@n‘wnaam has been successfully used by the writer
during the pest thres yeers is as follows: Choose for & class
project the waking of & vosabulary test. Esch student is to
wike his own 1ist. He sdds words to this list es he finds

them in his reading or as he hesrs them. Frequently time

is glven in class for & discoussion of sll words which have
been listed. FHeoh word is discussed from the stendpolnt of
peening and wesges If the class agree that the word uwndery
diseussion is common envugh and ome that several of them de
not know, it is sdded te the final list. As this list grows
1% 48 frequently reviewed. After 180 or &
seleoted, the vesabulary test is constructed. This is not

00 words have been

used ss & messuring text, but rether as & tesching teat.
vupils enjoy meking it es well se baking 1t '
The following 1s e sawple of such & test whieh was

constructed in one of the writer's classes!

. DIRECTIONS: Copy the nuwber of the word which means the
game opr which most nearly defines the underlined word.

{ ) 1. His fisncee was 1lls 1. sunt 2. stoskbroker
e Bwoetheart
{ ) 8+ The eircus hed & aa%ﬁapw. 1. musiecal instyr~
' ment 2. Africsn anima s olown
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Bach member of the ¢lass should have a part in making
%ma tasts The tescher may give each stuwdent ten or fifteen
W%%ﬁ& ta arvenge for tha ﬁma%« 0f course he will be sure of
the answers f@r hia ﬁr@up, %u% ﬁhi# wiil wake no difference
in the a@@w&ﬁﬂm %ﬁw ﬁﬁ@%&aukimg of uhaaa tests will give
%x@miﬁﬁﬁ%ﬁﬁiﬁﬁﬁ'ﬁﬁwﬁ to those who type end mimeograph or dupli-
sabe the sopless

Fhatever words sre chosen musht confors to good usage.
ro satisfy the stendards of good usege "they mmst be in
eng end yulgerdty
should be eliminsted. The use of sisng indicetes & cheap and
flashy attitude thet reflects on the eharseter of the writer

peputeble, netional, and present mw&w“% 51

oy speskery A national wopd is ome which is used in this
sountrys host words found in wodern texta will sonform %o
?Wé&&n%vﬂﬁﬁi”kﬂﬁivﬁww‘ﬁﬁﬁuﬁi%mally an obzolete word will be
found

The @@aahnw MWﬁ# al&@w somplete freedom in this type of
stuﬁya‘ The a@aﬁyyﬁf vﬁw@@a&A@w ghould be & geme. If it ls
mm@a @ﬁha¥wiﬁ%@ stuaym%ﬁ will lose inbtereets but if they are
encouraged 50 amz&éﬁytheiw own words from whatever source
they mmy g@ﬁ %hmmy‘hﬁ@w will sheare in & wost v&ﬁﬂmb&ayitméy*
Onoe the habdt of word study is formed 1% will esryy over a
long peried of tiwe--even for & iife tiwe.

5

4. C. Babenroth, Bs J» oNewers, Ops gib., p. 3%,



PURCTUATION

ATuB
1+ To reviev the more gommon rules of punetuation.

#» To ewphasize the need Tor cowreet punctunils
o dn Jetter writing. ' rest punotuation

B0 W@WW merks indieate the proper degree of seper=
ation between words and groups of words which need %o be
ept ﬁpﬁwﬁgfﬁwfalaarﬁeﬁnm Punctuntion is en essentlal pars
of letber writing, and 1t is the duty of the typlst to pume~
tuste trsnseription properlys The rules in this ublt eve
enly the moye common Ones. lio thm is made to give an

eshaustive trestment of the subjest, but rather %o glve a
brief Mﬂw, in a menner thet ell students vay understend,
of those aimple rules for punctustion whieh are mecessary im
ordinsry sentence eonstrustion.

Yhe 1ife of a men setuelly hung in the balance &
Pow yoers sge while a Bew Jersey court wvalted for &
ruling &8 Lo whether & ¢omwa oOr & semicolon had been
used in recording the eriginal evidence of s holdup
end wupder csse. The mesning that would have been
implisd by the use of the comme would heve weant a
1ife senkence, wheress & semicolon could have led Lo

less tragios but equelly drematic, was the error

made by en enrolling clerk In veshington. A btapiff
bill was belmg framed by Congress. Asong artlcles
enumerated for sdulseion duty-free, the bill speci«
fied 81l foreign frult plants, meani plants lmpeorted
for experimentel purposes, transplenting, etc. The
elerk who copied the bill inserted a comma waking 1%
read 'all fawi%x frult, plants, PLTY mﬁh revulted
T “toreign fruits being sdwitted duty-fres for
g whole yesr, ag o loss of more than §8,000,000 to
the Government.

) - |
Huber A, Hegar, Lilllan G. #llson, Be. Hubchlnson,

pusiness of English, (Chleago: The Gregg Publishing

)

The
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”L @mmp@wy and tmw?w

?m&ak‘iﬂ

The Conme

grigs. A gopme should be placed %f%am &a@h w&m%ﬁm
& peries printed without conjunctions as m&mﬁ of
& gontinuous séntences The baat usege requires &
oopma before “and, or, snd nor" when conneeting the
1@@% two words ot’ o serles without other connestives.

1 @Wﬁ@ﬁ@ﬁﬁ;

‘ ’%ﬁ#&gw are mecessary: knowlsdge,

98B Sue, or commas, to set off I
68t of the aﬁa%&méw & word or words ueed 1@

| é%%wa% aﬁ&w&a& or In & salutation.

%ﬁuf wadam, are ong of the selected ldst.

» '$fﬁtx;ﬁ« Use ocomes to set off an appositive.
- &%%ﬂ %&wwaugna, hh@ mﬁﬁwwal&ak, knew much ﬁ%auﬁ boes.

&m’lﬁin'ﬁﬁ.ﬁ & W% gompras to indloate a brealk in
p continuity of the thought of s sentence when the

\>'fﬁ terruption 1; sllght; othervise wse dashes or

_f,;mﬁhﬁﬁﬁky
The sweetest vwiaaa in the wawl&, if eny voice mey
be called sweet, come frow Italy.

uctatlion, Use & copma Ty peperate & short guow
” ‘fﬁmw"%ha w&at of the sentence.

”i wean to gt&nﬁ upon the eanwﬁ&ﬁuhiwm, replied
W’@%mﬁ&!‘ "

4

O "&'g af‘g‘www@g, Wmah&ngt@n wag born in 17083

4%

ﬁ&t&a ?@f%%@ﬂﬁ@ﬂ* ete. 4 oompa way be used to separate

Btos, PEIOrentes, mmawwﬂﬁﬁi@az locations,

mnﬁkaﬁﬁraamuaa

Bendry, June 1B, 104d. Fittsburg, ﬁ%nmwylwamﬁﬁ*

fink or mwﬁm, iive or die, survive or perish, I glve
wy hand mnﬂ py heart to this vote.==D. Vebater.
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Parts of a sentences A comne should pepsrete the dif-
ferent parts of & sentence whose meaning would not
be clear without punctuation.

Ruth, your sister is salling you
ﬁmm, your Mmtam is ealling ym':i,

g« Us® & comma to set off & non=
Maﬁrwﬁlw clauses are not set

The wmen, who was Prenk's uncle, broke his leg.
The man whe wm his Mg was sent to the hespital.

nm: The um of the sompe with nonrestrictive ;
 {non-sssentiel) elauses gives more diffioulty, perhaps,
than any other compa use. Does the clause mmg
- give informatlon or does 1t lirit the thought of the
medn clause? If it merely gives informetion, 1t is
non-prestrictive and pust be sepersated by sorvas from
the rest of the aewseenw.,

m‘ Eler Lﬁ#s % & sentences &ny ‘element of a mimzw that
. 4B g %::;% ‘#wnémt M‘ m rest M the sen~
m %ﬁmm Mimg injured, our tesm 1ost heart.

m B awa to set off sush words ag

B R, DOy lndeed, surely, therefore, however, wore-
mm M:m% wmm uged a9 mw{;}@mbm wordss When
the words "therefore and moreover” begin the sentence
and eare followed lepedletely by the mb&ew, they
should not be followed by a comma.

l% L Rey vial phrageg. & W%ﬂieimm Wm@ ghould be set

Ming gxhausted, the alwh: mém BANY @rrors.
The door was locked, the store belng elosed for repalrs.

4., Dependent cleuses. Use the comms %o set off subordinate
“‘ R ;?mg.' dent clauses when they presede the main clause.
If my sentence begins with euoh words api i, while,
a&ﬁhw@m, beoause, since, unless, or before, thie
should be a warning of & dependent cleuse and of the
nwwaiw of ilnserting & oonmm,

k5 o yw.dm not go, you may lose your position.



Mi Coord, 8+ Use a comme to separate two ooor-

o" At mﬁi‘%& i o ;ﬁ% ot ,ugm,%w,&m%,m
Py \ for,
ﬁ,m are not olosely @mﬁw@ in ognt.  ¥h

A 18 not used between independent olsises not
, mxm ’W ‘sonjunctions, Use a WNW or semicolons.

nd %m doctor takes the fee.e+Pranklin
¢ rang but no one mww it.
on 811 the balicings Be a good listener.
pon't do 8il the. balking! be a g@% listener.
" e persoa®
m Mf‘wu W m use of the pwima are tzm s&mp&im

of ali mmw of punotustions

hax m&mm me eall the

ﬁwiw & “mx at@p,“ and this neme MWW.W 1‘% w&wﬁml
nes ammim Its purpose is to wake the wuﬁw atw at the
end of & ammm %Mu@m Mi‘m mmmg w tm poxts
1, )

mbence. Use o perled to mhx the end
»,»@;g» tive or w;wmiw sentence.

ST BT perioe 618 w tm ma @f @ aazz%mm
Wz&i mly u mwwwy.

The boat salls at 1B m. o
~ : Sheuld er sbbreviation come &t the end of & psrentbetle
al expression closing & wn‘mnwu of whieh it is & part, the
mmm perking the sbbrevistion goes lnslde the p&mamﬂu,
and, in m«m m, ® wm&mw peried is uum '
Pﬁmam w»&wm tiwe (the boet sells ob B Palis )e

B. In decimalss The period is used to sepsrete whole nume
= Bers Irom deciwal fractlons.

kﬂ

T M mmw The period
faed alter tere &n : wbing divie
Me’mu and mbd&viﬁims in w unm, unless ww lettera

gre encliosed in perentheses.

i« Officers
t» Beoretary
(1) mecording

B.
MO s PP 1’7?“%&0




1.

Ba

r

B

Introduoing g

#‘Wﬁ per cent Lo a @@M rote.
&s these are not abbreviations.
orps for fivet, second, ete.

fror 3&@#@%& used ns napes without speeifie
goation:  Jire X sedd it wes %@Wﬁu
The Semieolon
1 sentences. Use a semicolon %o seperate the
ependent cleéuses of a covpound sentence when

- mwa m xm am;maﬁiMa

_ We demand that blg business give people & squere
%@i& in return we must insist thet when enyone
ﬁ*ﬁa&a@m in big business honestly m@awwu to do

dght, he shall h&mmw be glven & square deale=~
ﬁmamw;

'W‘@@ items. Use o semlcolon to separate perts of

TR SSRTATAY B enumevation whieh themaelves are pune-
%‘; i% bv QOmyNHe

Geah on hand September 1, 1038, %W&%ﬁﬁ sale of
mzmm, %*mmm gate receipts, (BT

fhe Golon

mw mz gentlepen: ‘Yo the Edltoer:

The colon is used to intro-
AGc6 A6 ent partioulers, elther In tabe~
umwﬁ or Wn»im z‘@m, when introduced by such
sxpressions agi

88 f@llwm the following: thus! these:

The Wlaphem conpenies offer the followlng types
of servises (1) full rate, {8) deferred m:m»
rate .

‘ tations. A ¢olon is used to Introduce
B Torma,L quobation or speech.

Tn introduelng the spesker, the chairman remsrked:
webater defines the words « «
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A ecolon is used bto

G
J

42

- i T 6 Jgﬁ;‘m e lause from & assoond
C o gle or supplements ib.

e are sure of one thing: we wi il grent hiw no further

- ovedits |
ressions of fime end ip propewidons.
| @zm P & vatio of 211
b e The Cuestion ayk® |
mqmwim perk should follew every direct questions

%& ﬁ%ﬁ%&w mapk is not uwsed after ﬁm indirect guestion,

or & pequest placed in & question form for courtesy.

Herd evar words more fitly spokemn .
%11l you plesse send us your new PFall catalog.
¥ay we hear {rom you soon.

The guestion merk may be used after any element of a

pentence thet brings the guestien %o & heed, even

- though other elsments #gmsw in the sume senience
without eapitelization. ‘ : E

¥het is the eorrect form of salutation m:v &
congressmaen? & governor? & judge T a clergyment

BOUE:  Only one spece should fellow each question mark.

4 sentence may be declarative in forwm but interrogabive
in purpose and punchtuation.

We are nok to enslose the statementsy

The J@%ﬂ Ce ¥inslbon i

€
T+ K+ Brown, The

&wm"a Deml Boek, (Chicage:

‘9‘:.::%., Sw e Pe SO,

tﬁ:» Hegar, L. #llecn, E. Hutchineom, log. glt., p. 181.
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12,

General Typing Hinte fer Punobustion

No spase stsuld appess between She ceotetlon may
end the enclosed gatwm n the quotation mark

Commas and periods slvays go inside the quotetion marks.

23%2?:“ end semicolens are placed outside the quotation
JETES » A S T i ) » :

Guestion warks snd exclemation pmm sre pleced inside
the quotation merks If they are prt of the guotation;
outslde if they are not. ‘

He inguired, "Will kondey be cenvenient for yout®
ﬁ; %;gglly believe that "a stiteh in time saves
 "Helt!® said the sentry,
How sbsurd to characterise him as "the best pen in
the geme®! | | |

Two spases follow the exclematlon point if it cowes st
the end of a sentence’ one if within the sentence.

Two spaces follow & perlod et the end of a sentence,
but one spece follows en ebbreviation within the sentence.

The specing for the guestion mark is the ssme as for the
perlod. ,

Two spaces aiwsys follow the colom.
Yo gpace ghould sppesr between the parenthesis end the
enc losed matter.

leave no space betwsen the period and perenthesis. It
mekes no difference whether the period is before or
after the psrenthesis.

Wydite the sbbreviations for morning and afternoon
in swell letters snd without a space bebtween.

5 pelie 4 aum.

Sowe authorities give other methods For time of
day, but the more modern pregtice 1s as glven here.

Two speces should follow the numbers in a chronologleal
l1imt. #hen the tenth item 1s reached, the maghine
should be adjusted so nurber ten will be in aligmment

on the pight with mumber nines (Thls pege is &n example)




GAPIZALIZATION

AXuS:

: w w awamw a 1 veview of cepitali-
_"aw on bafm»e a‘swning ﬁmafammim. ‘

“ﬁu w Wt Mf@w sbtudents a set of rules wh:.eh can
sed m réference when questions of
arise in transeription.

&m@ea ms mmmnmtxmﬁ

houns . mpgy nouns, &nd aﬁjw%%s derived
”p@w nouns, ammlﬁ heg&n with a Mpitﬂ.

2. ?:tw% wom w & sentencei The first word of every
) standing for =a aentenas nh@ulé

ntenoe Word 81
Wg&m w:lﬁh 8 Myz%m fmizt:wm :

wm‘eiwm The first wm-d of every direct quotation
Tbegin with 8 capitel letter.  kxception:
Do not eapitelive the first word of an interrupted
guotution within the sentence.

. -:mm. & wl«m. The lfirat word after & ¢olon,
hen 1% beg. ";l! *& 'lm in@&mamﬁ sentence,

1.

‘fhere m much to be ssid for the old pmvar%s &
stitch in time saves nines

0, th. he words I end O should be capitalized.
he” ‘,'awﬁ "on" should be treated as en ordinsry word.

5.

6. Romsn nuperals. lames or abbreviations followed by

7. 3, operas, etc. The first word

ds o tiTISs should begln with

éupitmzan
other, brother, a‘m. These words, when used
heé néme o’ "% perSon or in direct address,

Thomsas Kite Brown, loce oit., (Condenses from ps 7 £f.)
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13,

14.
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~should begin with a capital} oth he
aith 8 ﬂmgil Tettan. pitel} otherwise begin them

I know that Aunt kery will be swrprised
. Hey I go with you, hother? ¥ )
‘ x'ﬁﬁﬁ ny ﬁﬁﬂﬁ'#ﬁmmﬁimg en the doorstep.

”f;ff nTQ@.fi#ut w@m& only of the eompli-~
)T & letter should begin with a gapital.

b3 'f?ha first word and all néﬁmw
ien of a letter, and the first word
alutetion should begin with capitals.

e A1) titles of henor and respect, whether eivil,

reilgious, military, or acaderic, if they precede

the neme of the person, and all acsdemic degrees that
follow the name, whether abbreviated or spelled out,
ghould begin with capitals. -

ﬁiﬁg'&uargﬁ; General P@rahzmg, Chairman Walworth,
Dean R« T. Manning, the Pope, etc.

st ang sless The napmes of specific
34 tives, snd chief magistrates

Y tive bodies,
should begin with ¢

Congress, Perliement, legislature, General Assembly,
fenate . :

, precinet« These begin with capitals
'ﬁ2§§”§$ﬁﬁbr nouns. V

v+ HNames of the Deity esnd pronouns referring to
e Delty, except who, whose, whom, are capltalized.

glous denopinations. The first word and principal
ords of the nemes of religlous denorinations, creeds,
end confessions of falth begin with capitals.

fogieties, conventions, ebto.
City Jelfsre Bureau, Bosrd of Health, Bill of Rights
Words used with proper nouns. Schools, bulldings, streets,

parks, avenues, courts, notels, olubs, librarys,
pugeums, universities, and wany other common nouns are
saplialized when used with proper houns.

Arctic Ocean, Pikes Peak, Hudson River, lake Erle,
Kansas Univa;aity, Woleott Bullding, Central Sechool.



The Age of ﬁiaaovarw, Henalasance.
iﬁ;mgﬁig%mriagg'avnnta*

the Nayflower &mmmy the Loulsians Puvche
mma wr :mm, the lﬁammm enmi«ms

80,

80« '@a»ﬁu ﬁmm&5 @£ uwnfliaﬁs @r wara sneuld b&mim wlth
‘ 35@1&&1 1&%%&»&»

‘ 6. FPointe of the compass, when they
b " geographleal gseotions of e country, should
hagim wikh Bﬂﬁitﬁiﬂt

Do ﬂun aapﬁﬁaiiw& aumk W@rﬁa when maw vnfﬁp
ﬁmiy to direction, , ;

Mpounas. ﬁag&halimak&@@‘&xrmaﬁa only the
5% 6 & hyphenated ¢ompound.

. Glesn~up Veek, ITwenty-fourth Yearbook,




ATug:

1+ To teach students when to write nusbers in
flgures snd when to write them in words.

8+  To emphesize the importense of writing numbers
. corvectly. | ~

.. The stencgrapher will have frequent occasion to use
fmgﬁvaa 1m %ﬁwt@w ww1ﬁ1ngg Whether to express the nurbey
in figures or to write it out will be the problers There
are runﬁgw&nﬁalbﬁriaaipimg governing the writing of numbers
which must be followed in letter or theme writing. It is
‘the aim of this unit to give to the student & working knowe
ledge of the rules concerning the use of numbers.
i+ 1In the isolated mention of nuwbers, spell out whole
ggggﬁggﬁfﬁsa than 100, but use figures for numbers

There were twenty~two students in the class.
~ The population was 1,8?@‘

If pumbers of this nature occur very frequently,
however; as in stetlistical work, use figures for
all cases, even when the numbers ere below 100,

Replies were received from 51 men, 43 womwen, 10 boys,
and 17 girls. .

Also use figures for all numbers in a group 1f the
largest one mentioned ocontalns three or more digits.

Please send us ¢ tennis balls, 1 ha
185 price lists.

w@ﬁggga and
2. 8pell out all round numbers, as hundreds, thousands.
The attendance was nearly five hundred.

He Hager, Ls Wilson, k. Hubehinsen, Jog. oibs, ppe 1B1-158.
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if, however, round numbers come in close ¢onnection
with numbers thet are not round, use figures for all.

Requests were received from 87 auntomoblile wanue
footurers, 87 foundrles, 100 repair shopes, snd
56 garages.

Kote: In spelling out round nuwbers over & thoussnd,
use the form: Twelve hundred, twenty-five hundred,
eter, instead of ene thowsand two hundred, two
thousand five hundred, eto.

$. Any nurber beginning

nusber beginning & sentence, no matter how large,
should be spelled out. Often thlis ewkwardness may
easlly be avelded by recusting the sentence. ‘

4 In 1@ '& watter, it 18 custorary to spell numbers iﬁ
full, and then to repeat them in flgures, enclosed
in parentheses, directly following.

W@sﬁﬁé@@ﬂﬁ ten dollars (§10) in payment of our sscount.
Bome speciasl vulagla
1

igesn. Bpell out eges of people, unless the ages include
“mionths end daye. - | ‘

lary 1s ten yeers o0ld.

Napry is 10 years, 6 months, and 5 days old.

Dakes. Always use figures in the dete of & business
“{6tter, 'The endings "st, th, d" should be used only
when the dey precedes the wonth.

2

fhe bill was received June 4
The bill wes received the 4th of June.

5, Decimals. Decimals should always be expressed in figure
’ gg’fv“fw?%@\Aa no whele nupber, & cipher should precéds
the decimal polnt.

7,89 0443

4.

) o i
willlam G« Campbell, A Form ;owk_gaw,&%xn&@
(Los Angeles: University af‘gdﬁﬁﬁﬁﬁg“ﬁﬁlm ornla Fre
pe 4l

%?iﬁimﬁ,
By - )s
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pections. Spell out common fractions in lsolated cases.
These orders are one~fourth of those recelived.
Niote: All frections should be written the sawe. If
several fractions sre to be wrltten, and some of them
dglna@ upy@ar on the keyboerd, use the dlagonal for
& » .

1/2s 2/3, 8/6, 8/10.

Yage gn&_; ”v&wv numh@rag Write as flgures page, ehaptar,

I yﬁi& seventy-~five cents. Hot: .I'paid $-75.

arss Do not write .00 after a figura designat-
en even number of dollara. ~

He owed us §578. Not: He owed us %@?5.'0;

,*1& nurbers. Use figures for mixed numbers.
16 2/5, 87 1/2.

Fer gent. Use figures with per éankak

 He lesrned thaet 26 per cent ér the e¢less had felled.

Pime of day. When exact time of day is glven in hours
fnd winutes, use flgures. S8pell out other expressions.

3:18 &:%5 half-past two three o'elock

ﬁaN* and wy Theee sbbrevistions should be written in
ters without & spese between them and should
ba uumd anly with figures.

Kumbers in dstes. The nuwbers in dates should ordinarlly
e written a8 figures. In formal and legal writing
they are usually writtan out .




- PRORUNCIATION

AIES:

il. 7o gr@@%& 8 ﬁaaire to. pvﬁnounaa words corregtly
- by disecussing the velue of good pronuneiation and
by p@in%iﬁg out the results of poor pronunciation.

2. %@ &&&vu to proncunce sorrectly all words which
i ‘used by students by emphasizing correct pro-
VMMmm&akﬁﬁm eagh dey and by ereating in the class
a feeling that questions of pronuncistion should
be wa%tiﬁﬁ whmm they avia&.

ﬁyﬁlﬁ&mg and pr@aumeiakiwn are very @l@galy »elabmé*
It is ﬁamaaamry to pm@a@ﬁnaa words amrraatly 1f one ia to

apell %%?m @a@w@atly. Ir aﬁa aaya ”athﬁlwtias,“ he will,

“in a11 probability spell 1t thet way. Growth in onme's power

@f ax@rwasﬁwm requires an inocreasing vam&bnl&ry, ﬁna must
pwnk & new word aw@rﬁatlw in ar@av to 3emmn it. ﬁinoa pr o=
nuncistion ia mo 1mp@wt$mt in spelling amﬂ in bullding vocab-
ulary, it is important thet at&ﬁanﬁa pey ssreful attention

to it. ;

It is not the uﬁ@@wmaﬁ word whioh needs sttentlon; 1%t
is the comwon worpd which 1s used frequently but whieh is
mispronounced. Power over words 1s importent; words are the
weans by whieh id@as‘ara expressed, aﬁﬁ ﬁa\mingr@n@unma &
word is almost waraé then not to pronounce it at all.

This unit is not to be studied as & lesson and for-
gotten. Ppronuncietion should be & vitel part of each day's
» Students enjoy

work. GStress it always; meke 1t & gawe

learning good pronuncilation--they only need someons to lesd
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the weys Enthusiasm way be oreated by disenssing the words
which students mispronownse. This study requires the use
of the #ﬂi%ﬁ%&w, as does the study of spelling. If these

ly stressed, students will become
éiat&@a&ww‘a@masiwas; sy

wha utwﬁy of praﬁﬁmaiatian envalvaa & atuﬂy @f letter
sounds. The mmﬁawity of seuéar high schoel aﬁaﬁants havw
forgotten o 1 heve never studled letter nmanﬁnak They must
know the standerd dlectionary merkings; they wust be Lsught
the value of the accent mapk) and they wust iﬁ%rn to cheek
qmﬁ$kiaﬁ§ @£ pronunclation in the ﬁi@tiemwwi

This unit 48 not used for = definite esaignmwent in
the writer's classes; it ls carried through #
in sddition to the regulsyr work. Studentr are urged to ask

¢ entire year

guestions at any time regerding pm@mﬁm@iaﬁi@a. Tords which

give trouble are ususlly placed on the blackboard for a few
days; greduslly new ones repisce the old ones. At ull times
the discovery of individual errors or difficulties ls the
besis for cless study. o cubt-and~dried list is glven the
cless as mn assignwent, but sueh & list may be profitably used
ccecasionally for & contest period. Such & list mey be found
on the next pagé. |
students scon cateh the spirit of this type of astudy,
and are eager to participste in it. They become more son~

fident of their pronuncilation and es & result, better students,



A list of sowe of the trouble-mekers:il

aw@iﬁ@&
arehitect
erctie
athlete
sthlstie
banquet
bouy
casunlty

eello
chauffeur
ﬁliﬁag

forehead
formideble
fragile

- genuine
-gesture

gondola
hesrth
horigon

»;haﬁyﬁﬁmw&w |
4llustrate

indlot
infamous

waintenance i

munleipal

pegessery

often

- penalize

planist
recess

. romance

Thomss Kite Brown, Op., 8it-, {Condensed from pp. 85+86)



'DIVIEIOE OF WORDS

ATHS:

¢ simdent Information congerning word
ﬂiw-&éﬁ%<w%£ﬁh will eneble hiw ususlly %o divide
(a@@wwﬁaﬁly without econsulting a dictionary.

8+ %o help the student geln sn apprecistion of the
importance of sorrect division by emphasizin,
%&& relation of correct pro

puncistion &ﬂ divislion.

&m~’%@ ﬂ@wmms the im@&vvwma& of aw%nalting e dictionapy
when necessary to deterrine correct aiviaimm~ |

the ﬁﬁbﬁﬁiﬁm of where to divide words 1& ene of the
post pertiment questions confronting a typlst, Few persons
beoome 80 ak&iﬁ@é in word division that they need not con=
sult a &iw@iwaav% /
iapisze hﬁma@lf with a few of the wore common rul@s which
govern word
ng the dictionary.

Because dietion
ification, soxe
ciation and some
give definite rules.
there are eertsin rules whieh should be followed; and it is

ccoasionally, but snyone cen easily famile

@%@%Bi@ﬁ, snd can thersby save mmak.&ame gonsult-

sries @iffer in their systems of syllab=

prending division egcopding Lo pronun~
ording to deriveticn, it is difficulb te

then & word pust be divided, howevar,

these which will be presented in this wnit.

Fules governing the dlvision af,wnrﬁalﬁ
1. Use & hyphen to imdicate syllable dlvision.
2, Divide s word enly &t the $né of & ay&l&blﬁe
%, Divide & word only at the end of & lina.

Ibid,, pps 119-122




4 Never divide the last word on a pags.

Bs Do not sllow wopd divisions, with the resulting hyphen,
to ogour at the end of pore than two successlive lines,

B« If %@walﬁiﬁh divide & word mo thet the syllable or sylla-
é&& before the hyphen are suggestive of the whole
g w Q B

tre in Eﬁm&; p@ﬂwwwmmes is better than ref-srence.
?g’ ﬁ&vaw &ivﬁém & word of one syllablm. g rule apﬁziaa
o %@ puch words us spesv, heven't, if&ma 8y &8 we

as nha more easlly recognized nonoasyllables.

é:&me gmmav&i, do not divide a word of two syllables unless
» %hm wewﬁ eonsistes of six or wore letbers.

%& %a %h@#*@%@h, con=fide, fr&ﬁwhia
g&wﬁ& xu»vy, be~gin, ge-la

P» Do not divide a word so sg to leave & single letter in
githeyr part, and unless necessary never lesve only
twm l@th@yau

%vam&t v&nﬂwy, B«CPORS , amm&&gmwaﬁay fairw&
ot g@@ﬁ% ps~pering, deposit-ed, raﬁpﬂrtar

10 Egv&r‘meparmta=

As' One part of an sbbreviation fvmm the other
Bs A quelifying slgn, such as the dollar sign,
 from the m&@%&r following, or frowm the

¢ flgures b0 which it belouge
s Diglts Iin a group of ﬁhra& or fewer
D+ Harks of subdivisiona, auﬁh ag (1) from the
*‘*'fﬂl&@wﬁmg material

If possible avold separabing?
& The glven nawe or nemes, or the initisls from

the femily name
Bs Degrees or titles from o hene

‘Yeowels and consonsnts
Byllables are f@mmad a»@ut vwwal amunéw¢ Eech syllable

ie composed of ome &rd mnly amw vmwel nount although there

pay be other vowel latt%va 1n thw ayllablu whian are not
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soundeds If tWo yowels oecurring together are pronounced
separately,
ated.

they form different syllables snd may be sepsr-

The vowel sounds are usually easy to distinguish, end
aifriculties of dlvision are ceused not by the vowels but by

ntervening consomsnts. Shall they be kept with the pre-
jowel op placed with the following vowel? In placing

enants the following rules will be useful:

ihen & single consonant coccurs between two vowels, the

on of the consopant in syllable divisiom de~-

pends on the quality of the preceding vowel.

4s If the preceding vowel is shori, the comsonant
usval 1y remains with 1t.

Be If the preceding vowel is long, the consonant
usually goes with the following vowel.

mep=-ory  sat-isfly

so-bering ni-trate pri-vate

2. Uhen two or more consonants ocowr between two sounded
vowels, they ere usually dlvided.

for-tify num-ber res-tive Dbaf-~fling
sheleter per-cel mon-ster diph-thong

An exseption to this rule occcurs when the preceding
vowel is long and eceented or when the following
vowel is aceented and the consonents are capable of
beginning a separats gylleble.

ni-trate emi-gration sa-gred fee~ble 1
ords sonteining 8 prefix or & suffilx usually should be

" divided on the prefix op suffix, except when such &
division would conbradlot pronunclation.

dis-appear snti-federal rain~ing south-ern



&

6.

In

But words having the endings =-able, =wence, ~ant,
wgncy, =ent, =ible, =~l¢, =lowl, -ive, ~or are
usus lly diviﬁaﬁ asoording to sound rather then on
the suffize

logi-cal defen-sive promi-nent abun-dence

the division of words whose final consonant is
doubled before a suffix, est oeccur, occur-ring}
shop, shop=pings the added consonant goes with

the suffix. When the word iteelf ends with a double
gonsonent; the consonants ere not divided, asi
bluff, bluff-ing. -

opmpound worde written with s hyphen should be divided

only on the compound.
well«being fer-reaching self-denisl

The endings -oial, =clon, ~clous, =geous, =glon,

“glon, ~tial, =~tlion, ghould never be divided.

gor-geous  pop=aclous  relli-gious
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€Ol POUKDIKG OF WORDS
1« In generel, if & compound is mede u Q W
pou e p of two words,; one
@f which loses its accent in the cowbination 33 that
the corpound is pronounced with only one accented |
syllieble, it should be written without a hyphen.

bedroom © broomstick bookease daydream  headache

2. Yhen a word group is used ss = single adjectlve and is
pleced before the word it nodifies, the group is
written ss a byphenated compound. If the group is
pleced after the word it modifies it is written with-
out the hyphen, :

o feir-wsather policy & forscamst of falr weather

worn~out clothing clothing worn ouk
a bulls~in cupboard a eupboard bullt in
g birch~bark ¢anoe e eance bullt of birch bark

Fxception: Proper nouns msde up of two words do not
teke the hyrhen selthough used as sdjectives

8 liew England farm

%, Expressions conslsting of groups caf" words commonly used
as single words &re usually hyphenated.

bpother-in-law  ren-of-war  wellwde-to

4. OUpdinerily e prefix is written with its stem without the
hyphen.

semiennusl nonresident  prepsy sublease

¥xceptions “hen 8 prefix s joined to & proper noun
g2 hyphen is used, asi pro-German  anti-Jewlsh

5. / hyphen is often used between & prefix end its noun
to prevent an awkward piling of consonants or vowsls.

eco-guthor  re-usc bell-like

€. Use & hyphen with coppounds mede up of two wor&a_if rtho
first word is an adjective gnd the last B noun bte
which d or ed has been added, oF which end in Ing.

red~headed prokenrhesrbed able-bodied sure~foocted
nerve~racking fer-reaching gweet-smelling

%. Use a hyphen with corpound numbers from twenty=-one to
ninety-nine«




DICTION AND IDIONS

ATkS:

1. To enrlch the student's vocsbulery by lesrning
the preclse weaning of similer words.

2, To glve the students a keener apprecintion of

good sentence structure by & careful study of
the more ooumon ldioms of the English language.

IR ringl i g
mey not be sble to aspeak any but his own. Bub whate
ever langusge he knows, he knows precisely; jhetever
word he pronounces, he pronounces pightly.’t
Certeinly & high velue should be pleced on the ability
f_t}n@ to use words correctly end effeetively. CLorreet pro-
punoiation is essentisl to good speech, and cureful diction
i3 the basis of good writingi while = knowledge of the exact
méaning.«; and use of words and phreses ls as necessary to the
sueccensful mfating and interviewing of people &s 1t ls to
the sompetent handling of gorrespondence.
rany stenograthers are given the responsibility of
correcting any errors made by the dictator. This is not
swwiamg 1¢ we prepall that pany persons of education have
s working vocabulary of not more than 2,000 words, yet Web-
ster's New Internstlonal rdetionary conteins over 400, 000
words! Decause many dictators heve e spall voesbulary, they
are unsble to choose tm word whieh best econveys the deeired

weaning. Thus it 1s up to the typlst to be prepared to glve

the letter the desired tone by neking gorrections.

mchm-:ma Helgner, Enplish for Business tse, (Chicagod

He ¥+ Rowe Company, 19287, pe 18-
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Troublesome Idioms

The expressions cheracteristic of & languuge are
called its idiomms. Often idlors ere illogical word combin-
gtiong for wn@a&‘arigin ne explenation can be given. All
that we know 1a'thmt_o@rtain words are used together to mean

particular things, end that other aembinatiena,'ﬁvan when
| more logleml, go sgeinst the nebtural speech ways of our lan=-
gusge} they asre, in other words, unidiomatic.

In the following liests, those words and phrases are
ineluded whose mweanings are wost frequently misused op
traublenama»lé
Above, Often used incorrectly, as iu thé expression “the
T sbove statement." Say "the former staterent.”

ﬁgggi is an adverb or & preposlition and not an adjee~

Advise, In comperclal lenguege often used for inform) as,
"We wist to edvise you that our sgent will e¢all."

Alike. Use without both. ¥rong: They are both slike.

All ri t. Correctly written thus. The single-word form
T with one 1 heg no respectable status.

ingry st. This is commonly used of things, snimels, or
csusess if angry et is used of & person, the sunger
covers not merely the point et issue but the whole
renge of personal relations.

Angry with., This 1s the idiom thet should, &s 8 rule, be
~ uged wlth respect to persons.

Anticipete, expect. It 1s best to regerd sntlcipate as
‘“implyrﬁg”fératastm of some emotion, usually pleasure,
and not to use it for expect.

I do not expect 1t to rain. ‘
i sntioipate the pood times we shall have.

L4

Thowes Kite brown, op. glt., p. &7 T,
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Any. Incorrect in adverbial sense of at all,

& pronoun or adjective. Gar?aat a8

¥rong: I eannot encourage you any.

= Lmlﬁ%' Incorrect for to any place. Anywhere . ey
the appropriate expression. ; ywaere i? uauslly

Upong: BShall we go any place todey?
Right: 8hall we go anywhere wm_yg

(&wgg&, awfu%%g. bo not use to intensify an adjectlve in
aing awful with nouns, recall thet it means '
inspiring with awe or solemn.
#pong: He was awful good to me,
She was swfully pretty.
Right: The awful najesty of God.
Begk. Do not use for ago« Not: Three days back I saw him.

Back of. Do not say in back of. Idiow senctions in fromt of
but not in back of.

palsnce. Do not use for remsinder.
Petween. Refers to twoj smong, %o three Or MOre.
Blawe it on. This should be avolded.

spongs Don't blere it on ne.
Eight: Den't blere me for it.

But. bheaning only. Use no other negative in the same olause

wpong: 1 haven't met but four.
Right: I have met but four.

Claip. Do not use loosely for say or for masert, unless
there is sore question of right or title involved.

Jpong: He claims thst he saw you.

gcomplected. Do not use this or its compounds. aompl&xinnad
‘ is correct, but a less awkward construction is often

posseible.

Correct but awkward: the is derk corplexioned,
Improved: he has & dark corplexion. :
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Data. To be regerded as plural.
Correct: The data zre correct.

Died of, eick with. He was sick with ry b '
== = emonTE. . fever, but dled of

Different from. This 1s correct. ivold "dlfferent than."

Enthuse. This word lecks sanction. Enthusissm may be used.
Equally &8. Use either word, but not together. |

Poor: This plan ig equelly as good.
Right: The return trip was equally delightful.

Lvery shich way., Use: Inall directions.

Feets. Do not use with "true.” 411 facts are true.

Fix. Correct in such uses &s fixing & site, fixing the
sttention. #e do not fix an sutomoblle. Do not
use for arrange, as: to fix the hair; or for
prepere, ass to fix lunch.

guess. Do not use for supposes

Had ought to, nadn't ought to. Both forms &re Wrongs Sey
ought not to»

Herdly. This word itself carries a negative ldes and should
not be used with not.

#rong: I gouldn't hardly do it.
Hopes. ‘hen used of & single prospect, prefer hope to hopes.

¥ot good: I have no hoyes of seeing him agein.
Right: I heve no nope of seelng hir again.

Insids. Used as & grapoaitinn, this word should not be
followed by "of." £s & noun it may be.

right: He stayed inside the yard. ‘
Right: The inside of the housé geemed dusty.

T————

In under. Incorrect for under.

Wrong: It rolled in under the desk.
kind of. Do not use in the sense of alightly.
kot good: He was kind of sickly.
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lsundered, Kot leundried.

let on. Avold in the sense of "pretend” or "make known."

Wrongs

let's don't.

He let on thet he was siok.

#prong for the colloquial don't let's.

Lika; Do not use as & conjunction equivalent to "as 1"
- Qr "as thoughs" It may be correctly used as sn adj.

Wrongt

Right:
Right !

It looks like it would rein.
It looka aa 1f it would rain.
It looks like sllk.

only that, Prefer except that when this is the meaning.

Pogteds Do not use for informed.

Present. In

the sense of make ascqueinted, it is consider-

ably more formal than "introdusce,” which is usually
the sultable term.

Promise. Distinguilsh from "essure." Fromise looks toward a

later
- Wirong?

Guite some ti

fulfllment by the speaker.
I was there yesterday, I promise you.

me. Avold. Prefer "a good while."

Reckon. Do not use for suppose.

Regards. Do

Weong'
. Right:

not use for regard.

T talked with him in regards to the bill.
T talked with hir in regard to the bill.

%ﬁaimé apm how, Wrong for insspuch a8 or since.

settle. Do not use for pay, if there hes been neither con-
fusion nor controversy In the metier.

Bo. After ne
kot go

Some place.

fipongs

gatives ls generelly to be preferred to as.
od: He is not as good as Charles.
Do not use as sn edverb for "gomewhere.”

1et's go some place today.



63

gusplcions Not & verb. "Suspeot" i
| : ; 8 the verb) suspe
B1l80 & noun meaning & person suspected. *

The remson is that. MNot: the resson is because.

Very. De careful not to use this word overmuch. Do not

use carelessly with words that . ,
intensified. v that do not adwit of belng

Wrong: The plokles were very excellent.

. "Very® is a much overworked word, It can be omitted
in nine cmses out of ten without the loss of emphasis.

say. ¥ot ways, in the sense of a ahé#t distence.
Wrong: He was & llttle ways ahead.
%hen. Do not use for "then."
Wrengﬁ I had no sooner teken my place when he camé.

Tnen, where. (In definitions) Do not use "is when" or
‘ "{8 where" in defining.

Without. Do not use for unlesss Not: I shall not go without
‘he Bgrees.

Words often e¢onfused
sccess, excess. Ascess weans the act or opportunity of

spproachings Exeess resns wore than the reguired
mamt * i

sddition, edition. Additlion weans the act of jolning or
sddings.  hdition weens the published form of a
literary work.

Adopt, adapt, adept. Adopt means to take. tdapt means to
B chenge #0 as Lo meke gulteble. Adept means skillful.

rdvise, inform. Advise means to give counsel, end should not
‘ ve used for inform. It is not goaﬁ to sey, "We wish
to advise you that our agent will ¢8ll next week."

Lrffect, effect. Affect weans to influence. Effect, to bring

about.
pate, iggravate means to Inten=-

A avete, lrritate, exaspe
- mi%y aomeﬁﬁlég Thet 15 Biready bad; irrltate wmeans
to vex or to exclite. Exasperate means to provoke %o

intense angers
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Alley, :1%2;” ééi@y %mmnsii long nerrow passage. Ally as
e x ns to unlte by treaty or league’ as & noun
it means assoolated by ihasa mgana. e’

Great Britein was an ally of France.

Allusion, illusion, delusion, elusioh.s Allusion weans &
reverence to or a mentioning of something. Illusion
means the perception of something by the senses whish
is not the reml. A delusion im & false 1dea of a
fect or a false bellef. RElusion is the aet of escaping.

Already, 8ll réaa,. Already mesns by or before a partisular
time. &1 ready means all prepsred.

Altogether, all together, Altogether mesns entirely. The
Phrase means collectively.

Aveteur, novice, professionsl. Amateur mesns one who 18

= sxITI8d in Bn art, & study, or & sport, but who
eultivates it for personal gratification only. 4
novice is & person who is Inexperienced) be 1s werely
& beginners & professional is one who gets pald for
doing his work.

smong, between. Between should be used when only two ob jecta
Bre refered to; among for more than two.

inecdote, antidote. Anecdote is & prief story. An antidote
' Ts 8 remedy.

Angry, ppd. Angry means enraged or furlous. kad mesns jnsene.

inxious, eagers Anxlous means worried. Eager reans keenly
desirous .

Apt, likely, liable. Apt means quick to learn. likely weans
£ pﬁﬁ%ﬁblﬁ. iiable reens exposure to an unfavorable

possibility.

Beslde, besides. Deslde means gt or by the side of. Besldes
wBBRE moreover or in eddition to.

tipual, continuous. Contlnual neans oocurring egalin
g and'agaxni rapeétad frequently. Continuous mesns
wunbrokenj going on all the tire without imterruption.

: nsel, consuls Counoll {8 & noun, meanlng & body
Gounuilafﬂgggpia'wﬁa'aom; together for deliberation. Counsel
18 used both ms & noun snd &8 & verb, /@ & noun, it
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meana sdvioce or the one who gives edvice; aes &

‘ verb,
iv moans to advise, to give sdvices, (omsul is & mmén,
weaning & person who is sent by s government to look
efter its business interests in another country.

Devics, devise. Devise means to think out o . Dpevd
ig the inventlon or sontrivance. * invent. Device

Disinterested, uninterssted. Disinterested means without a
sellfish motive, Uninterested mesns lacking intereat.

pon't, doesn't. Don't is sn sbbrevistion of "do mot,” and

' pust pot be used with he or other words in the sing~
ular number.

Eminent, lmminent. Eminent means outstanding. Imminent

~“weBns overhanging or sbout to ocscur.

Fewer, less. Fewer applles to members; less, to quantity or
' VO.Lume o

formerly, Formelly means ssoording to custom.
er.ly means heretofore, or is past tine.

ﬁ@ﬁlﬁh«ﬁ‘hgﬁ}ﬁh

&Y

ful. Healthy peans in & sound gsondition.
weans beneficlal or senitary.

Inst,; lutest. latest differs frow lest as sarliest differs
~* ~wror first; 1t 1s applied only to the order of tlme.
The latest trolley may also be the last, but sn
author's latest book mey not be hils 1sst.

leayrn, teach. Learn means to goquire knowledge. Twach means
to 1mpart knowledge.

leave, let. jeave meens to depart [rom. let weans to permit.

iend, loan. lend is a verd pesning te grant the use of.
* Sv#En should alweys De used as & noun, weaning & sum
of moneys

iieble, likely. ILiable mesns responsible. Illkely means
———=vE1lng such as bo make probeble .

Lose, loose. Loss is & very and means to be deprived of.
Toose 1s ususlly used &8 sn adjective, meaning free
or not confined. CGometimes it is used am & verb,
and then it weans to weke free.

te let locse a stresn of engry words.
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angry mesne provoked, enraged.

Por sent, percentape. ler cont la & phrase weaning by the
T T hundPed (phr gentum)e Fercentsge i used as 8 noun,
weaning & certain pard,

| .zf¢1fﬁa‘, Frinodple ls salwaye used us e noun,
Teaning € rule of scblon. Princlpal is pgererally
vmaﬁ as an sdjective, weaning firet or wost impor=-
Bents It i alwo used am & noun 0 resn 8 swy of
woney op the head of a sohoold.

ped« Frecede mesns to go or come Lelore.
I peans to wove forwerd or Lo ourry ons

Frovided, providing. FProvided mey be used ss a ¢onjunctiom,
- Brd peans on condition, &fs Providing is & verd
meaning $¢ prepere.

Hewalvder, rest, balence, Remainder spplles ta things only
Bnd IPpIle® TReE & corparetively small part is left.

Heat appiles to popsons or things. UPalence ls epplled
only tg the difference betveen the two sides of an
BECOURT »

ly» Eespectively mesns In reguler
iy weans in & polite way.

& Pupplepertavy list

Asgapt, 6 t+ Accept mesns & oonsent Lo receive. Exvept
t an excepblione

Altar, siters An altar is 8 shrine. rflter mesns vo change.

Leeert, apment. in sscent s sn upvwerd slops. 4ssent means
ﬁ@ ginpent .

ﬁamvﬁmf awmvmaa; Genves is & ocloth. Cenvaes is & verb or
 pehning to solicdt or & scliolt.

fepitel, sspitol. Capital is the eldty. Capitol e the bulld-
inge

besert, dessert. Desort weans tc sbardon. lessert is a
gourse served at the end of & dinner.

Tdpeased, decessed. Disessed pespe afflicted with siokness,
S Teosnaed peens doad.

Hehged mesns to be execubed by hevglng.




CHAPTER IV
OFFICE PRACTICE

GENERAL OBJECTIVES:

1x To obtain & knowledge of office appliances.

2. To become familar with the different classes of
mell, postage rates, wrepplng packeges, and
other pheses of the FPostal Department.

%, To beaome familer with different means of com-
punicetion: telephone, telegraph, cable service,
wireless, and radlo.

4, To bescome femiler with the more comron business
papera: checks, notes, drafts, involces, depos-
it slips, and others.

5. To leurn how to slphsbetize snd to learn some-
thing of the different rethods of filing.

¥ost of the so-called "office practice” texts con~-
tein wueh materisl that is of 1ittle or no value to the high
school eommercial student of the kiddle West, In indus-
trisl cities there 4is perhaps wore need for specialization;
vut because of the small percentage of commercisl students
who setually sesure positions in offices, it 1s 2 waste of
time in this section of the couhiry to teach samething they
will hot use.

Phe units in thls sectlon have been chosen because
the meteriel is inportant to all mllke. Everyone ghould
know how to use the telephone; all should be sble to wrap
properly & package’ and sertainly everyone should know how

to use correctly his own letter file. A1l students should



kﬁmw how to write & check, but probably very few will have
vocaslon to use a trade asoeptance. Hhet can be taught in
the average high sehool of the wore cowplicated filing systems
will be very little, and what can be taught will be forgotten
very soon beseuse of the laek of actual prastice under actusl
office e@mdit&@aa@

The wnit on the wall should be studied before the
holiday season so students will have opportunlty to put into
practice thelr work On packege wrapﬁingg This will also givw»

the instructor sn opportunity to stress early wailing.



OPPICE BACHINES

ATHSS

is Te get agquainted with the 4irff ash
now used in office work. erent rachines

#s To scqulre some skill in the renipulation of
353@”‘513@ paokine, pipeograph, and adding

De ighly skilled in the use of the

'he present ls often known ss the lechine Age. Kot

pany yesrs sge the business wen spent wueh tiwe writing e
jetter with a quill pen; now & secretary writes several lete
ters in the seme lemgih of tixe. | J

modern efrise of today comtains such cowplloated

pechinerys These machines way be grouped undey ive hwmaa:’"
Thope which reproduce the written pege, us the
wireogrsph} those which reproduce the spoken words,
as the Distephone snd Ediphons; those which pake busge
iness records, as the bookkeeping and billimg wachines)
those whioh print sddresses snd other slpllar oo ords
ap the eddressograph; end those which peke various
eopputations, as the sdding waehing .

Certainly no one gueations the sdvisabllity of tesohing
business students in high school to use the typewriter, but
rany of these studente graduete with & wajor in eorwerelal
subjects without even having heard of many offiee nachines. |
Fecsuse of the expense, mny gehools will heve only one o@
two effice machines. C[Ope heve only & geletin dupileating

pechine; others ey heve & rineogreih. shatever the amount

—

%&. 1o Siede, b« He Hurleys Ko o axigﬁ&ﬂw%rawﬁﬁamﬁﬁﬁzb&
Ireining, (Chicagel ginn and Corpeny, 1884)) Pe 150
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of eguipment in the

school, there ls always the possibility
of securing rore from locel stores oy of fices for denonstraw
tion puUrposes.
Duplicating kachines
There are three types of duplisating rachines: those
which require the use of a gelatin psd; those which use ‘a

stenell; end those which duplicate from type.

The more eosmon duplicating mechines regquiring the
use of gelstin are the Ditto and &med@gﬁam. Bany Wmm are
on the market. A msster copy must Vba prepared ﬁ-y using 8
gpecisl earbon, ink, or ribbon. The mester copy 1s leid fece
down orn the dempened gelatin surfeces The molsture slightly
digsolves the imprint snd thus the matter to be duplicated
iz transferred frop the paster copy to the gelatin. When
paper is brought in contact with this the lwprint is readily
trensferred back. Under faversble condlitions as many &s one
hundred or more coples may be uaaily: pade from one muaster COPY.
This is the cheapest means of dupllcating 1if & .'mx-ga’ numbexr of
eoples is not required.

The mimeograph 1s the machine which uses & stencil,
letters, forrs, drewings, etc., nay be produced in large quan-
titiem. The first step is to prepsre the stencll. This la
done by setting the typewriter on erenelil" end typing the
meteriel directly on & chemically trested shest of flbrous

paper with & backing sheel.
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- Before typing the steneil the operate: b
certain ht the tive oo her Lopevbiver e pheens I
typing the steneil she wust use & sherp, firm touch.
the wust also besr in rind thet certein letters, such
88 6, ¢, and 0, which have & sraller printing surfece
must be struck lightly to avold cubting the letters,
leaving & blot when printed. The characters &, §, #»
%y and €, and the capitals %, W, and E have broad,
f&ut surfaces and need a firwer toweh than in ordinary
typing in order to make & cleer impression on the stencil.
If typewriter keys seer to be too sharp for stencil work
they may be dulled with opery eloth without injuring
them for reqular writing,* N
Errors way be corrected by soating over the error with
o leyer of correction fluid, then re-writing over this fluid.
After the stencll has been cut, the backing sheet
ie rewoved and the stensll is placed face down on the eylinder
of the mimgograph. Ink feeds through the euts in the steneil
fror the cylinder. The modern mimeogrsph is run by a swall
electrie mobor snd feeds the paper sutomstically. It slso
sounts the coples.
Dictating lechines
There ere several dictatlon machines on the market.
Such & machine consiste of three units: the dictatlon unit,
the repreoducing unit, snd the shaving units The dictator
places a oylindrical record on the dictstlon urit, whish looks
ruoh like an old fashioned phonogrsph, snd spplies the needle
t0 the pecord. He spesks into a mouth plece, end a8 he spesks
the words are recorded on this record. feveral letiers may
be put on one reoord. I fter & record is full, it is taken by
the stenographer snd pleced on the reproducing unit, Uhe

B
I’biﬁ-, Ta 136,
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wears sarphones, and types the meterisl as sre listens to the
records The machine rwey be asdjusted so th t the volce is
loud or soft &nﬁ the tempo quick or slow. 2fter the rescord
has been transeribed, the eoylinder i1s placed in the shaving
unit and shaved so0 thet it‘will be ready to use sgaln.
Bookkeeping end Billlng kechines

These maehines ere wuch wore complex then caleulating
and adding reghines, esnd an operator needs det:1led instrue~
tion in order to Waster ther. Some of these wvechines show
aglwost huwan ingenulty. They add and subtract; they print
dabitk, eredits, and balences in different columns, and when
e galeulation ramult&vin a fraction of & cent, will even
determine whether to drop the frection or to add on another.
Becsuse these machines are too coxplex, they wlll not be
discugsed hare.

The fddressograph

vhere letters or ciprculars ere sent constantly to the
sawe list of persons, much time way be saved by using the
addressograph. Stencils of paper or webtel sre made for each
customer, snd filed in trays. “hen the tire comes to address
the letters they are passed by mechanlcel rean: past & print-
ing center, which hss sen Inked roller that presses doan on
the top of the stencil and brings it in contect wlth the enve l«
ope. The envelopes are passed subopeticaily through & slot
under the stencils This mwachine runs by electriclity, so saves

ruch time in addreselng all sorts of wall.
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4dding end Celeulsting kechines
idding wachines differ as to whether they print the
pigures and results on peper, or just show flgures and results
by weans of figures which sjpesr in little windews; and whether
they are eqguipped with only ten keys, or with nine banks of
geveral keys. Sope machines Just sdd, while the @mwmmm
pachine adds, subtracts, dlvides, multiplies, finds square
root, and vany other thimgs. like the biiling wachine, the
modern ealeulating mashine is capsble of dolng rany seemlingly
irpossible things.
Enve iope ULapper
Thig machine moistens and pleces postage stsnps on the
envelopes sutowaticalily. It uses starps which ere nmade 1n
e roll. In offices where out-golng rail is heavy these are
necessary.
knveloye fealer
Thils wopks sopewhet like the stsmper. 1t sutopatioally
poistens snd seals the envelopes as they are fed throughs
This reehine is also e time saver in offices having a largé
spnount of correspondente.
Check Frotectors
Yhese machines &re designed to print the apount on
& cheek in such & way that 1t will be iwpossible for dishonsst
perscne to alter the gmount. The printing 1s usually in
color, and the type perforates the paper, so thset it ie im~

possible to change 1t.
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AINS:
1. To lesrn to prepare outgoing wall.

2. To lesrn the clusses of mall and special Pfeatures
of ea&hg

8+ To lesrn to flgure pereel post and other postage.

4, To sbtudy the speclel pheses of the postal myster,
such &% reglsiry, Insurance, special delivery,
alr mall, stamp permits, end worey orders.

Everyone anjoys ragaiving letters and packeges, butb
few persons have Iinfopmstion concerning the fostal D&partﬁgnt
or the rﬁiﬁ& and regulations whiech govern the osrrying of |
these letters and packsges to enable them fto fully cooperate.
This is & gubjeet in which every student should Le vitaliy
interested, whether he intends toldc office work or not.

The more lwportant feote eoncerning the walls will be
aenaid%réd in thias unlt. If persons follow & few slpple rules
 when reiling letters snd peckages, much needless confusion
will many tives be avaiﬂad at the pcat office, not to wention
the delivery of percel post In better condiition. It is the
duty of persons taking advantage of the postal syster to co-
operste by relling letters end paaka@aw which are correctly
addrensed, wrappaﬁ, and packed.

Each yesr, several weeks before thiﬁtm&a, the Postal
Depertment 1s %&ﬁ&iﬂ@ to the schools a sheet of inforpsation
eoncerning the wrapping and melling of peckages. This unit

ghould be studlied st thet tire.
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Classification of kail

Dompstle mell mstter is dlvided by the poetsl lawe and
regulations into four clzsses, as follows:

First Class. This includes written watter {(including t
m@tﬁ&r}, whether sezled or not; sny metter s@glagpgg
that 1t cannot be inspected; postal cards and private
pelling csrdss ilr nail, whether letters or parcels, .
is first-cless wail. The rote of postage outside the
losal sone 1s three cents an ounce or frection of an
ounce on letters or other sealed matter; within the
logal some the rete ls two cents an ounce or fraction

thereof. The rate on post cards ig one eent, regard~
lesa of sone.

Sgoond Class. This includes newspapers and periodicals.
Tublications pay be mailed by others than news sgents
or publishers if they ere marked "Entered sz second-
class matter.” The rate 1s ons eent for each two
ounces or fraction thereof repsrdless of distsnée op
welght.

Third Class. This includes chiefly books, civsulars, cate~
Jogues, end other prirted metter. £ clrculsr ls de-~
fined in the U. &, 0fficisl Fostsl Guide as "a printed
letter sent in identicsl terms to several peraons.”
inything hendwritten or typed in the body of the letter
for any purpose other then to correct & genulne typo-
graphiesl error, subjects the eircular to firet-class
postage, even though unsealed. 7The welght liplt ls
eight ounces. FParcels exceeding thai welght should
be relled as fourti-clnos vetter. The rate of poste ,
ig one and & half cents for sach twe ounceés or fraction
thereol.

Fﬂm@th Closge. FSee parcel poat.

fpecisl-~Delivery. Ccpeclal-delivery rall 1s dellversd soon
«TEer 15 peschea the post office in the ocity of 1ts
destination. . speclal stamp 1s needed or the same
erount of postege extra. The fees oOn firste~glass
are, in addition to the regulsr postege: up Lo 8
pounds, 10 cents; over 2 pounds and not more than 10
pounds, 20 eents; over 10 pounds, 25 cents. For
other then firsteclass matter the fees are: up to
2 pounds, 15 centaj over 2 pounds end not more than
10 pounds, 25 centsj over 10 pounds, 35 centsa
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Reglstered kall., The registy .

225 saleguards fop thg tmgs;i{::ﬁnpggv;gzz umgia%
velueble nail to domestie dwtimtiém y %1 ; }f‘ir
able first-, second-, end thirdeslass retter %ﬁ é :
mestle destlnations way be registered; Yth'vw gyt; @*“
fees renge all the way from 15 Mzitw for ‘i %&i% :&ﬁs-
&“Gi@ up to §1 for a %1,600 valuetion.

Ay kail. The rate on domestls alp me:

= T ounce, or fraction thereof. iéaiéniﬁféﬁsiﬁ@zﬁn
required. Packeges up to 70 pounds in wig%t; vey
be carried by this mesns, provided the size does not
exceed 100 Inches, length and girth cowbined. Alr
mell may be insured, reglstered, or sent C. 0. D.
fpecial air-mail stanps are preferable but ordinary
ones ray be useds Alr vall way be deposited in any
sfreet letter box, mall chute, or at the post offige.

Farcel Post

Fourth-class rell ls known popularly ss "parcel post.”
It includes rerchandlse, catalogues, books, farr products,
snd other mallable &migl@s that are not inecluded in the other
classes, and that welgh wore then elght ounces. The weight
1irit 18 70 pounds, end the 1irlt of size of such packages
is 100 inches, length and glrth sorbined., The country is
divided into eight percel post szones, and the rate of postege
is deterrined by these zones.

i letter or any writing must not be placed inslde a
package. This would subject the entire peckage to the first~
class rete. Fackages must not be sesled unless & special
perrit has been obtained from the government. They should
be tiled with & strong cord. The peper used to wrap & package
should be tough and of heavy welght. Haw edges should not
be left exposed because of the denger of tearing. 1t 1s

usually a good plen to wrap the srticle in cardbosrd before
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using ?bhes paper, ’wwcially if 1t is anything thet might
bend or bresk eansily. Glassware or other matari@1 that might
break very easily should be protected with extre wrapping,
and the packsge should @@ stamped "fr&gila;“

@hirﬁw‘@m& feurth~al&aa‘mmt£@f, palled at or addressed
te any post @tfiea in th@‘vniﬁeé 5%&@&3;'m&y be insured
ageinst losss The maxlmuw emount of insurance is @3G®§v The
fee is B¢ up to & §5 valuation; 10¢ for & valuation up te
$8B3 18¢ for $50; and so on up. These fess are ln addition
to the reguler posteges

| Third~ and fourth-clegs matter and sealed matter of
any c¢lass bearing postage at the firast-cless rate nay be sent
Ca 0s D« between poney-order offices of the United States.
The mexiwum amount eollectible on a ai@gl@ article is %@0@5

The zones snd rates for parcel post:

Zone Distance Pirst pound Additional pounds
I Plles g I per € 1B,
2 160 8 1.1 per 1 1bs
3 300 @ 2
é 600 10 a5
B 1000 11 Bed
6 1400 ig 7
7 1800 14 ¢
8 180G or nore 15 11



COM} URICATION
THE TELEPHOWE

AING:
1+ To learn a desirsble telephone technique.

types snd styles of telephones.
S T leurn how to meke different kinds of calls.
Pelephoning ranks second in frequency among ssore=
terial ﬁut&wa45 A large percenteage of the homes in the Unlted
states oontaln telephones. Certainly this commen~place
instrument is well known to all, yet there are wany faugtors
which go to weke up a desirveble technigue of telephoning
which are not lmown or sre not ueed by meny btelephone users.
The following material is presented in outline form
because 1t lends i{tself especially well to that type of
study. Students mey get additional informetion from the
iceal telephone eompsny for class reports and discuselion.

A visit to the loeal office would be of interest snd of velne.

ie Telephone etigquetie
1., Vvolce elear, low-pitehed, well woduleted
2., Courtesy ib answering very irportent
%, Should be considerste of operator
4. Should not re~ring operator irwedietely if
she does not enswer

B, heking & cell on the menusl telephone
1. Be sure of number ;
8., tpeek with lips sbout § to 1 ingh frow mouth plece
%, FPause bebtween nupber groupsi three~{ive i four~-one
4, If pumber ends in two peros, &8 3600, eyl
three=five hundred

fupert Sorelle and John R Gregg, fpplied feoretarisl
h £ )’ p, "

Practice, (Chicago: OGrogg fublishing COey
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D,

Es

B

Ge

He

B« If number ends in thréa zoron
five thousand » 88 5000, say:

6+ Use name of firwm In anawering

Eeealling opsrator
When necessary to attract operator's attention,

Qigiw placing & call, wove hook alowly up end

The dial telephone

1+ N0 operator

2+ The dlal tone & steady hum

3+ Heep regeliver off hook and dial nucbers in
clockwise direction

4+ let dial return to originel position each tiwe

Bw After dilaling & ringing signale--su Intermittent
hgmzigg sound~~Indicating that telephone is
ringing

6+ If line is busy, the busy signal: & prolonged
bugz~bugz~busz

Incoming calls
1, Answer e¢all prompily and plessantly
2. Do not may "hello" If in an office

- 8. Informetlon glven over telephone should be

confirved 1f imporiant ,

4, Have pencil end paper handys do not keep your

galler walting while you get then

Information
Tf number eannot be Pound, call or dial infor-
wmation end give name end address, if 1t is
known. Ususlly the address alone is not enough.

Leng Distance
1. Station to ststion calle
g« Caller willing to spesk te snyone
b. less expensive than personrto-person
2, Person~to-person calls
a. Connegtion with & perticular person
b. hxpense greater thsn for sbation=to-station

Appointuent calls

1. Definite tire for conversation lo set

2, Operator gets purty and calls you at thet tiwe
5. Retes same as for person~io~-peraon gall



THE TELEGRAFH

AILE:

ls To learn the types of telegraphic wessages

. To learn to write a telegreph correctly

Pelegraphic comrunications sre sment by wire. Only a
few minutes are required to send a message from New York to
San Frenciseco, wheress several deys sre needed to send a
letter. There are two large telegraph companies in this
country, the #estern Unlon end the FPosmtel Telegrsph. Esach
have an office in practieally every second or first class
eity throughout the country. The message to be telegraphed
may be telephoned to the telegraph offipe, and the eharge
will be made on the next telephone bill.

Outline for study:

A+ Telegraphic communications

l. Sent by wire

2. New York to Ban Prancisco Iln less than 30 min.

3+ Telegrams ewmphasize the ipportance of messages

4. western Union end Postal Telegraph the largest

B. kessages may be telephoned to telegraph office

6. bBusiness offices may have call boxes which,
when rung in, reglater at telegraph office

7. By errangewent private telegraph lines may be
established between distant offices~-~thus spsed
and accurascy

B. Kinds of telegraphic communicatlons
l. Telegram

as Full rate messzages which may be sent &t any
hour of the day or night

b. Flain langusge, code, or cipher may be used

¢« kinimuw charge for ten words

ds In cases where more than one sligneture is
used, such as Jawes Scott end Arthur DBrown,
all except the lest slgnature charged for

e¢. Yo charge for family slgnetures

f£: Descriptive words sdded to a signature are
charged, es: President, Tressurer



Ce

2s

Se

Go

g« Code words thut sre not dictionary words
bre cherged on a basla of five letters
to s word

he In ciphsr wesseges, oharges are made on
the beslis of five lettera te a word

i. If cipher sontains flgures, esoh figure
is charged 88 a word

Day Jletters

8, Long wessages thet need rot be ment and
delivered in short tive

be Coat of day letter of fifty words is one
and one~half times that for & ten word
telegram

¢gs hinimum reate fopr day lettera on fifty words

de Telegrans glven preference over day leiters

light messages

2. HEguivalent to belegramas but sent &t night

b. Agcepted st any time before £ s.m., to be
delivered on the morning of the next day

6. Hates lower than for telegraws snd day letters

d« lesast expensive measns of sending short message

Hight letters ,

a2« Chespest telegrephic servise-«inexpensive
subatitute for nall

be Flling ¢time up to 2 a.m. and dellvered on
worning of next business dsy

¢+ Cost one~-fifth that for telegrave

Other points to know

1
Be

Se
e

The order "repest baock" wey be given--charge
one~halfl regulsr rete

The order “report delivery” nuay be glven--small
extra charge

Sender puat keep In mind different tive sones
Telegrer pay be sent to pussengers on treins

B8l
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Ceble and Redio Service

These services are furnished by both the lostal
and Western Union Telegreph Companies. The counting of
woprds in these méaaag@s differs sorewhst frosx the counting
in talagvgmu.‘ All words in cablegrars, including address
and signature, awé sounted and words containing over fifteen
letters are counted at the rate of fifteen letters to a word.
There are a@v&r types of cable and redioc services. A higher
gharge ls made for the rore rapld mervice. &8 in telsgraph
service, nighﬁ letters may be sent at & wuch reduced rate.

Wireless wessages are used between ships end shore

stations, between ships, from airplanes to ground stetions,

- fyom ecountry to country, and for any type of communication

4f there are gtations equipped to send and recsive the mes-
sages., Cablegrams are sent by mweans of subrarine cables

between countries sepsrated by large bodles of water.



ALPHABETIZING AND PILING

AINS:

i+ To mequaint the student with the more irportant
rules for alphebetic indexing.

2. To lesrn the different types of filing.

5« To stress the need for a systemstic keaping of
all velueble papers belonging to an individusl
a8 well as those in the busineas office.

Every person who keeps & personal file and every
seeretary or stenographer should have some informetion conw
serning the subject of filing. 4 good filing syster is
indispensible 1n‘an office becsauss a2ll business records nust
be kept so that they may be found without deley when they
~are needed. Filing is e system of properly e¢lessifying all
business deta and records snd placing ther in their proper
pleces.

There are four methods of filing: alphsbetic, numeric,
geogrephia, eand suerch¢ The slphabetic system is npore im-
portant fﬂr the avérég@ student than the ethers because this
method 1s used to some extent in all offices and in the
£1ling of personal papers, whille the other systems are appli-
cable to special types of businesses eﬁly. |

The process of alphabetizing ls preliminary to actusl
filing. If & nisteke 1s made in slphabetlizing a letter, it
may be flled irproperly end thus become lost. Only the more
comwon rulea for slyhebetluzing will be studled in this unit.
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Rules for filing
1. Zrenspose the nswes of individuals, coneidering the

surnare first, then the given nare, and finally
the middle initisl if eny.

Henry J« Bluckington Blacklington, Henry J

2« Arrenge all material in A~Z sequence of letters to
the last letter of the iten, considering esch word
separately.

Abbot, Abbott, Abott, eto.

Bs Remes of firms, corporations, snd institutions are
indexed as written, except where they includs the
full nemes of Individuels, in which cese the surnsnes
are conslidered firat, then the given nere or initial,
end the remainder of title.

John J. Herrls end Company  Herrils, John J. & Co.
Wilbur Stationery Company #ilbur Statlionery Compsny

4« Parts of names which are ommitted in indexing snd filing:

A+ The article "the" is dilsregsrded, unless it
-occurs In a forelgn name, when 1t is indexed
gs written. If "the™ is & part of & nere, it
is plasged in parentheses. If it 1s the first
word of a dorestic nare, 1t is placed in paren~
thesen and at the end.

grant & Kinspan the Jewelers
Grant & Einspan (the ) Jeweleys

The Grant & HKinswan Jewelry Co.
grant & HKinsman Jewelry Co. (the)

Bs Phrases such as Dept. of, boerd of, ete,
applied to the federal government eand to stete
and municipel governments, ave pleseced in paren-~
theges after the words they modify and ave dis~
regarded in indexing.

Department of Health  Health (Depurtment of)

Ce« Apostrophe s ('s) indicsting the possessive cmse
is not considered.

Dodd's Book fhop before Dodd, Harry 4.

4 ‘
¥edeleine Slade, Label Hurley, Esthryn (lip;inger, :
Secretarinl Training, (Chicego: Ginn end Compeny, 1954), pp. 98 £f
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I)# ﬁlwmyﬂ &bb!"&?&&tﬂ E“;ﬁq" J\ri} S&Pi, k&riy Ef«rawg-
and do not coneider these titles in filing.
Esq. and br. should be used only in corres-
pondence--letters, envelopes, and stencilg=-
never on other records.

Parts of nemes which are included in indexing and
filing are the following:

As 1dd., Inag., Gow, Bon, Broge., bfg., and Corp.
are consldsred and when abbrevisted are treated
as though spelled in full.

Be 8 apogtrophe (8') is considered.

Surnsmes or other napes when used alone precede the
same name having initimls or pglven newes.

Stearns  Stearns, l. A+« Btearns, Williem
An initlal precedes & name beginuing with that initial.
Ce Bs To Cohant, A, Be Conant, V. Blais
Hyphenated firm names are treated as separste words,
but other hyphensted words are trested as if they
were one word,

0il-0~kntlc Heating Company
Oiliretic Company

price~list, prlce-ticket, trade-msrk ss one each.

Vemes beginning with numersals are alprhsbetized as
though the numerals were spelled in full.

Kemes beglnning with kag, ke, or k' are usually arrenged
for filing %n\the same oprder as they are spelled.
In some systems of fillng, the lic nemes are in a
speciel file before the k.

In general, abbrevistions are trested as if they were
spelled out in full. Thus, kt., &t., and Pte,
apre alphabetlzed as bount, Beint, and Fort.

kapes of unlversities containing state or city names
are indexed under the name of the locality.

Texas, University of

Church names are filled sccording to the way the name
appears.
The Church of the Transflguration



BUSINESS PAFERS

AINB:

1. To learn to £i1l out propsrly the more common
business papers.

2. To soquire importent informatior coneerning
busineas papers.

8., To seguire an apprecistion of the importance of
using grest care in the handling of legal papers.

There ie probebly no unlt in this entire course of
more importance Lo the future Imerican citizen than this one.
Everyone h&# certalin flnancial dutles. lost persons st some
tima have ocsasion to sign or handle legel papers. The im=
portance of knowing how to write & cheek or of knowing what
kind of endorserent tc use canrot be overestimated. The
rore technical legsl . forms should not be studied in detail,
Students should have opportunity to becore quite fewmllap
with cheeks especlally. Checks should be written In class
in order thet all pupils mey learn the proper technigue.
Krphasis should be placed on the promptness of cashling checks.,

i&@ writer believes that very little time should be
given to business papers other than checka and notes, The
more technical forms will mean little to high school puplls.
Eumphasis should be placed on endorsement, especlally as to
when an endorsement should be made. kuch pateriel is svalle
able on business papers 1n cornereisl law textes. The followe-
ing discussion is brief and should be supplerented by class

reports.
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Checks

A check is en order directing a bank in which one has
funds on depesit to pay & specified sum of money to & payee
who la named or otherwise indlceted In the check. Checks
&»é ususlly written on the conventional forms supplied by
the banks. Oreat care should be taken in filling out a cheok,
80 that there will be less chance of alteration. The figures
should %@gin elaaa‘te the doller sign snd the amount written
in words should begin close to the left side of the papers
Checks should never be endorsed until they c¢an be presented
for payment. This is especially true if s blank endorsement
has been used, because snyone finding such a check could cash
it. Banks recommend the followlng practices in writing aheakm:s

Do not sign blank checks.

Always wake out your checks in ink.

Write close up to the left on each line,

Draw a line through all unused spacé.

Avold flourishes in writing.

Destroy all shecks spolled in drawing.

Never mske out checks to "Hesrer' or "Cash.”

Check Indorsements

Ususlly a person must indorse & check before he ean
¢ash it« 7This is done by the holder of the check writing his
name ROross the left end of the check, The name should he
placed close to the end and close to the left edge of the
paper so that someone else can not write above it. The neawe
should be wpitten identicael with that on the face of the check.
I1f the nune on the fece of the check is incorrectly wrltten,
indopee first as the neme appears snd agein below that with

b
John K. Oregg and R. b« Sorelle, op. clt., p. 62.
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the correct indorsement. The signing of one's newe on the
beok of & check is known as blank indorsement. This type of
indorsement should nwvwv be made until the holder is ready
to ¢ssh the ocheck, becsuse once this irdorsement is wade sny-
one way cesh the check. If it should be lost and found by &
dishonest person, he could pess it to someone else for full
value .«

A safer wethod of indorsement ls the restrictive in-
dorsement. In this indormement the indorser designotes what

pust be done with the check. For exarple, If a cheek ls glven

to lir. Brown and he wishes to give it to kr, Smlth to pay &
bill, he may indorse it: "Fay to the order of John Spith" and
sign his own neme below. If thls check should be lost no one

sould cash it but kr. Swith. If kr. Brown desiren to send

it to the bank for deposit he should indorse it: "For depos~
4% 1n the First Nationsl Bank," end sign his name below.
| - Certified checks

4 ceptified check ls easier to cesh where one 1s not
known than the regulsr check. One sivply writes his personal
cheok and tekes it to hias bank, where the cashier writes or
stamps the word "certified” and the dute end his signsture
aoross the fece of the chesk., The bank then reserves the
gmount called for by the check for its peyuent or, in other
words subtreets that emount frow the depositor's balence.
fidnce payment of the cheek 1is gu&vamtm@ﬁ‘wg the benk, the
ceptified check ie ususlly sccepieble wher: one's ¢redlit ls

anknown
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Drafts

A coxmerelial draft 1s & forr of order, sent through
& bank from one person to another, requesting that a certain
sur of mmey be pald ta‘tha person named in the draft. A
bank draft is an order of one bank drawn upon another bank
directing the payment of noney to & specified peyee. Drafta
sre of two kinds--tiwe drafts and sight drafts. Time drafts
are paysble et some future tire, while sight drafts eve pay -~
sble on presenteation,

Drafts are used frequently for collection purposes.
If ¥r. Emlith owes kr. Jones = bill, ir. Jones wight drew
a draft through hie bank on ¥r. Swith. The bank would present
it to Mr. Smith for collectlon, and when he accepted it the
money would be plsced to the oredlt of lr. Jones. Thisz saves
tire and usually one 1s rnore apt to scecept & draft than to
pay the money to e collector.

Proplgsory lotes

A promisgory note is & wrltten promise to pay te
another person a stated sum of woney &t a specified time.
The one who signs or promises to pay the note ls called the
maker, snd the one to whom the note 1s paysble 1s the payes.
‘hen twe or more persons jJointly sign & note, 1t 1s called
6 joint note; esch slgner is responsible only for his shave.

A note is usually wade out for e definlite tire, but 1t

may be without a definite tlre; this 1e krown as e densnd
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note because 1t ls due whenever payment is demanded. If
the note is to drsw intersst, the words "with interest" |
written or printed in the note are necessary. #ithout th@aé.f
words Iinterest e¢an be collected only for the tire the note
runs after the dete of waturity.
Recelpts

A recelpt is e wrltten acknowledgment of mcney re-~
celived, or of goods dellvered, or for sny other transasction
for which 1t ls deslrable to have written evidence. Lefore
slgning receipts, one should rezd cerefully to sse that there
ian't something else printed on the fors that he dosan't
know sbout. Recelpts should be kept for at least & year as
they ere the legsl svidence that you haeve ret your obliga=-
tions. Everyone should have & flle in whioch such pepers can

be filed eway.



CHAPTER ¥
PERSONAL FHROBLERS AND ADJUSTHENTS

GENERAL OBJECTIVES:

l« To help the student make en anslysis of his
personsality so thet he mey reslize his problenms.

2+ To help the student improve his personallity.
B« To la&rn g desireble cods of ethles for the office,

4. To emphaslze the need for physlcal fitness and
to lsarn how to be physicelly fit.

B. To lesrn how to apply for a position.

6. To make the student conselous thit personal
fectors cre just «s iwportant to hlm as text-
boock learning.

Eduestors ere rore in sgreewent than sver before thst

a certaln awount of psychology is important for all studenta.
4 thoprough understanding of personsality end what it means to
develop & desireble personality is of ubtwost irportance to
@1l who expect to live in harpony with others. These units
should be taught in such & way &s to meect the actual pro-
blems of the puplls. It is not the writer's intention to
weke this & class in peychology; the theory should be lsft
out. Lech student, when he hua corpleted these following
units, should feel thet he hus himself in more complete
mastery; that he understands hlwself betteri and thet he is

better able to wateh wits with those of hle fellow-wen.



PERBONALITY

1., 7o enable pupils to enrich their personalities
by studying the desirable end undesirsble
traits of personallty and by anelyzing their
pwn pergonalities.
B¢ To emphmsige the nesd for desirsble personality
tralts not only because of their importance
in helping one be successful in his woprk, but
adso bescsuse of their influence on one's per-
sonel happiness.
bany employers consider personsllity tralts of wore
jrportsnce to the secvetarial position than the mechanicel
ekills., They do not mean thet we ray dispense with skills,
but that skills may be cuickly leurned while treits are
gopething that cannot be sequired by merely studylng sbout
them for a short tire. lueh time and thought wust be given
to bring sbout the slightest sdjustwent. This is true be-
cause of the wany fectors whieh influence personalliy and
because wany tires the individual never becores aware of the
problen or does not know how to chenge the situstion. This
unit meets & wost vital need for the aversge student, becsuse
1ife 1s becoring incressingly cowplex to hir while he is
traveling through the senior high school level.
There are numerous rating scales on ithe purket which
ney be used &s a help Iln neklng the personal ﬁnalymi&.*
Each student should be gulded in nsking en honest tnd orit-
ieal spalysis of himself., Once this 1s done the tescher may

g
See bibliography for Chapter V.

o2



93

profitably have personsl conferences with students, gaining
thelr confidence and helping thew to find solutions to their
problems. Qnea the problew is apparent the solution will
be wmuch easler, The teacher should et all tives encourage
studenta to seek end raelntein higr 1desls becsuse as this is
done during adolescence the chances are much grester for high~
quality business dealings leter,

The following llst af tralts is the r@sult of & study
made to ascertaln, if poaaibl@, the most d@sirabla traits
for a segretary to have. The forty~five traits are 1listed

in the order of fr@qu@nay:l

ascuracy menory curioslity
responsiblencss polse foreefullness
dependability self~confidence foresighé
intelligence graclousness = thoughtfulness
gourtesy ‘ honesty thoroughnesa
Initilative heelth willingness
Judgrent industriousness modesty (Not conceit)
tact executlve abllity originality
pleagantness loyality patience
personal appearance plessant voioce resourcefulness
interest in work orderliness self-control
speed grooming versatility
adaptability alertness falrness
business likensss drive selif~respect
neatness ambltion senge of hunor

‘Supplepentary list

pronptness ‘ adua&tibn consideration
good breeding sheerfulness professional skill
diserimination discretion

4

John he Gregg, and hHupert I. hor&liﬁe dpplied
Segretarlal FPractioce, (Chicsgo: The Upegyr Fublish
m&), Pe '7-
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In terms of the list of traits, the following are

& few of the weny questions which mey be used for personal

enalysls:

L
2.
S
4.,
Be
6
T
8.
@,
10,
v lll

i3,
14.
15.
48 .
17
18 .

®

Am I oclean in my personal habits?

Am I neat snd trim in my sppesrvance?

Have I unpleasant mennerlisms?

&m I interested in »y work?

Do I appear modeat snd unassuming?

Awm I tactful?

dm I abounding in good health and energy?
Am I courteous and thoughtful?

Do I have mnd use cormon sonse?

Do I talk too much?

Do I stick %o the difficult job or am I
saslly discouraged?

Am I open minded end willing to consider
suggestions and to learn Ffror others?

Am 1 cheerful in my relstlons towsrds others?
Am I ambitious and do I atrive to improve?
Do 1 have @ desirable ftype of dignity"

Do I slways control wy tewmper? ,

Do X take advantage of others for wy personal
gain?

4w I entirely dependable
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i+ To learn famctors which go %o nake up & desireble
sode of ethles for a stenographer. P ‘

2. To emphesize those things not ususlly found in
text-booke whioh ere important to the suscess
of anyone who wust work with others.

It is a generally sccepted fact todey thut there are
many things directly responsible for the success of a aten=
ographer other than Just knowlng how to do the work. HBeosuse
6 stenographer s pingling with strengers as well ssg with
the regular personnel of the office, it is inperative that
she pake & favorable Ilrpression &t all tines: end rany of
the factors cowronly comsldered univportant ray resp huge
dividends of the wrong kind.

 There is probably nothing in this unit which will

gound new teo any student. Yet nost students have glven no
serious thought to & pervsonal applicstion. There 1s msterial
here for much interesting discuselon. Lo not put this unit
into the student's hands just for his veeding, but rether
spend sowe tlpe discussing the pessons for theme rules and
how they ﬁay affect the astudent.

1« If the office opens &t 8180, the stenographer should

be resdy to go to work et BigB) Lf closing tive le

Bi80, she should not be furbling for the vanlty bag

e §gm§;ﬁg.wmvda aﬁnut wnich you ere in doubt., & mis-
spelied word rey prove wore serious then one nay
e g”iﬁ?ég thet hra o be whispered Lsn't vorth essying.

It'a herd to have faith in people who telk behind
anyone's back.
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B
€.
7

8.
10

1l.

12.
13,

id.
154

16

i7.

18 .

19,
20.

21,
22,

- office emphasize nectness, servi

08

g ¢§@mtima, but

Apbitious ren think nmthimg @ffwa%k
ﬂ Overtime

girls often put up sn awfu
work is usually the wost i
Gaa&aiﬁnmllg guite necessar
Pergonal telephone celle fr
few and far betwesen.

']ﬂﬁﬁaﬁiwgagﬁm@nla be

- hever form the hablt of vislting during office hours;

it is easy to find people who sre glad to visit.

The shewy-alng~song or brusque tone h@ﬁ no plece in
the offlce; use & courteous o : W@ in ite stead.
Remember thet the professional se %&a ﬁ@&m not
make~up in public; why should th rarher? Also
remerber that nsturel coloes ﬁ%ﬁ mueh wore wvaluable

;than artificlal ones.

Don't type letters with lively fiw‘ ’ mm& & dozing
braini know what they are sbout 80 ﬁhﬁ@ wisteakes
mRy be corrected.

It goes wilthout saying that the person who wishes to
wake & good iwpression will seek to wake hirself

as attrective as possible.
Feep in mind thet the atan@&h“s‘wf';n

- in & business
and unobe
probeably

trueiveness; a flashy or loud %@ﬁ%ﬁm@;ﬁifi
prove disastrous.

Avold excessive jewelry and @@@f@%ﬁvwﬁ
Pelk with 2 well wodulated tone, and do not talk too

much. Hewewber too, thet sleng is m@% %a@& form.
"omlle and the world sriles with you,® is an old
adeage; it ls still true.

If you make & wisteke, pay the price. bBe a good
sporti do not let soneone else get the blame for your
ePrrar.

The wasteful stenogrepher spends most of her time
interviewing for new poslitions. Um

workers are wnstors.

Keep materials neatly srranged, and lesve your desk
clean. There is an 0ld seying to the e¢ffect that a

good housekeeper "has & Elaaa for @vvrykhimg and
everything in 1ts place.’

Be conslderate of the new wembers ﬂf the office force.
Rewerber, you were very inexperienced yourself when

you started.

Do not ask favors of your employer if he eannot grant
to all employees the smame consideration.

Come individuals sre habituel feult-finders. This

is a dreaded diamwa@~~k¢apaimmwma to it.

Show yeur ambition; don't just talk shout it.

Take pride in your work. 8ay %o y@mﬁ&ﬁlﬁa "I want -
this job to apount to something.” Do not write a
letter carelesaly, or run the chanee of having work
gsent back becouee it lsn't neat.
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£83. Have idess; try to find out more sbout your job
then the other ewployees know.

24, Don't be afreid to chenge ribbons, sut stencils,

or do other things thet soll your handg~--thay
will weah.

Soveone hes written this:®

"If I were a stenogrspher, I'd be proud of ry inde-
pendence and of vy job. I'd get fror 1t something more than
Leoney, something more than even experience--I1'd get the
assurance thet gomes fror doing a thing well, the freesdon
thet is the reward for achievement. I would have a goal
beyond the weekly payw-check snd I would find out how intep-

eating, how downright exciting, modern business can be."

)
fource tnknown.



PHYSXCAL FITNESS OF THE STENCGRAPHER

ATV §:

l:. To teach the pupll the important factors of
physleal fltness.

2+« To teach what debterrines physiecal fitness as
- it is affected by the offlce.

Bueh of the efficlenecy of the office force depends
upon the physical fitness of the warka}s. Unieaa ﬁhm aten=-

apher le mentally slert she willl not be eble te cope with

the many situstions of the day whleh demend eccurscy, guick

declslorsy and speed. The factors which meke for physical
fitness pey be considered under two heads: arrangement of
the offlee equlipnent and care of the body. The following
outline touches only the surface of this subject. The teacher
may sgpend much additional time on 1t 1f she desires. kuch
meterial is aveilable in any school library.

As Arrangement of offlce equipmwent.

1, Place desk so a8 to get the benefit ol natural light.
hrtifieial light should be used on when necessary.

2. Arrange filing ecuipwent, machines, ete. so that
walking is reduced to & minimur. & systematic
arrapngement of tools mekes for grester efflclency.

3. Use adjustable chelrs or have tables the proper
height. Both feet should rest aquarely on the floop
and the typist's position should perrit the elbows

to be slightly lower then the typewrliter keyboard
end on & level with the desk.

Be. Care of the body.
®. PFroper posture is very importsnt in the prevention of

fatlgue, ‘“The baock should be streight; 1t 1ls eusy to
glump when sitting et & desk, but to do so develops
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hollow chest and round shoulders. The person who
habltuelly site and stands correctly not only feels
better, but appesrs wore confident, self-ssaured,
end capsble.

The offlice worker mpust eat well-balanced lunchea.
Her efflclency during the dsy will depend upon the
food she has eaten to provide that vitslity. BEat
plenty of frults and vegetables snd & minimum or
rich pastries.

To kesp physiecally £1lt, the sversge adult recuires
8t lemst elght hours of sleep emch night. This doss
not mean thet the stenographer should deny herself
all soclal pleasures, but the keeping of late hours
should not be the habit. If such is the case, the
result 1s dull spirits and tired nerves.

For the person who sits et e desk the grester paprt
of the time, recrestion is indiepensible. ¥ueh of
it should be out of doors. Swirping, tennis, archery,
and similer light sports are fine. &4t least onoe &
week & long hike 1s especlally beneflelsl., laturse
is a tonie for both body and spirit.

#eur clothing thut 1ls corforteble. fhoes thut are
too tight will result in a sour tenper; the office
worker owees 1t to herself to weer sultsble clothing,
Take care of the eyes., Ueurd against sbuse of the
eyes, l'oor light, lack of proper exerclse for the
eyes, and reading too long &t & time are some of
the things thst should be gusrded sgeinet. One
should have his eyes tested each yeur. '
Fersonal cleanliness is highly ipportent. Frobably
little need be sald about this fector, yst & job may

- be lost or a business deal not trunsected because

someone has neglected to follow the simple rules of
body hyglene. I[ad breasth snd body odors offend
guickly.

Beautiful teeth are especlally desirous, both in
mental snd physical fitness. koney spent for dentel
work ls & sound Investwent snd will pay large returns.
It must be rermerbered thet teeth cennot be besutiful
unless they are clerni use a tooth brush three times
& dey.

Gerps thrive under dirty finger nails; be sure your
h?nda are clean~-~they are your peraonal representa-
tives.



APELYING FOR & FOBITION

AT

‘To sequaint the student with the correct technigue

of epplying for a position by glving him practice in

wrlting letters of application, making his own personal

data sheet, and by discussing the many factors that muet
. be econsidered by the successful job seeker,

~ There was & time when a young man OrF young woman
could, upon deciding that 1t was tire to get a job, sbart out
snd go from plece to place untll something was found., That
tire i1s past; itliﬁ now necesssry to 3m910yvm11 the skill and
tact one possesses end even then the renks of unemployed are
overflowing.

- The unexperienced student going to apply for his first
poslition 1s teckling & blg job. He rust iwpress the employer,
yet he must not sppe:rr egotistical. his manner of speech and
dress, his ablility to enswer guestions, his attitude eoncérn*
ing his ability to give satisfuction, references as to char=-
acter, and meny other factors will shere in determining the
success of the applicant. If the prospective offlece worker
goes job hunting primed with all avallable information on epply~
ing for tﬁ& first position, he will rt least have sore feellng
of confidence and wili not blindly wake mpany of the errors that
numerous job seekers o nake.

This unit should be studled during the lest six-weeks

period of the second seprestor bscause sove students @ill have

303%6
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occasion during thet period to apply for jobs. Fuplls should
write letters of appliestion as part of thelr class work.
These letters may be used for class discussion later. Eséh
student should make his own personal dsta sheets kewbers of
the class may procure application blanks from nuwerous indus-
tries to study. These blanks mey be discussed snd compered
in class and will serve as excellent class work meterial.
. 8inee espplicents for positions usually need to £111 in a print-
ed form, this is good training.
#riting the letter of Appliestion

The wise merchant does pot walt until the goods are
on his shelves to plen his seles campaigns he glves this impor-
tant problem careful attention esrly--sven before the goods
have been ordersd. 80, also, the practical business student
will not weit until grasduation day before consldering how he
may best secure & position.

The letter of ampplication l1s one of the importent fac-
tors in securing & position., If your letter is written on
the typewrliter, the letter itself will serve as an indication
of your abllity to use the mechine, and, for thls resson, care
should be taken that the letter is well arranged on good qual-
ity paper, thet there are no errors in gramvar or spelling,
that ne typing errors appear, and that the type is clean.

A letter of application ls & sales letter, because the
writer is atterpting to sell hls services. Of course such a

letter 1s usually highly competitive because many people will



102

be applying for the sawe position; therefore it is essential
that the applicant present himself in the best posslble way.
Cne must be especlslly careful not to meke ststements that
might be Interpreted as being egotistical.

- The letter should be brief and should be aceompanled
by & personal data sheet rather then conteln such information
whieh lends itself better to outline form then to letter form.
First, the applieant should state thut he wishes to apply for
the position. He should call attention to the personal data
sheet which he 1s eneclosing, snd should esk for en interview.
If the applicant does notluse the personal date sheet, he will
need to include the same information in his letter. In either
case, he will probably be asked to fill out & formsl mpplicetion.

' The Fhotograph

It is better to apply for & position in person, but
when this is not possible the photograph should sgcompany the
letter of appliestion and personal data sheet. The photo=
graph should be small, approximetely 2¢ x & inches, and should
be attached to the upper left-hend corner of the letter or
dates sheet. This plcture shoald not be taken of the appli-
cant dressed in evening clothes or with excessive make-up or
Jewelry. It should not be a side view.

The Interview

The interview is ﬁapidly baedring the most Lwportent

factor in securing & position, Usually the interview wlll be

secured through the letter of spplicstion, slthough 1t mey be
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secured by a telephone conversation or some othep WEY o
The erployer will probably set the time or ask the
applicant what time would best sult him. The applicant should
be on hend at least five minutes before the hour set. it 1s
during these few minutes of welting that many persong fail
to reke & desireble impression. If you need to walt, take
& q@aﬁ on one of the visitors' cheirs thet are usually placed
near the entrance tq the office. Do not sprawl in the chair
or tip the chailr on its hind legs; let the feet rest flat on
ﬁha;flo@ri let the hands rest on the erms of the chair or in
your lap; sbove all, do not powder your nose or straighten
your necktie.
~ When you are called for the interview, rise and

welk zlertly forward until you sre within s few feet

of the interviewer; then psuse and stand st esse until

untli you are invited to be sested. let the erployer

nake the filrst advances and try to teke your cue from

his attitude.®

Be sure your campaign hes been plerned in advence.

Have ready definite inferﬁatian regarding your education,
your previous business experience, references, etc. If you
heve secured your appointment by telephone, and have not
Qritten & letter of application or sent a personal data sheet,
it 1s good practice to prepare your personal deate sheet and
then present it to the erployer at the close or during the
interview, Have 1t nhestly typed on good stetlonery. If no
opportunity erises during the interview to present the per-
sonal data ahaat, present it at the close.

5 :
Rufus Stickney and bBlanche ftickney, Offlce and
Secretarisl Treining, (New York: Prentice-Hall, JO88), P+ 510,
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(ne thing that will vitelly affect your success when
you appeer for your interview 1s the firet impression which
you meke, and it should go without saying thet @u@h LR
a8 clean linen, polished shoes, clean finger neils, welle
arranged halr, etec. are iwportent.

Ietters of Recorvendation

kany times the one secking erployrent wiil be asked
to f£111 out & formsl application for s special p@ﬁitiong‘
This form will ask for references, and if you need to fill
out an applicetion blank 1t way be necessary to submit nsmes
without First heving an pr@rtunitvvbo secure permliassion
from the persons whose names you have used. If this has been
the case, notify them at your first opportunity, either by
t@lephone or by letter. It is muech better to secure perrission
vefere using the nawes, however. | |

Istters of recormendeation may be sscured in advance
end taken with the applicant, but it is better to subnit the
names of persons you wish for references, &nd let ithe employ-
er get in touch with them; beceuse employers usually feel
that the recommendation is mueh wore valuable 1f made directly
and not through the person seeking employment.

letters éf recomrendation ere addressed "To Whow It
Nay Concern" or to the interviewer personally. The latter

way is wmore valuable.
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FEREONAL DATA SHEET

General Informstions:

hame kiss Anybody Date_ July ©, 1937
4ddress 769 E. #alnut . Age i8
Kationality _ American e Birth _Aupust 4, 1919
Educetion:

Hutchinson Zenior High Sehool. Oraduated 1937.
Hutehinson Junior College. &ttand&é 1637-38 .
Experience:
Clerked &t Eress Store for three sumners.
Office wark for Dr, Solth, sumper of 1938.
Jork especially prepered for:
Stenography
Typing
8irple bookkeeping

klreographing
References:
¥re 4o Fs G1llilend, Prinecipal, Senior High Bchool.
- kiss Ade Cannady, Inetructor of English

Dre Ke Smith

Note: The personsal date sheet may very sccording to
the nseds of the individual. Other heads way be inserted
if necessery. The photograph way be attached to this
sheet. : ‘
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CHAPTER REFEREDNGES

Chepter 1X

The typewrlting textbook used in olase wllil contaelin
sufficlient review material,

~ Chapter III
English handbooks which are availsble in school libpary.

Babenroth, A. C. end KmNemers, K. J. ¥nelish in Fodern
Business, New Yopk: ?rantia@~ﬁall?“%§3§7 nT
éxgelient trestment of English wmechenics. Good
on the various types of letters. ‘

Brown, Thomes Kite, The Secretary's Deskbook, Chicago:
fhe John C. ¥inston Tompany, 1938, Tart I, pages
7 to 1568 ere excellent material on mechanics and
correct usage.

Hager, He As, Wilson, X. Ge, Hubtechinaon, E. ey
The English of Business, Chicago: Gregg FPublish~
Tng Tompany, 1954, nandbook on English Gravmer.
#ritten In slmple style and very sccurate.

Relgner, Charles G., Appiied Punctustion, Chicago:
The H. K. RKowe Cobpany, 108B. in excellent workbook
on punctustion. Arrenged in lessons for cluss use.

Zorelle, K. P, Grogg, Js R, Applied Seeretarisl
fractice, Chicago: The Gregy Publlshing Company,
L9354, Sectlon 2, sriting Effective English, pages
84~00, 1s well written but brief.

Chapter IV

Blade, b» L., Hurley, ¥« H., Clippinger, K. Lep
Secretarisl Training, Chiecego: Ginn end Compsny,
IBB% R texthook written to coordinzte the work of
pegrotarial clesses with the actual needs and re~
quirementa of the business erployer. Especlally
good on flling.

Sorelle and Gregg, (See under Chapter III). 4n excele
lent trectment of offlce practice toprics. tepeclally
strong on filing systeva.
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ftickney, hufus, and Stickney, Blanche, (ffice and
Secretarial Training, New York: Frentice-Hsll,
TPEE. K good Text on the subject of seecretarial
treining. Contains an interssting section on |
reference books, end is espseially good in Chapter 10
on applying for a position.

Chapter V

Fasychology texts which mayiba_fcund in the school
library may be used for special reports on personality.

The following éating scales are good!

"rergonal Inventory" published by Hemiiton Republican,
Hamilton, K. Y.

"Personality Schedule®" published by the University
of Chicago Press, Chicago, Illineoias. By Thurstone.

"Haggerty~Olson-Wickmsn Eehavior Reting Schedules”
published by Jorld Book Compsny, Yonkers-on-Hudson,
Hew York, and Chicago.

"Cheracter-Conduct Self-Rating Scale for Students”
Teachers College, Enporis, Kensss, By Dr, E. J. Brown.
Thie scele ls especially good foriuse iIn this cluss
beecuse it ls exceptionally sasy to use.
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