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~ W3\'1te• wlahcua to expPeaa his appreoiat1cn 

to Dr• :&•· J, ••~, Di:rtfUJto:r ot th• CJ~flduato le:hoe·l, 

D~ape~J;I.a fea:t:be•a Oollece,, tOfl hla &'1114anto in thla 

11tli114JrJ •• »111• A4& Oaaa4a~ 1nart:r-1Ulto.· ln lng11Jh, 

lutthlaiD sera'•• B11lt Bohoo.l, tor ••~ Pta41na and. 

••tt.J.~e.fUit4q ~· liAn\l8$JtlptJ 'K• r.:s.. I• Gillila~td, 
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g.._»'tlai •~•••·*loa b Jhfl · klp ••~•,tl· -·•i· _.,._. 
4eo~~61J" pftlpa.4» 4~1aa "-• paa' wt •••••••'• a.f:U.• l•• 

. . 

tW. • Up •~••1.'1'lllek • .,. Bttt •ff:t,r oae • aGH . ., . ..,. ••.• 

•tal ., •• t~ !U ......... b ih ........... · ... Mul"' ... 
-·1~ ~;I l.a • 41ttl~r•l.t tau 1a aa-.1 ltli4·G~I ,,. Pl*tYUt 1J.he 

.. .s.,..at aat tat!ll\uaJat•ttiQJ ,., M·ti _.. «e.-.•~ a. 
••Ji~d haa b•en tala pewtb et 1nte .. at 1n t-..Jtttal •'•Ate•, _ 

~• •~lettlo !Iaker• llaYe tailed. te la!t•p up. fhe tex'ttboca 

a"flllable toP •eat ot t;he eov .. a are nat dea1sn•d. •• ··••• 

tJ&e nee4a ef the ~P pe\lp or pup11a Who tak• e-..vola,l 

•t-41ea t•r pne:ral tniaiaa or:tlJ• fhia aaa PJ'tb&))l7 a1W&JI 

---·- tPta~t J in 1918, 1n an aptlele ea. oot~~•Pfi•l tdh&tat1ea, 

P.re4er1ek 1. Wee:paiDc tal4,1 

tb.·.·.· .. ·. • .. • .. •·tutr· ..... ·.··1.·.·~•.1•.-... ~ ..... r .. ·· how······.• .• · .. ••• .. '· .. ·1.··.•.· .•• .. 17··· •.· · ,ag···· •.•• .... u•.,--.' .... 1.1·7·. e.• aui.Mblt • .,., ter e\ea~epa•~• .. , •t:tt,•• 
ole.-k•, vh1le pra•tlcall'J noillifll 1a otter•« ttr 'ih• 
lltlta•, ••••"•l p01lp et pep11• ·who t.ake oeae~Jt1a.l 
atudiea tor gtntJ~-&1 t,;raillia& ••17• 

fh••• pupil• h.aYe ae l.a1temt1on or pHp.aJtlag te,. ttt1t• 

JebaJ 1n taet, a ver7 low pereenk&$ ot all eo.a~rle~e1al .pa4• 

llatea trOll. h1sh aoht>Ol eveJt t1D4 the1P ••r in'le an ottlot • 



.-,.,fiii~RWiiMIP .. ,-. ...... .-1q; ...... PfMPfl 

~.-.~..lJ. .. ,..,.-:. .. w.- ,, ..•• ,, ~--· .. ·•t .-. ••· 
- ...... ,. . -..1.1fl4 ta • . ..-oela "a.11r 

Ms-...~4 •• '•-"1&1 pup11a' ta ••J •• 
··-··~·~·1 ..... ..., aft . .-.uq ....... ,.1, ....... 

e4'aca,1eeJ Otbe:Pe 6ft euolle4 Sa tbe ,,._ 
Dai~J~ans l>ela\lat: llG •t~t•P hf*Pttltntl'l. Cll,l 
•• 411 .... otu·•• 8l'fJ ........... or ,.. · tw 

a ''*••• .,_.. --~ •U." •• wa.k" · .. ··. ·II •• ·- t• ......... , .. , •••.• , 
tl.t.tl l8el'td•• . • ....... .. 

8 

a1~••·,NJ« ta -. ftl.a'fil.-.lt.urptet ·et tbt •••~t.eiHI •·th••• 
18 •• 4U.\Il tie ~ M4tUPid w•k ~ e-.ra 

h••• etl.l-a.ru.a. ..... ,, .. 1 
a..-. ••'• 1M ,.,.,1, •r· tllle 11 

••8tnJLal ••••tl·••. a\ ,._,..,. t4u1aiek""j 1• 
•• wtewpebl\. · 

lbwU a pUJd.l Who euoll.a t• '» 

ut•wn,. 1AJI.U be t Vltlah wlll liMJ ot W'&lue to hla *~he:• 

.... .., a ttlUq at'ttta.«antJ la taa\, thel'f. lt u 

~~_...,. a-•• .t 4ltr..-nt at-.tloal ta Whi41l '11!1· 

..-••• rm4 ata•1t• ••ca»«leea ot oee.,attt~~ w ,.._ 

teadea1 '' ia tae .ta'J •t .., MMl te •••lp r1hlteat.1 ·wttb 

lat' ... ,,. • .. ,., ,....,.1••1 

et thrla , . ._ v tMlt11u a o..-._. 1ft 

,,,._.,,Ua llhltb wtU at,et 1dlt• •••• • tile 

• ._.._. teatt~ook ,., ••e.t-r:eap tfptW~tltlaa 11 tal7 a e,a"Ma• 

uU~e ot t1•••~•·•· we1\*tc C.tll prautlt•t Jepl ton1., 



I 

t!U~;~Udt ~Delli .-.'tllte h.ua. ae 

,,., . - ···' ... 
· toaee~lfll ala et 

Midi .fer a tew~• et a.a\e~tl•l 

-·-~~~ ... , ............ •• pa•t 

,., • .._ _..". W·i' N(•M ,., *•• 
..... , •• " .. tl· ~ •. ; -

•Wilt> ._, pap&·a.i &ote •• t•• attlet 

... ..., .... ,.-"' ta"*•lJ!'•·\t• •.-w.tP'ltll~,., wlU 

··~~"•• ...... ; .. 
etrt•• ··~· 

••• ,.., .,,. •.. w: ., •• lL&;J. ·WD'~IIoi-- Will 

•• hi •• 

all, 1 t ••• 'Hu.sltt at a \1• ke ••• 

ID\eHa-..t ..._ :be la e~W« llit'il \tle 

ot Ull~a•ilra.a·uka a lette• ..... w111 l\e .-nuae •~•·tlva~ 

•••~ra=ma: "• te .S1Yl4e ._.,. the .-. t1 hrplJ 

,._.tlca, eapttaU.••''•• •• 
to• •anJ ...... htt,OPI Whith f1Dti8J' ia'O "-t'i•l' tl~UH'•• 

W.1\la&, T91~mUl& w111 4oa.e p\lpil1 te•1 tbe ••• tw 
I* 'I .:J $ .· i li 

L. a.u.lea, •~Pe&G•ata,c .~ rl•U et TJpewrl 'i 
IBa~tlea,• ~l'fl,1M •·•'-• (Jlat1ocal c~~ae.a:t•l teasbl»• 
Pe4eP&t1ea lou.ru.a1), tol. III, Jo~ a, l\&lrOb; 1181, ,., 11• 



••••' tr-aaupJ.1J1a,, ••••tlona w11l. ~tlPiet• 

a te•lM to lmow •• Utaw.·~IJ ~tn l• the '• 

.BA1Hr~L.al. ADA '-••h '*- aew. 

,~.,.. ._. ~ .11•' _.._.._ .the JJDalllh. ela••·~-- .Uil41 

&~t"'·-~·;;,.._- 0~.,,. • .,., ~- , ..... 
~~W~~Mfl'l» »•~W~rMlJ: ••Ja .. JM ... ''ivto._.,.'*&•· Xi.~#'ll~twl· _.\hi.' 

•· ""''" 1·81. laiUib •••-···.· ·• •••lf ta 

pupll.t -.n . ,.,.~~ lta1 •~t}?leN• 

'*" ,.1.~.-.·u•r u,, • .,.~•· ;. hpllt 

au& ........ c;.-.- ,. ••• la 

tiM ~-- ft .., .•• "''• '·-~ ~·· .,. 
-~ """' .. !l aat;,,~l a;• t•tbelt. J;$hl'l# 01\I.P··~-~ 

Jlllil!i,i!IIUilliilliB'BIIIii?.S:.~ ......... , -11'·" 
*" -.; 1M le-.;"*''•s· •li))J••t ., •. ._~~ t la 

~., ..... ot tlh£• '*'''"..," ••taa ,._._. Sa . ..,. ,._. .. 

poaelttll ., tee -.itlf"$&1. Wl)£t• -~~; &14 Sa t••4"bl ~· 

.~'"?lit@ I( V : .,t¢1 ,_, W' Iii!!! .11:#. .i ¥,. fJ • ~-

,, IIUhola, Ja• •!~•• ft~ lll• 



!lle aelereiJ&• ;f.tf 'ihla theata p~~blea oam• about 

••••.._. et the ••l"U••''• t.et1au:oue· M&.!f·eh fer aatel'ial• 

w~lll!·•• •• 1Mlleve4 eld.taele t•~ •••on4~Jear typen1t1as 

ola•••• 1D. ••n•P hlp sehetl-. a.ethins ge,Od wae to-and. 

1a •• 'Doek anti aemtthiag elM a another. Perh.apa aa 

lflea n• aotten rPea another 'tea•her, or ttt• a ••1aetne 

al'tiole. Thta •lt.Hh tOP aatel'l.&l a&eae4 •••••••IT tt the 

eiirtiP .. waa te be a ~aet1oal OD;e tor the partleipamt •. 

W1th ~· praetlcal ••peot ct trpenit!Dg 1n view, 

~ P•·•blea or eeaatruetlag a workiag lttlullque tor ue•cl· 

Ttua..P tq'J.$Wlf1Una waa ahtUJ9a tn ltU. ~i.nc that yea~ alUI · 

t.e 'f8&Jll t>ellowba the lll11ta pr9ee,n1led 1a th11 tltee1a 

••• nitten~ taught, an4 rewz.tt'Qa, All w:e" ta:up.t &'t 

l•aet iwt.se 1n th• fll.,t.IUIPO·Os~t 

•• •• t.er1al l•eteallJ tall. a Q4tJl fellr' h.ea4.a; 

ll or operatioa:, lrlgliab. .. ebaa1ca, otrlee praeti._e, 

and pe:t-efal.al preble•• and a4~usbtea. te. Unel .. el' 1kll.l ' ' 

operation &l'8 included ,such ·tntaga aa a review ot ~ type·• 

~iter, eentering, and dJ-1ll.J lltlder English Mehall1cs thoae 

thiaga Whioh a.rte neccrurntaJ-y to a well~1 tten lette~J 'l~D;.d.fl:r 

ettio• p!"astlt• eome all apee1al phaeea or office wert.J and 

UD.de~ pel'aenal preblbaa ant adjust.ent• a:re oona1dere4 

per:s.ons.Uty ad.juataent,. stom-ing a poe:lt1on, health, and 

etrlce etlq~ette. 
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r-.w.,l\7, .. ~ .. ,.. 
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~FA6!11M111WiikUiiY lli81S/"~IU'III 18 ~~IJI"I•.P'Ji~-.VU Ut ...... 1. 
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1 .•• .,~··ar •••t;:tr• 
•r. able tle hi• •··•~ 1ft111 't 

~a~n~rrAt~n~ li 8IA - 'JPIW?lt•p i1 .... ,... f:&'tltt• 
I '· .,... ' . ' 

., ., h'Dlkl •••• •• . .. , .,,, -· ,,,,,_ •••• 
II 'f' ,, i '" 

-~ ,. leapaatt '""' aw ~·•~tae •• I j '.y '_!t ( • c) 

'--~~~ ' ., ,. . 
I ........ ·IP •. ~OJt. M\t.l&J. ·\fht•Ja. 

1 •• 1 ' ' - ';},.' ," ) ., ~ ,. ,/,, ' ~ ' ) - ') 

"-'l~l7 .••• ,~ ........................ ,. t·O tN:a• 1A 1rliltJt. .. -.It Ut' l . ,, 
,.._,~t ot u ••~•pt to ••• Vhle _.._., 

.... , Q.4 .... , •t ··~ ..... ~ ~dl·· ,. 
·~·-·t, . ; 

*111D~A W..kt P&tu~-J ..__, .• ,, ••JtataaA 'Wt&t 
, ·I ' 

6oae 88 •••· 4&J5t ~ ... 11 Mldtll •aftp, fl,X~ ··~Jl: 
,) 1 • c"\ I '\' ". 0 , I: '• 

al~ .t-.a\1 IIUIJ ttfP Nl •At1._ P'rtl Itt 'tb.t.a taalltl•l 
/ (.:· ... ,,.., ,.,.;'J __ 

I·PfM part et 'thtlt ••:r·• • vtl1 aat.Jtlelt 10 

Mpla;r t.ed...-ata ffW- tn••~ 4flJI,t •••· 

ii!llll"'&;aa., _,. cl••a rtt .. ~ ·'* ~~t.r' tlt+l• w.-kl 'iJla 

t~., •Jl •• ttlaatta ot •••!l pe~A'M. QUA 

te -saaart.be a .~tttr, 

ahiJ"Ir 11 de·A.lM With a :retl•w ef the lJJe'll7lMP bd 

, .... , N!f(llo~l<!&. 11-ue4., :I,,...•Jlt8 m:&iiii!!B·· ~---·tel\ 

, •• ojlio... ..., 

tl:ral: tew 
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10 

'' aeti M t'Wift,tea \bat hal.Se8 

B1De»ll&,J. •wt:.~JJ••• IMfM, a&tlthtr tt.ek te 

~1~· ... , ....... .,. ... , "''''··' 
'4Pt1l. Jtatl~tlal, 88. Dl'iaa p~la lffPf1 08 

!ala ••r 
~· .. , , ..... 
tala' ll JPepe• 'U. 1• IPI;ft' 

OliJIIl&lt $biap1 ·that &11 .r1J.:J. laG 'bU8Jt 

,,.,,.,, •t _..ol •• tae laat. 



etliiUA~L efiOI!,VBI.~ 

lt't IGi" . .-;t•• ~· ••••••'·•;• 1t t.:tte 'trpewrit•~•· 

.,a., II· »t¥kw .... ~·'-• -.£t4ra~a •••••laJ.. at~~d. 
4Ul-1ns the tlPat•rea.r eeu:rae, and to et\Ulr 
-'•~••• J.eil\jeJ~.ft&-lail• 

.f,, JJre) ._,.it·• t.•lna;La1Jtoa .a.a£11 '" a..I.J'n aew 
teohn1qu•• ot tabulation. 

•·· fro ,lealn1 •»et1al akll.le .-equ1red tot' oal-'bflft · 
and. •'•no1l ·•·•»:t~: . ., 



et lh• Jttel1an~•• ot $rpen:t tln& 

. ·••nw·•• * Tat· tlwti 'bwe c. ~· w .. k. 

P'•n•tr·. H .,, • .,, ••·· «rl.ll• aleas. wl va ... ilte re•t•• of 

••.e• tlw,.,.•r •••rt&l•·; ••••'• aite.W. 't·t »Ut;eiJ. ·• 

U.1lD'PFt"l'6~p· . .._ .,. •••.. aaw.-aar· ••• '•ate uouh\ ':' 

~tw.a, Wkte~ ·...U ltt pa•t·4 ,.,. ••·~_,.,,, .,..,.a.. ea&•aot••• 
I 

•"' an kerli•&N #lhoulil be •••'•"·4J N\4. ••:n'-riBs aa4 

1)abalai.lea · fdt ... ._b.lJ Hvt••••• · 'ltdl pPelt.lnal"J Hv1•• pe~tlecl 

lt tep •;•~• a4vt..Bof!fl 1tnlta- l la net ~•a4,-,. 
;w.,..,,. 

It O;f W:tht18 a .... !1 Nilt~il&P 

-···';·'·····.·•''' .. ,.., 
, ·. tll'trtctl t•••un .la w1ta. ••~ teet ~•at1na on wae 
t~••· aa« •e41 t.•--. el.l tlJ ,,,.,.,. • 

.,_.._ .... , lk.-U ~· JaJtrt _. lMJldl wh1lt SnMrii• 
1t .Ia ~ •ta1n8t · · 

1ft 1-•tt, ll.eiiween th• t1!NJ\ tttts•r and thu?o. 

-.. iJMI •~••• *" a•t at )18 :&M '' • a ''•••''JJ* aathiae, hew le~s will th• line 'bet 

11m• wt ll lnt.btl lon;. 

~•••~• a.tt·•r a •ol,a! 



•• 1• the CU'I~f1to.t; W$f •• Wl':it• •• lltmd:ret ·ud 
•• h tt~·' . . . ' 

ftte ae,:Preot ••r 1e 101 (U•iai tn• :t.e'te:r l). 

1• a tlalh 1*4• tn tht \Jpew•1 t•:rt 

ihf• JtJPhttlua, ••• ell....,lthet\lh it ., •• 

ape•,• ~ ~21-a pha u.:allJ ~'lill/li>'llll/!ll~ 

leulq I •~&•••• ·a,o.crti.Ma f a:a4 10. 

• It JGU .... \(tO NtlJ ffi':P_.8 ea. • 'h1M4 "1;\1 Q& $ ·-l· J8itl «• ~· ~7 feD tlftl4\tll'7' 

coaoentlJ'&te JJGP.$ eleMlJ 9Q. tht tOPJ• 

t. tile trpiat waith wb•n nitlng! 

... th• •• ,ill 
w. tinse'r ta •••« ln t»t»•tia; ille apaoe bar! 

2''tlh' ib\Wil t 

11. k•r la ••4 ln inte:a.tlifta ln &Her 'io :be;p ,_ 
ldi1"1kiaa tn• tl*•• •~ t1Ye t1atl te%' eulth _. • .,P.Pl'f 

!ht kltlllal' ktJ• 

lbOUl4 bt tlat Wktn ~ Jtllib.lft fail.l :\it, "9$~1t 
t11\tat.t1tal1Jf 

t:e reverse the :r-i.'bbon 'b7 han4 • 

.nould the eaniap M retv•tclT 

th:rew1•c• 

• the bell 1fteul4 :f!'las; on the tl:.,tt. letter. •t •. ••M 
tuell a.• ••tl1itn;~' how ah0\1.14 the we!11 be 4ivl4e4f 

a.--.Mt the 1'•• 
anoulil ,-ou d.Gt an.:. rou. uv• •t.e en eJ-J"fC't f' 

Jb,crald ron ~ot• lht paper, ••••• •ont1••• 11)' 
avlke $'fet-! 

1:ou stu\)ul4 ooastnue w'th th• ••Pf• X't 11 not n••••aarr 
t,a t1n1&tl ilhe w&rd lt in a timed U.at" 



.... 
• t 

le th• \tn4eP8GOPe 

shS..t't . ~ .,,... 
, .. 
"*. tt, 

ll ... kee :tOP 4UA'Ih WO 



la ..... ,_..,, •• , .. as..,.,. .a )~aye • .. a ••;\? 

.,.l···· 

uaJ.a& \he ... PM ert * 
._.., a.e 6•4•'itd. . .re1- eacll er::ro:r on a 1Murt!l 

ft.ttJ'~ 

De 7ft und•:-eoere spa.eea When U!!t4eJtne•ln,; w•4at 

••• 

Wda• sa.···· •• ... ·.,••• ... • .... · ~tt ..... ',b·····.'•l1fi·•.",•P.•f)•• l~• t .... ·.••.··• ............. '.·: -·oilt·• en a. page 1.1 lneJhtUI lw.tt;, Where lhew.U. 
,..cb!t 

~ ._,,~. l.i»lt~: 

W.b1llat1q be .tone Wh•n .,._ w.lle ,,,.,_.,, 

'Jbt; aatePS.al •ew.4 ktt ••!i:seu ._,r-••14 tkt • 

l,a $he ._,.., ••7 t• ~till ·•t1¥e ·4tl.l_. .. ,., 

v.. tbt' ,.,.,.. eD.l'J at tm4 or •enten•• • 

SV .,, l~M 8hOUl4 the ptl?1od bt p1ac•4 in th• tollOWiag, 
.. 1&14, 'IJ'lfti,Mr 'fGJICf ..... , · 

%xut14e the t~u.etatlon aarka. 

a·~ 1• the prep•• Waf te n#:ie •ttv. .-~ f;4tat•t 

A,a ~- •~" I per een 'k. 



· '3w\.,..., ·••• ,,. ·:8±frft11Jlft'4 .la:'r. 149•• •• 
li il~t•htl wl4t • t. p1ta•tl7P' •••hla•• Jiew 
eJM••~• ··6Ma· ••st.a. nav~e! 

•1t&l~l 'W''IIR"""'Vlll"~ 11 ....... ,..~11·8!111 

.-~ -~~· 
-·~.,~-~ 

,.,. lp41 ....... , 

Jlb,en th• aaehln• t•l 
11 ih.-eat 

..._ _., lln• ,,..,. a~£3••t1na lete:P. 

'*'~ thtJ rl'bbon hcU•r talla to !ti&Y• 
wha' ••ul4 'be 4Gt\of 

., ... ,,;:1 ie'fe»' ·lhtMkl b •••••• , 

· JOU w1• •o ••w tbt t&JJ:rla,_ t•• "'later •• 
•••~• ~en 'tibe a1 MA~~ • At• 11:. 4eeet 

ubs -. •• ._,.,. ..... J.ta••··•· 
61. tAo rou •~u• the eae1a.t1ea ;po1ntt 

••ttlac til• a))eairopllti all•,. tht P•»LOt!. 
• :ltw •anr a·paettl *" t;h•~ atte:r· an •xal&matiOil ·aa.trf 

apaeea \ii.Jll••• Uft:t wtthta th• ael:l.tenee. 

'' 11 ~t •••J4 ·~ W:!blfl\ tat J~•ll »iql Wlli~A 7ft ... 
tia:IA:ac••• ~4 w.att. . 

*'lh a. 41vl•• lht lJed.&l ·w.ltt•n• 

•• ,._7 •••l•s• 1t8leaata ••• • SJ'pe:•rl'-!r havet 

Nch1ne. 
•~Ptl:a aN tne•• •• aD lDt.-. oa a pt-•·'J'»e 

ten. 



17 

X• 1t .... -~·' , •• , ........ Att•~ • J$l"i.Ct 

Y••• at\$P abb:Ptrfiatieae. 

"~••· 

otiWia lhould tb.t \fP4t~1kJi~ be el•anetf 

leaet eath mtm.tk. 

,,_.ta., ·an \At tab-ul.ar- .•ealt the aa.e •• 
ll*fl~t~ • the ll&J'slaal a.tal•f 

lb8a14 ._ opento~ leolt up even 'ti• th$ ••~•l•a• 

aa \o ••nw~ an a ~Ball ahe•t et 
papes- •• e a l~se flat? 

tb6 preted.~ i• ~· • ..-. 

t~~tn••tas a line that hal 18 IJ*eaa, hew •·anr 
aa~ee will •aoh •••·ala havot · · 

will ha'ft It an4 the ttthe:P If Jpa•••~• 

Moh1ne !a ••t ot •~4e:r Whf·B tl!l• 
ape w.t ot l1n• f 

1a l.lkelJ a "••lt ot t·aultr •trtina;• 
latt:ral paper Pli•• b7 movt·4f 

pvact1oe te •• .-.ene praetioe ••nt.r• 
tlilA: e a~e\lee.lbeet ~• ••• lf' lt 1eek1 
·e4t Ia thla ••••••D7f 

lt \he aorreot ••thOd 1• •ute4t 

111 tht pwpeH or· the back apae•rt . 
Lal-plJ ta> c~~ot eamt1al1ona •. 

• aew wan'f st1-ekea ue there to an 1nth ot eli\1 tJ.Pif 

!wttlve• 



• ..... , ••••~•.w•.u r• -. •• ;It ••lit lD ._._., 
,. WJ:tite ao •••«• a alnlltt ttl- ... Jlt1nuitf 

You ••ul4 .haw tt nitt SIC tt.rtkll• 

11 \llt4 1ft .l\llii.A6KA 

pape• Nlt&l.tl 

ktal ot· • .... 1 .... 1,, 
~· ,:~ ~t... ........ .,. ·~11.;-Jt •ta•• ., •• 

aanr ehltt l.Hkt •••• th• a-e•Ln«~~ 'l'."lil''l'!'l!AW, ... .. .,., 
- w,i.tlna tlNtt •at., u 
••plAted tne t1:rat t 

IJ li&Jt-kSns the bottCilt ot th& a ptntll• 

. ~c~4>n:o ~=C"t! ::::,.::r- - a ,.,. 

a 4aah ..,., ~~ 't>ut a hJfh•n 

• lfi •••••••Pr te thitt 
a:rab1t ru.a,e.-11 f 

.. ,. 
69. When a .,..ite a,iaalAt•a,at•d makJ-1al, 11 1t 4Ul~Jt"e\ 

t& tt·eale ape..a.e b•t•••n 'f)fl!:Jaa'Pa10Aii 

~'•·•· 
vo, ia the papel' held •A~••• 

pap~~ finge:ra. 

Vl$ 11 tho oa.rr1ap brol~Pt 

th& carriage r•twm 



'*•· ••• U1e loti~ ••ae et 
lat\tNl pApt» lli1«lt~t 

' 
••.• til8 ..... -··· 

ft,, tlD1••· le 11.Mt la --·-··-"'""""'""""'· 

!b8 tlPat tla14U.* et 

. VI~: 4e we 4eteRJ1ae 

the llu uju•t~at•t lAv••• 

.,, Hew aaa:r keJt aH lA'IRA·.,., 

tllUlJ apaoe• a:re lii.n.~~~ 

Slxtr•tlv•• 

• line 

tWO, l.ttt&JII 
.9tUPJ·t 

t11lnc ... 

k.IJl4 Of 'lliU.'il1tA.&It!ID 'I 

ulat ll·ftWJent.. 

to. 1M MPJ 1.._• dMs '' take to 
o.t ptoa tJpe t 

ll&'J•t.lx·. 

11. ~~&RJ :lt1t•:r• olD be placed OA a I •.w•IIIJA4V 

100.1 on •·11 te \JJ* t 

~~. 11 kb•l•r 

•• D.,ould tho lett ~n'tmlD 

10, net on 



86.. ~A~bat 1e the uae ot the max-ginal release? 

lt 1a uaed. to:r wr-1 ting outa1de Jta:r·g1nal linea. 

ee. Is :rhytlvn eauutnt:tal. to ex.pe:rt tJp1ngY 

Yea, •ery eaeent1al. 

8'1. How m.&nJ l•tte~a of the ali-;habet art 'Wl!"i tten. 111 th 
the .left hand? 

aa. Bow would you w:r1t• numbe~ 100,. ua~ng the aynibolt 

It 1a written ~'lOO. 

89. How would. ~ou write 100 pound e., using the ayartbol? 

lt 1a written 100#· 

go. :tlow would you abbr-•vlate the writing or 63 cerataf 

It 1e written ea •• 
9l·· Bow would you wt*ltt the date ApJ91l aeventeen, 1917, 

in abbreY1ate4 tors? 

•/17/1;7. 
92. How do· ,-ou write degreeat 

i~'r1te th$ nux:ntt:r then turn CJl1nder bf+Ck and strike 
the small "o" aa: oo• .• 

sa. ~'bat 1e the p't.Wpcae ot the J)Qp$!- el&Ittplf 

To hold the paper 1n plaoe and keep 1 t from rta.k1r~g 
a no1ee. 

94. ~}hat is the oox-reot rbytiml to use 1n writing capitals? 

~''alt• t1n~•• or 1, 2, 3. 

96.. W1th what kind or atrok• should the keys be st:ruok? 

::i,i t.h a sharp at1u3oa to 1\ t:roke. 

96. Should your 



81 

••' 1a ti•••-rtuur~ ~teoadi*f••• atu4en\1 ••r ••• 
•• •• ,., ''* "• ••• ••1\,lal at •••71 letteJt 

wlth ·~ ._. •ldt4•t 

BJ WPt\lAI $J.-,J.oal1J &a4 W1~ &a 8\r(U'l tOU8h• 



l,.,. ~'• l'li''fl•W, til't, . .,-tt.r' »•tiP w:Pl t1n&. 

1. !e S'~t~tlt'a4vue•etletter wx-lt1nc• 

•• !I llaMa. ttl· .i\ll\t'el'a en:telo'))ea~ 

4• lean ~~:.r:·te ult atul •••• f'O~ •ubC'm. papeP• · 

J:a ~~!'"to lt lea!l"lllt t:r·aaao»tlptlen, a· tJJiat •t~•t 

M: "••~1) talrl1it with le•ti• r•a·, »l.aiteMta.t, and otber 

t•••••• •pol\· trhll11. a geed lt,be!" 4epta4at Student• O.etiU . .,_ 

'hievac6a tu• .._. • »t••••1 late·~lt ta ate~ lt'\tel!t. xatll 

Je'it6P 'z'l'aeuu •• ···a • ••-.11 ·· ,,,,.. t la tltll, app&Jt14fme•t, ani 

•• ., •~ihtJJ~ ~6etall ••· t.,t·ta ••••1&·11 ••·..a• tt. 
S.t ........ 

~~~t.::~p••te4 o,. ertpave4 lUll'il· and ad.d:reaa or the illutlv1• 

dl'Gfll, .rs..-, -. <: ••••• ,-.tit~t ••d:taa tae ltttt»t ta tll• letct•Jt~t•a • 

.. »a-. !it!!.·.··.'·.:"'• 
~~·.· 

!ll• ••••• 4&1 '•t mtt •ontiJt., ut •• ., ••• a:Pt iael_..t 

ia th• 4ate, e.l'b til• Jttr1e4 at,ep tm• tate • II 1• tttlt&llJ 

~~-tea ae tl!it !.t it ln a11~ent W1'Jh tb.IY r"ipt•hand lli.J9t;in 

tf> -tae •oer tt t~e lalt•P, but ~n&J be e:erii••.r-e4 41rfJuJ.tlJ Mlow 

the letteme·a4.. lf'·· 'h• a'ka-t1ca•r7 eentain• n• 1etttrttea41 the 

&44M-1'8 11 ~ltttlk ··W'1t1l tb• date. 

'.!b8 ..:.;;;.·X.....,.·· 8...,..1.,,.....,.'. _A4-~d_ .. ~-
-~ 

-.. taa,._ ·a6tlrta,a toaal•ata ot the n••• ot ~ht: fldd:reaae•, 

11tfi ••~•:~t •·t llia •~••• 'fl:t buaiaeae o~ hottae, the •tr·eet1 tlle 

ci'iJ, Ul4 ta• aiiatr•• l1J 1·•· :eotutl4e,.ed 1&04 t••• ,,. ·oalt 



at the enda ot all linea 1n the 1na1de 

i'b.la 1a known a a ttopen punetu.ation. ~ 

Pe•aonal•Attent1on ~ ~ubjec: Pll.raaea 

A llne Jfe-.dinc "Attention ot ••.• • 1e 1nclu4t4 1n 

II 

o~ oorporat1aa letter• when it 11 dea1re4 that the lette» 

*Jhould ae 41rea'tlJ to acme pa~t1oula:t- 1nd1v14ual. fo 1llu.s• 

•rate" it a le\tel?' 1• a.ddreaae4 •• the A. u. Ola~k oo.paaJ, 

the w:rlter wiahee hia lbtte~ to oeme te the tltttntloa et 

• Jaaea, the VW"4a • A ttent1oa ot •7• JJatatt are een.te~d or 

written in a11 ..... nt with the l•tt .-rgin either above OJ- below 

..ae 1nal4e addreaa. !he aalu\e.tio~ 1n au.ch lttteJ-a ahoul.d 

tt1ll be •oentleMn'* aa the le'tte .. 1e tiddreaae4 te a t1rrn a.nd. 

ne'i to Nl 1ndlv14ual. 

The lallltat1ou 
~ ........................ ~ ................ 

!he aalutat1on ot the lette~ b•e;1Bt tl\Uih with the lett 

a.argin and two single apaee 1 below the lnsid.• addr•••• flJ)eap 

.• ia aonai4eP•4 less toraua.l than .. 17 A••:tt )liv•" and '1:mpJ.1ee 

an aoc;ua1ntanoe with tb.e persca a4«r••••4• !flit aalutat1on or 
a bua1n41uJa lett•r ahould be followed by a eolon. 

~! ~odz .!! !!!. X..tte:r 

fhe letter &mould be oarefullJ pe.Jtagraphtd. It waa 

ro.-.rlJ' thoucht better form to ~4ent eaeh pas-t.fP*·t.ph ri·v• 

apaaea1 but 11odern pra.otlee la te 1nttent aeven or ten spaeea 

exeept in the Con'Qntional lett·••· 

.b.. C2J!p11•tn'tliU. ClOI!JM 

A. o~a sho'tt.ld rollow t:b.e cloatas• It ·'-• eultU!'Iaal"f \o 



i»t la4e t:bt "'~ .,, •rt~l 1 b f.Jl.J o t~zpJ.!Jiem ,,.,.., o ltt~a., ..a 
~- •••~lJ b·e~.;ae e1lp'k1J· to ltl• rl.pt ot tt».tt:r •t 'the 

,._,., !ht t1Jtl' WO,. tQl..J i.l II<Pl1t&l11t4t tOmJ>~~~--111\i&.:PJ 

tl-:••• J-1 WJI#wtte• J"l ~~~. lp&G.I.\l·tlOW. ~- lfltj Of tltul 

1P4ftt:r, ..... tt ~· ~,,, •• 

~~· .,;pat~ 11 ll.aullJ pen nl tten DJ tbt oae 

.. «letat»••.;.~• ;'''"·•• ~· iJptl. alpuat~ apu•• 

l)lou~d. '':. ''~tten la tapl,alt· 1wo ,,., •• b•1tw 11th• otllplu-a.,•:.J 
' ". ' ; ' '~ " 

I~G·ttt ~4' .. ffJ~ 8p&rtff, .. t.rt ~·A ltt\ De~tlW ~1a tOP the ptl\ 

I4•~.,~fltat,toa tn11:1a111 '" tnrl.tte:n tve ,,..., -.elow 

'be .ypct·4 •·':·~·-.. .. •• ltt,t 41,• ,~,,,, •• ' 11\1• 
t1a11 aN vi•ie• tl~til tht•• ~~ \At. £n11~~>l: 

1:aS.ti.a~~ et th«t trpla·t, the eolon ahou.l4 aepara\e th• initlala, 

•·*' WIOlAOt 

tnelo•·'ld .. l•l•!··~OU.I· 
la:t,lt,_.tJ. i». a l.tt\'4~ ap• 1nd.tea1i•4 bt).ow iht ~-1.1• 

£1oat1on ial\lal,,l, ~·•• 

ave ut~ 
Iatle~ellPe•·1· 

8tJle'8 ot SllJinelll l.ettepa 

'-"• Xrulented .OJt cen,•n•tottMl ,.,,.. 
~· .-··e:.Jq . ......,... _·, - ~ 

!hla IIJ& 11 GOIQillnlJ • 



&PI ln4ente4 t:lve •1*111• lltll llnt ot ~~ ima14t &4d.l"tlt 

t• 111dln$1,4 ttv.e '*'~*~""~• b¢tl tht petnt Ubt p•e,te41nc liae 

•taJI''M·cl, and 'the ,,,.,.4 11p.at:._. lt tnt••'-• 'ti.e epa••• te 

~• r:tant et 'he t'ti!Plbe,nua:tr oltat. Otta,•·teaallJ iaat4t 

&4tt•••• t~a a1na&e lf~Dlt•l aa4 -.., l),i.ar tt *1M lttt$r •••btl ,,.., ... 
,.. rlalra, ~l"ll 

111 l!aea et tbl:IJ': l.ett,tlf ,., ... ,, 1ft tb• let' 'IIIHI'Jibll''' •• A..i!:t~ .• 

fb,le •trle ftt\ be tJl~tlll 1plittr6 lMit~&••• \bel*e 11 ae lalleatien 

ttJP paPijptap~•• ·!be p).e.la· bJ:;uk 1~1 not twa tfiiJOD •••· -..,,,•a••• 
lhe tmba1anotd app~Ya:vut'• e~t tat leitte~. 

'll,e«St!e·d Bloek 

9entlt.1nal t~$. !he 1rut14e a:d4X~e•• 1,1 bl.oelte41 lntt eath pa:.e.• 

a;raph 11 t:ndenied t:re. ftvl •• -.n •pate"•,• eoapl.lwtnuattJ 

oleN and tn•ta sipa"UP~ ;•~ blt<rked:. ftt1t a:ql• 11, ••Pid.lJ 

bet~o.ri:e.g popular. 

~- aans.lttJJt,.,~d:ea. '· .:l'on .. , '·:. ~~· ··-· •.. ,. ·· .. 1 

saeb l1ne &t the 1ae1,4t a.44Pt •• ami im:e · tl~et ll:ae et 

eaoh ''1:raP'aP'h 'bea1tt tlv• •r•••• t• tb• let1 (ot »•ll'la. 

rtt&PI·in ot tmt lett••• t'.l\1 tn4etttitt.ea111n lnltLal1 &le·• bea1n 

t&ct t>he let'b err the ••~sin. !ft1• atrvle· 11 ••"1 •••••• 11 

ceata:l.na leas halarlte 'bhan &DJ •·ta•• atrl•, &Del. la ,_.tt~•ula:r• 

17' ctltt1cul tt to trpe bee•••• or tht ltm.•• 

lett ot the bOdJ ot the 1ettt:r• 



II 

!l!•ini ~~~ .2J:!!J~!!l. 
U a l•tt,e~J 11 sinalt apaeet, \htn.•e ahoul4 be two 

ap•••• bet•r• aaA at\ep \he la1u,•t1.on and betwtta pa~e.paphs. 

1el\tJ~'I ot appr,•~•MlJ •• .hU:rt'"« woJt41 the 4•t• ~tholl14 

•• aix •P~c-••• •Itt•''~• th• latlM .a4df!'tllt while 1n lOBI leiitt~.$ 

lt ••1 b~e lnlJ· ,,., epaeta aoeve, In tbt• at•• lett•r t.~~ ~-.:r-

a:iaa abouU ahou14 b• a'beu1 'w;eftt;J •P••·••·• In lane lette:tt$ ta• 

aaf!a~aa ••1 dtea.••• iHt '••lve ap••••• lt 1t la nea,•••·an \e 
uae leas •uar~aia than tw•lTe~ 1t 11 :a1Ull7 b•at to •••• a iJ.we• 

pa.,p l•tt••• ta. t1ret line oa tbt neon4. pa.ae lllheul! be abt»llt 

ftt trfth hem th• \ep or ihl •••t ( thll ahtot »:tw.&t o• pla~"' 

papeJt), a•t ehould •••rr the pace ~·b•"- tht in1t1ala op •·•• 
''! '1 

•t lhe afld.Htete, aad tbe 4at. 1 ael 

F'aat a~·iliaa lt;L•• 1. lbe:P14&n~ Jar ls~. l'~' 

l:t the le '·"•• la fi ui tt abort, l t 11 achrlaab ~~ ''· \11M 

a hl.lt•ldleet. 

~"'""""""'~"""""""'.- !~YiJlO~?•• 

The· fl~at 11ne et t:h.t adtt~·••• aheuld 1tart at appJ-OC• 

la•'•lJ the otnt~eJ- of the eAvel•pe ln a ftnu•·l~ne tul4~••"•;• aad 

•11chilJ bel• ~u•·nt•• 1a • tnr·ee•line add~•••• !he poa'tial 

d••••tlmtnt pr•t•:~~• that th• nl.l!• or th• atatt be 4:m. • lint bJ 

1\Htelt, bv.t cu?.a·tJaOQ px-aoti.ee 11 tG w:r1tt 'he nfiUir:!f or tbe e1iJ 

arul the aiate on th.e •u••• lint • A r.cutnt &7le la t·e w:rlte the 

a tau 1n all oapi tala. !hi a ttlaktll it stand. cnJ.t fltOB'l the "•t 
X 
J, R. Gl'Ga.s,. and ft. ~''•· so,-ell.e, 1t4 aeor•ta,.:tal 

£!·aet.1Q!, (Oh1oa,;ot !he GJ'•II Pal>l1a.h1nl o~pah7~ 1981) P• 1'1. 



•••~••,•• theu.l4 be the a...- •n tn• 4Ulvelope 

1.1 en •b• •a~:~~~•,•••, •·""''' ·OBlJ ~·• ea the •~:rel.opf it .aeua 
ntt •~~'~• ihan tO\J:.P lia• 1 •· 

the llJJH)P le~t·' ,.,, .. ,, ~~ tn• en•elo·,. • ;,etura 

64411,4hJI, 41:btlll4 itt alYta. lt the let'ttr 1t to llr• eeat 'be a 

,.., •• » •• ruet,wa a.ll !a •••• er ••·•*•• Pfjre·ea, the "CJ:a:.e 

tf" ••r "'• .,,,,,, •• .,..t.l.r -'•• the D..e ot the ad.clP•t·••• 

• l* .aJ bt .in ta• 1•••· 1•t• l'l•tiePt~ !he latte~ pla•• 111 

pnt'e:ra:.J.e, !ttl· ·wo•41 •care ot• •hou14 •·• tPf'lled in tul.l., 

bt,l·&4 Ol -.aiBI t/t, 5(1 W IUta:• ·e~tk•~t 1Jf4'b&1+ 

reJ.fl lttrttl'l Att.tlJ I make •aela tel4 a.trral.gb:C• YO tol4 

• ehtet et pape• li a U t'lra\ toltt t:.• the 'bot••• 'to "'* t;ep., 

jWaYlal tile :ll,ffp eai•ad a U 'tltlt~ hSPf;r •• th1• mait•• 1 t •••1•• 
t~• 1Ulto11• tttea t•U 'b:e rll:hl thi:r-4 te \bt lett «nd tiite ri.•· 

.-.~."'.;."" .• "" l•tt llt'l:'llttn t• t:be •llh'• To to·ld a balt•en••t, 

t•U•• tll• a.- p:rott4\b"e eJtOept ro.lf the tlr1t tol4 tt-·• 'bette 

t.o top. 

c-.b••• .. ·'· ' 

V•\Ut:tlr a ta:rb• oOpJ' la rtutd.e ot all letters. ~1a 

tOPJ tllt·4 eat~ k•pt t&P tutu:re nttrttnoe * lD&eJ~~t ~Hlr-bon 

w:ttbou:t tol4a and be e;a:r'etu.l not t·O Cfj.t aa~bon mapke on the 

abeet wh1th 1• to be xna11e4. C•:rbon lb.oul.d be kept in a 'box 

-.. told•• .ao ~·' 1,, wl1l aot WTinkle. 



~ iand.o1)}h Cont,:ru.ctl•a CoapaaJ 
1:11·, ·»,a.Ul llri'*l.aaa Aft'J~• 

Oh1••••• :tll ela 

~~~t.~~n~~~~!t ~! !t~ f~Rk:1~~ 
lltnil.e•ea& 

••t~&tv• Jetrt Utt4& .A!! 
Dt48tP.l&l 011· llia,._J 

611. bet Su.pe~lo~ A'Ytn• 
llil'"ttlld, Qll.t 

;;;.b_ l A!U J, t f .. :t 

Jafl\llt~lal Oll Cllt)NiJ 
. , Ill laei 8upe:.1o·• Avenue 

OltYeland..t Ohlo 

Stlb :teet a l.lfROPOl.J:tAI 
J I I lrl ~ I 

lallauae JnlaD4 
Ft:r lln.rJ.el D1HI \OJt 

t·~• tru.lr, 

:UUDUDU'III COMP.Alff 

I •... Ill I ·o J I J 

J!?lcl., P• lf• 

• 



!be pre~e•<~laa :pas-apa.pha JM ..• ni a 

w'iliae ot \be tnto~atien a aetOIUl-JtUlJt p-.pll aht~1« 

'De·t•re ht oan .a\10\1Utaatl.t~l.r pa•t1• 1D 'Jtaaae:.1pta.1ea. 

-~· Wt1 \ ·lbl•l4 loll.ow fml Hvltw ot 

tuat. lt;t'•••· •• ·bt li~"•• '" ~p..a t•• _._ ........ , ... ...,,, ••• 
Att•• 1b••• ha4aa<tnt.a1a er atttr wP1t1aa ••• 

th& ,_p11 ~J&e•tal4 be asked t;o ••• tl•et oce 1'17le 

an&lll•• bl ala tr••••:r1ption t• taalllu:-l&t al~n w1 th \:bo. 

,..•a•ll·11 1a\• tlA•• woul4 J.lkt \t oh.a• tae atJ~ \btJ llke 

belit te. t:he .at:aataiHl, wh1th wS.l.l '- •••4 11B1cua,• ~' •••••• 

e.-e1t1ta ethePw1n. 

1't• lbe·-.•• •» not, a p•pl.). evea1J'tlal.1J • 

no 4ltftr:•a.tet All will have t~qua11t WJ'i._ 

le·tterl• A ptJUlJ ••1t~n er p·o.-lJ t,-,.4 1a pafellO• 

leg1oal.lJ po.-J the tirat impx-• ·one •P•• Wj;llliii!J.a.-~•• 

a letter 1• or 1\s pne:val &J"peaJ~ane'•• ltrlt , plaoeiMlat, 

B6Pilnt1 aeearaoy, ev•n touch, and ••nJ etbl2r tae ••• c• M\ 

aake up a aeat le.tt.~t•· !he•• thin;• eaanot b' ott•• ••phaals4ui. 



ll.l 

ltl~ .. ;~l ....... ,, 
1 W»1,1na 'atabulapt ... 

It te lnorea" atnJ.tltat' • vooabul•1'7f• 

I• to •• ••• 1 wP1t1ac tfttotl••1J'• 
/,0) 

4·• .,. p•etV:a-. anti eapttal!-. •b:rect1J• 

s.. ···To ,a:r•1•aph. ettecttnir. · 

I• Yo ••• nUJb•~• eo.Pect1J-

'• !O PPElnG-ee ~~~••'17 thaM we:Pda •·•• 

.... )J ..... ·······~ 
·~ ,. fi1Yi4t O·OPltfiU!I$lJ WO~I •U.!IUliJ.Ja 

lm \JJMIWPl11nl• 

flit at•·• 1n 1$h11 thap\e, have b••• 

thl 1tWieat a im..-·o\\flb Mvi•• et tho,ae 

a••••••PJ t•• hill it know if he auooee«a ln 

we~Pk<~ !bt t1al>eh•d lett;,,,. 11 the ••••• or hla ••. 

spelling, ua.e or woros, parapapbina., 'the u•• ot tl~•~ 

werd 41Y11leta., p.netu.aation, and eap1tal1aat1oa all plaJ &a 

1•P·O•t.a' :role in the p:rt4tt~J1.lon et a lttte7• 

!ht ldllt on pronune1at1o.n 11 1nelll4ed htH tor epet1t.l 

atten'b1.oa, 'but tb.1t1 llkt all th• tthett unl\1, ahMt.ld a11 

•tud,l•d Oft the aa1lp.ed 4&J thea • 



prebl••• IH~atP·M11taa tT•PfiM' aae.u 
r:tll•• ot pu.e\-.atloa l1 ••~le•• 1t t•Ano1 

appl1·fHlJ eo.,.e\ PJM'DU&tla,too. 1a net\ t~ ••Ptala -.17, 
bu't l'&theJ' .-.ahl Wldth mu•t 'be eoaataa\lJ 

.PJ"a:etlee4 •. ~~ b: -. •• aalt1 -A.-'IIB&<t.<il. 

1J a'blt4t•« •••· lhl, t1aal •••l ••• et • 

et \hie· •·••·•i•l lull ·•••• •. ,_.,, ... !a bclllll Glaaa~••• 

81 1t hal· ••·eft tett&lttoa, 'Pa• the aerat Pf'l'*tl to t•~tt)l tattl 

t•• the · ••kt fit faa'• 11 •••• mo\1t'attoa. 

·~u~~· et lv· ••••h.1nl lt ,teat, tnd$ hel't ~• aStaattoa Alt• 

tt~,..·ntt A lttltP· te te· ~Je ntt•tfnl "'~••t . .,,_ ..... __ 
.a1)1aa 18lll 1t·ti$·t~ t•nD.ot 1N p:..a•t•<&J 

p·aube~. · 



1. , • ...... 
,.,,, 'l'.;jfl""''' ,,.!•t• .. 

Wll&lb. will ~ealaba1ie la the 
....... ,._ f!Ulth e•1168at .. 

ll:lft,_iilt4 -~~ 1111; :6l,IAI"t•ltle lteeau• 

ea the .-~tacMtk an4 11'•~ ihtP•·I'e.t vle1bl.- to ••••t••· •••-
4~nta la, .._,_. k1;h aoheti 'tea ··lt••• •••·•·• •"' 87 

•eaoen.t•rdtl:fMl &n v•wblea-. .,..._.........., ...... 

aa •••r.l •• In 1a41T141l*l list IP&4t up 

I lt 

•• keeps a "'-' ot \he ••~• ht rx.q'atntlJ ne•t• to elleelt 

lB tbe 4ltt1oaa., tv" ,,_llin&• "It lute ta.at 

Uht av••·•se 1tufliYt4t~al 1 e 41ff·loul t1ea ept llba.a lnTOlY• 

.f.-a. 10 'l,t i'O W$"1••1 Xt til111 1~1 tpue, tb• PP'Obll'a b•t_.l 

D'aU.h tlmpUe• tha¥1 0119 ttl1pt ·~0\t· iJ!UlfOUP&p 

to keep hil otm. l.1a11 trtquentlJ oombia• the 11•t• ella• 

t.at;e tbta it> tht entire olata aa a SPJ111a& ttuttt 

fh•·•• la •••talnlJ 110 reJal :road to ,.rr.euion ln 

epelliria1 but with ,_:f"aen3!"anoe eat osn l.ea:rn to epell· ft.e 

pupil t1r1t be ot Pl*®unt1at!oaJ raillUMa t,o 

:reyiew the trfiUobltu&cat wel'f!1 

the at'Wiant will mater1all7 

t 
.A, 0. IUa.ben,cth, and. I, • 

~1UJ1n•t!1 (lew to,.kt fpent!oe 



PPaA\IIU't1a,1,oa, &n4 'f01Ulb\ll&P7• 

De tG114JWlftl 11111. et w~a 18 -.11 a ·~,~~•• .... 
''. ·... ... . ·•·I' ., w. ~·-~._..,_. .. ; ..... .... ,., 

ohaaa-able 
.. 1 •• ,,.. . 

.... ,petn.il 

·~··1• ..... tUlPJ 

..-.ante• 
#a4 .. DV 
kn.owleflae 

d., ]' · .. I I ·1 1ihlf 

fa.ken tr011 a l!.at •*"• 
••eend•reaJJ trpew:rt$1&1 t1•••· 
werda l:nate.ad ot tJ.r.nunal •••• • 

W!'ltl:r1 I 
''J!inEII!I.I'H!I!I ••• • OIU'~vrl 



~ ' 

tad;eavo• te te,.l.~ep 
. . . . II . t.e •••'-4 ., ae1Ma&1Jle 
,._..,_e1a \loa et eaoh I[Di!Mim 

te •noou:raae atw.4•n•• te I.Yfl'i.4 ........ ,"~!.• ...... '" •• 

atntenc• t~tnnot lte 

•etuallJ C0DVI7 tht fUt&tt 

to tb• peP.aoe wi \h a h•lf Tlo 

• .,..,. at 'ua,toa wb1lt tht pe:.aoa 

Mllrt1BI aa4 1!&1ttl*fUll7 tO~ietPlltrkd.J 

ant 11 w•ak in IOJUI~Uttitn. 

~~~~lliv~W pe~ton has ~•t v•utJa'u.J..ml:P 

'~.be ••oond 11 h11 WJti ting vttatn.tl&Fft 

.,.,lliMiiiJ!llf!lllt.~ll-4;1::£.-.. voe at:aala~y. To 1mpP09t· one 

upon 

leok up 

e,aot ,...,'*'lfi~'"~' 

voeab~J• Att•~ le~okl.aa 

or •~>•ak.lng aa often 



,,_ •t wori~a ah~euld •• ""' t•~ ld.1 ••••,.•1ant 
av••,•• ,atJ'Wieat, the a1aplt weP4 t• ~ne1t vala'bl•• 

•• ••• Whteh 11 ~t-.eatl'f Mt in •••ttac .... ~-~-...... ltitw:lcl 

aae"NPt~&~~ .08:11 ,..,_14 aot tPJ •• lt&J-m iee •anr 

-~~~ 1 attt.-pt *''ul4 b• ae.4• t.e tfmiplle • l'll4fl 

•••~tJ;• •u. waJ~4a· will n~t\ •• ·:a\d•a-1• t•• al.1 papll•·; 

~-.. f).aa n1th hal been ••••••• rul17 Q••<~ bJ th• n1 ttl' 

4v~1aa tati JlNUr'· ~•~• , ...... 11 •• tell~ewa:t Cht••• t•-r a fl~aaa 

1'!\lili!f'lii'J:Bit ~•• 1111ktn.c ot lit vo•alntt1APJ q,at. ltu.tk a~tud:entt 11 ue 

Sn ~1• ~••«~1•1 &~ as he hea:rs tm.••• l'JHtt'WJiltlJ t~be 

11••• &a •1••• t~tr a. &1aeu.aa:lOD ot all wopd.a wh1th lU."N 

llttie4• •••" '' 41••••••4 r .. ,._ •»• 11taa4po1ai\ et 

••ae • lt ti:8e elaaa •P•• '**t \be w~•ri lUI4t» 

.Uaev.aaiea ts •-•• •••Mib ar:ul •• tltlavb ••v•ral ·et' tilam 4e 

.aetl Jl,new, 1t :la .aMeet tt tb:e final l11t• AI th11 lilt &rfWI 

lt la lM,WtatlJ JHJV11Wetl• Af•o• lJe OJ' ICe wo•da Jla?t l)•ea 

•·~~•••41 tb;e YNakl&.tJJ' ••t la tMtaatnt~4. th1e ia D:·•• 
""' a •••lll?&al te•\1 eut :ratm.•• •• a 'itathua tea\, 

lla .. ,._,., •ekla& it •• well •• t&kbl& t••· 
tel.ltwln& 1a a et tu&ll a test 11Vhi·tll ••• 

ta tao ot wrl ttP' a •l•••••• 
DDIOIXCI8l . OOPJ it:ht ntU~bt:r et the word whlth Jtean~: 'blat 

,_. whiolll •••'· ntull*l.i tetinea the undeJtliMHI WG'P4• 

( ) 1.. 11• tanoe• waa 1llt 1. aunt a. a.te.~skb:rlke:r 
1. eart 

( ) I• ·~ ei•·oua • oa;t.1 1. Jnua1oal 1n1tr• 
••:ni I• At:rlo~J.ln n 1. olown 



t• III&Jil.~lli''llill4ti:::Liii111111 to. 

&!HI'IflllltS fOr 1\11 

1a th• •••,lac• ., ... . ,.,, ... 
·-~l'ltillt'ft:6.& ..... 

••tl~ett·· silt atan4·a•da et 

Jf'i.allar •••t.taa• Jtttt.•t• 

aa•t~aa1 

,.ee•et llMJ ttowev•••·' ot.ft.lllaallJ 800. -a.~•m-.~~WII!i 

rollG4• 

•• -.aehel'' •••• allttT ltBtpl•t• 

atudf • a.ta~t«J tt 'be • 1 ,.. 

othe.-lMt ttru,Mtl l•M la'io.ett$ nt 
uu.J•"allinmu. ta ttltet 'tbt1:. on ·wel'4a wbaieYer eeut·• 

tbh, tlltJ wll1 llil»t b a ••·•t lina4J• 

tb• hl&Wi tl 1iv.dJ is will a 

perleA ef tlae•·-t:ve:w. ttP • lite • 

,. 
• C f Babt~oth, 

• 131Tt'l 



,a,, "" ....... . 
'" ~- e11JBAI:S.I&e 

•• Alli~!i\llclli•W 

,. ••• u. :.na"'l~tlf'• lft41t•M ihe 

attea be~ •·i~~• ,af:14 I"Ufil 

kept olea~•••~ 11 

:rtTt,.w, ln a JIIIQU'!IJ!'i 

ot the·••, ,ti-P'*· 1-u)aa tw •••tu1;ioa whleh 

v~alll&JI~'J! ._.,,,._. •oa•• ... iioai, 

!h.t 11.ta or a . ••:n aotut.llJ 1• 
t•w ,_.... •1• \tllb1le a lfil"Mf ._., 
.u · ,, • to wne\b .• :f a ooJ~~~~a u • •••l1(H•1en 
u•4 ,· Mtt~Pdlns the ••·1a1•al ot a .v ... u~"'·llll 
a:a4 •~•» •••• M&alna 
la,pltf-t.A )J ttit "UMf at \ht • ...._ weul4 
llte Mnakntt, wh•~•• a •••1• $loa ooul<l ha.Yt 
ike •letvbit ~elt.ab • 

Uee t.-11:•# .,., equllJ b~~Jatit1 
...,...., .. , ...... """ b7 an •ru-·oll.tas &le:Pk in 
'bill 1fll;8 'b:f t~&atd. CO!!Uli~DIIJII,• 
en't1l!l4~~at;eii tw alait 
""'...... tLll. f~M1 fru.t t 

•xpePbenta.l ptt»p6etlt 
•l•rk who copied the blll :LUIKJP'm•• 

"&cl ,, all ttrl16fl 
in all te:t"ti.p. tPUJ.tt~ Ill•••""• 
a wlnut;lt Ttar, at 1011 
the aovern»tnt •' 



It A •n~~· m.&Am\>IJ..tl.li:'l 

»'it I 
• • oat 1:n'tltu.a 
·--· '~•t~l,. .. ,,. 
Ia ,.'ltilit.ll., · u-.~ra lhia,c·• 
-~ ... , ..... 

•• • V•• a ._.._, •• • fi;JIIIrua• 
~ht , .......... ... 

''"'' ··~·· • ,. a :e&l'l\&ulta. 

l f 1111 o-.al t·• "" ttt aa .,, •• ,,,.,.., 

~- BlQl~l1 tht att111'·altat, ••• 

~tto twtttflt v•-.••• ln. tbe wOPUt 1t 
De tu~ll•t IWtet, ~?·•• !talJ• 

··~ 

•. ,,,, • eo•• to -·--·--
·~n• , 'Hit Of the M·ZtWI:lt:8 

,j~jt: 

1 t Jllati to Ji.ah4 .. , •• the o••tlt$uttoa, 1 

••••t·eJt·• 
• tiaahb.gte was 
'~• 

voiee 

til• A e~~a ••1 be UMd: to eepaJt&k 
· ftllt••, aeopeltll••l l;teatl••' 

l!nk •~ :swlu1, 11ft 
•~7 hand. and 



1, Pa•,~• tt a Jtb~·tntt• A e-.a a:b.tul4 aet~a:~~a 
te.-at P•~'•·• tf a ,,et».teut~t wntae .... ~"'~..-~~. 
:oe oltQ w:ltkt'l1 •••••atiloa,. 

l•th, J~ 1i1te:. l1 talllal JOll~ 
!_th, 7~ 11t18P, 11 l&llinl JOU• 

d1t• 
••• 

Vwt • t-.a ic. ••t ett a n•n• 
• •••tl"ltiln ela..es ,.._ •• ,, •t 

the au, Whet wat Pnutk·t, ••1•, 'b"*' :ble 
tn• •aan whe bPOM hia lea .n.iiiJllinP• 

i 

JQII; !he ••• ot the oonur!a wtth nonHit:r1tt1'M 
ia.ea .. ,IMr>.ilt.1.) tl&UMI pvta 
taa:o. t.¥q other •~• ttle. Doe a 
81ft 1at•ntatloA er •••• lil 111f11t thftl)ht 
•h .ela.tA.atf lf' 1i ••PErl7 sivea lnt-..atlOR, 
••·•nltJ-1et~l.11i U·d J~Uat bt 
th• H •t ot the een,enee. 

• tiM a • ._. 
, e~eq, the"to~, 

~flar,, .. t t~t •1 . whea. u••" 
\b.$ WG!*d.S tholHJfOH 
a.4 1.19 .,tnUtwttJ t••·•1•'telJ .,, 
#dleu14 n9~ Dl tollPe4 ~1 a Viliiil!llij(l:f11!!11>'"' 

~•!!lf'lf . par\!olpt.al thi •i> n e lau• 'bf fOIII*•• • ,;q 

Jeing ·tznauate41 the . e lePk 
!,be 4.01fl' Will lMk'lfl1 'tbG '8'iWe fPWiilli>Dil 

deni olauaea • UM 
· •· raleni o1auaJtl Vbln *h•J a•t•••~•• 

Xt U7 alnHntt btllna '1\h 
a,l.t; ltto••••• tlnot,. 
:1Jheul4 bt a wa,-nlna ot a a.eJo.l'uae:n 
Deee111 tJ or 1n••n.,.tl.nc a •• ,. •• 

It rou 4o not 111 rou 



1•• ~ai;e la I• VM a 
.~tlntt 

at1the_., \hen 1a a ~ullllll\a.w.:• 
t;~>a••• .,. aot~ tlolelJ ·•~•l:aaa'IW!t& 
,_... te ·ue4 ••u••• ~.n.cl.a,JeD&elil· •~•••• 

•• ·ht eoa~.jtaetia.a. UM a 

1141. ~,1., ;... . ·~·t•·, 11!'.18.111~,_,
Ill•. -. •. ~ •nc·tt•t n• •• an•••~•tt 
Dlatt •• All ihf!J 'l.lldAit a IJ'&I~·DIIJt 
noa' i ilo all. ibl ~t.alklall, a 

!lWI "'"'-'"''"""·"""""""' 

Ptllea "•"~'· tcM· .,.. tt the .._ .. _ ........ ,..M. 

~ a.U nlt~ '~'' pat'lua·tloa. OIJt BPltiab e·uteJ.IUJ 

pGPiod. • "fldl '''0Pt 1 a&d thil 

'tt:ae Ita pttPptu~~• 11 to 

••• ·I'~•Pi.tlt ta.~t bttM!te 

l. • 
•• un~:e:.•a 

1$1ls 11• 

. an elJhpe!flatitm 
C!~&l • .. ·.··x·:··pr•••,lon el ...... •·•lns···.· •.• lenten•• et 
,.~101 tat abiHt'l&tio:n t··. •• ..... l!ii~.~llf···· 
and .• ln o•1 & •••ttsee Pf)P· .a ll 

(th• boat 

:~ ftUI Jt~iM :lt ••• •• ,.,)•~~~- wu\111"~• na.• 
d.eclJJal txtaotiona. 

l• ott1otrl 
1. If· All II Pi11UIU~'I 

111 .. li'u 1 5 



·a.. ... ,;.!~1-

l~ in a ••L•elon 
••• ot a ••~p~a ,., .. ~, .... ·-~~--~••~t.•· 

Y~ .. ~•••aa4 th~\ '''·I \)WJ1D~t~a• .ll• epl• a •••..o 
~a.1J 'n ·"turn •• J'iu\ tnallt, ... n -.,._. 

tn bl . buab••• l:um.la'tlJ eu6tav.,• te 4o 
. ~~bal. hiaeelt ciwa • -~~~-~~... ---·ii!io• 

a-.ev•lt. 

• tfl!t a 811tl!tt al•n 
':i' tn1•tl"'r4l1'1tl.C~ wJ~••~~ l;llc811•M 

.4 'bJ ....... 

a~• • • ~·<t a, . •,• 1, l.taa, I·""··••• 11tketa1 11.1 J pte :.eooi.p\a, ,, • .,,. 

OOl()ll 11 
.a , pa~t!aulape., •1th.e::r 

ula:t•4 •~ ~un·in ftirlt, when 1ntro4uoe4 euoh 
•~pwe.aaieal ••• · 

&I t·ollOWaH thO tollowint&: th1UU ¥ 

~ell phent c orr, panit • 
ot ••rv1ee ~ (l} t·ull rate, (I 

SU~~iat.1on' • 
quollai!on. or 

In 1:ntr&d.ueinl the 
rifl,tblt•• detine• 



'~• A ••leu. ,1a uea '~• 
a pll·t'e e lau• bam a ••••' 

tJ.a•• ... , l11ut,:patea ._, ••PP1••~•••• l,t. 

-~ ot one th:lnll •• w1l.1 arant hi:t4 no tu.rth&!l 

a •atio ot Btl 

..,_ QM:I\101! :l&tt:kl 

l• the (IUtUitlon ura•k lh~uld f'ollew eYe~PV 41~eet tueation. 

•• !he t'lttt1oa aa;r:k 1• aet ._,.,,., att••, •• ia41"•' t.••tlon, 
•• a M(lW.tat placed tn • qu•at1on .ro,.. te:r oevt,••¥• 

II 

.9 .. fl'.l'41: .... flt ·-··'·. JOil ••• a~en4 tut JOu:r nt~w Pall. oa'ial&g. 
w hiUll'i' t?o. 10u eoon. 

•••t.,l~ ~t&J bflt uaed. at'~•• •nr •~~at. •t • 
tentlt~tnee t~hat 'il~tnat tha ct••t!en. 1u1 a h~tad, even 
---~ 4\'tlll•• ttl.-r~tt lJ.ow ln ~· •••t,•ntt 
wtttt,••• e:apl taU.-atloa. 

ta the ••rr"ett t•nt · e~t ••luc•atloo. ter ;. 
a s;werru.trf ll j'Wl,s- ~• ol\ilPJPAant 

0.1¥ .at: ahould to:l 

M,!Jl~tlt310A NJ M ·:1n 
JM.1.PpDq ancl p1m.etuation~ 

.-fl. 'fl'O .... 1••• the atate.,.ar.l\! 

I ~. I' 1 HI 

,_ :Ill (,Oh1oago: 
c. 



•· o.-as aD« ,eJ~ttta .. a1••r• p 1t1tl4e 

l.t ce1a1 ani •••l·telea·l *" pl&:o·•• -.tll4t .... ,..... . . . ' .· 

t•n•'toa aapaa. 
, •• t.,1 • 

'• Qlleaiia waPkt ••• ·tatlot~tt• ,etata aPe 
iihe , •• ,.,,,. ~k• lt ih•1 :rt ot 
Gll$ti6e lt tbllr ..... n••· 

~~ lnq~nd, •wt~l ii(SlldAJ Tte fH1al?f:rd.tat for JOuf" 
··JM' 7h •tallf -..eJ.lt'ft b;.e., •a ttlt.!l !a t1Jtt ,_._. 

aibt 11 't 
•u-.l.t l ~ ... ~~~· .. the , •• ,~7• 
It• AlUI.'IU*i 'bo ~~aett~ia a a 8 ihe tn •h• ,._,., 

t-o •paeee tol~(i)W \~t .. •xoluati~ ... :rota~ 
1Jhe tlbtl et a tentt:atl J •• :t.t w1 thb th• 

6. Two *'*"''··tel1~ .. peJ-10«J -~.\be n4 or a 8tnt.e~aoe, 
but ·ate '"''' toll ow a an abbHftla'i1on aent:tn•·•. 

f. !he IJ:Su~ing to)!' thf» Q.llttltierl 
,er1oo. 

a.. two eptuu•• al•ars tol1ew the celea.. 

9 • )l o I.Pillltt .lhould: 
•nel"e4 ~~«tter~ 

10. 

ll~ 

IAavt n• •P••• betwetn the pe:1'1o·4 
~~~ ni dittevtt'lt·t: •beth•• tat 
atteP ·the p·aref!lthttit• 

?~pltt the a)Jbrt¥1att~ne f'OP· IJ6Jtnln; 
1.n ••l.l l•tt.eJ-J t.ttd lr1thou.t a epaoe 

S·•• autlu:»rri vS.t·• 
4ay, bu 'b iJhe 110.1 *' 

18. two spaeea thould. follow the ntm:lb,•r• 
11•1· ·~Q:\t,n 1lht 'btn'h 1tfa is ...... 1/il,U>ll.d.'lllll'

aho'ij.ld be adjuated. 10 •mmDI'~' 
.Otl the :p1fiht W1th ftWID!IP 



1. '. •.· •.'••? •.· ·nltr.r1.• a. "' ... 'h.: .·.•••-sf! ~·1•• ot ea.p1tal:1• aat1ea b•t•H a~a.ptia& t~a•:..1ption. 

·I'• ''t!•\j pttt "etlttt~ atu4fWrtila a aeii Of rule• wb.1oh •an 
PI", ••••. tar ••r•r•••• •n•:n <tWfUtt1one. ot 
.,,,.",''~•~•*:-lOll. a:r1•• ... iltl ·i;panat:r1ptl:l.ota.. 

JlwJ.eJ· tO'Il QapJ,.ta.11SatiOR$ 

1., ,h'Tf·~r..· .!P~o,~t-.. · •...... ctm.····'· ~.n4··· ... •43••t .. 1"•• d•.··.rtve«: rat I'1•P•_. •d'IU!ll, a:ttoul.tl: 11e &S.n with a e a pltal,.. 

1.. PlJ'I~· w:a•« 11t a aen'het~:••.1 ~· ti.r•• word or •••'1!7 
·~ ,tfnliiit! C»Ji""""a 'w&l. •iian41na tor· a aentenee ahould 

'' e wi'th a taplt·t.l =t•t:itttr.rr · 

.It 9;}'!~~~1~rnsht !he t1~at woJ-~ .or eve~ .dir~et 9.uota~1on 
.liS. btCl:Q wl'tb • easrJ.ti,~l 1ftt'¥el"• BP·ep1;18Jl• 
~. a~e'\1 ••pt'bal.ir~t tn• K•·•• weH •1: aa Ln.,•~"•Pt•4 
~--~-~i,left W1~l8 VIle .._tt.e·JJ.oe • 

• ,.,,,:• :ae eal.a, •:to· ••• ··••:•• 

111tere l# ttUCh t• 'be aald f':er~ 'the •ld p.orveP\J J A ••1 toh Sc 111• •••• • ntne. 

a. J, ,'11: •.... ·. ·~.J~~ .. w~C,sllln4 a~ @.oul.d be eap1ta11•e~a. 
file ••~ •oh• lholll.lC be ~reated as an CJ!'dln•l7 worit 

~~ .~~·~·*·~'ir'···. J_.a or abbv-ev1a'81ous tollowed bJ' 
•··' ftOII&R ll't11lDeJ:Pa1a should besin with eap1tal•· 

Vol• X, D1v. .II, Ao~ V% • 

'. 1~~~~· et b~t>ok._, PJ..&:r•~ •e~aa., •to. The ti:r•t word 
Ifill iil Uij35tw\tii:ri'or8• or t!t~Xea aheuld begin with 
eap1tal:a. 

I 
ftlOJn,ae K1te lrown, loo. 4:J1:b., (Cend•n••• troa P•· ' ft•) 



I, knew that A\Ult ll:rJ will bt aUPp:r1e,ef!. 
I~•J'.l If> 1flt.~ rtu, ~.ethtPt 
I aa.w llf lUll\ t\anttla1 en the 4tocPatep. 

~~~~~1-· ... t.ltt·lt .. '.-.' tUafa .. woM et 'h• ea•pli• i1r1l a lett.•• lhtu.l4 IWI'W lllilo..I...L.L wi tb. a eap1 'ial. 

te.:r., the tt:ra\ wo,;rd. aowaa 
. . , ot a l•tJtel', and tb• :rt:r•' w..a 

l·"~lr••ir•a iht •;•1•1.at'P1._ lk9u14 \Mala •1th tulpl.tulla. 
'"' '" 

t'lt~!li 411 thl4o of hflnOP and napeet, Wllotbe:P obil, 
»t ... ··· s.ious,. a1ll,aJ7, •• aea4alt'::te., it tb.eJ pPtu~•4• 
~ a-.. ot. \lhtt Je:J'••• aacl aU ••a4t:t~1t A•Pt•• 'bail 
follow 'the naat1 'l'hether abbHY1a'Md ex-· epelled tut, 
tatuld Mil• wt th tapt i«ll . .,, 

lin&. Gtt~p, atmeral Jle:rtb.lr&l, Chal:n~an Walwe~ih, 
lean I • ! • lallu::tf.aa, tht ,.,., • te. 

Ce11.peaa1 ParliG•llt., J.etlala1ntPe, O.nePal llao•b1J1 
lelU.ttm. 

C$W1dJ' \own_ .... ;_, Y&J'tl& p:re·oi~·~··· !be_ ••.. hceain w1th eapltala 
· · .. n ual wlifi • a a pr·ope;p ruilu:al • 

14. pei;fi_•_lamea •.t.the De1i7 antl_p!*enouna Ht•r~b& ~·• 
• Deit71 •xeept wh.o, wh•••• whoa, &HI oap1'ial1se4. 

ll• , ;&•·Jsialoul. .. uaGJt1nat!on•• !he t1rat wori ar1d ~lnelpal ••• a. or flit nat~ta or :eelisi••• 4eacm;1nattona, ...... , 
and. con.teasiena ·or ta1th begln with eapit•l•• 

11. see.1etltut, .oo~ventions, ~· 

Olur Y'le~al'e f~~au, Bo.a:.d ttt Health, B.lll ot Jt1&btt 

'' 

17. ••Pdl u:sed with 2:ro2':··t no1Gll• S.hool.e, bulldil\11, •t.H•ta, 
·. · par~avenu••• ao~ a ct.ela, olubt, ll.b:ra~a, 

an1•·•ws•• un1ve~a:lt1ea, an.d. 11eury cttt•:r e-.cm n.ouna &H 
oapi tallied. whtll ua~td w1 'bh proper bouaa • 

JUt8t1c 'Oeea11, Piket Peak, Budaon R1Yez., . , 
Jtanaa• Un1"fe:rt1 t71 'IItle ott Build1ne;, Central lehoo1. 



!2!!!~· 2!£114_,_ Y!!'• 
lht Ap ot DiacovePJ, Rena1asanoe. 

•••~leal t'flnia • 
............ ~-..~" .... , •. 'CJI 

•li• »•Jt*•• Qoap•ti, tat ~l1&~ana ,.~,••~L•• 
leaet o·t I~.Plt, the Jleueaa 04utal••. 

80• . VIal'•.•· '·1-11 ·tf' tontlie1Ut Ott WAP8 lhO'tllcl bea1• with 
~pllal lttt.e•·•• 

11,, ~!·&•~• >e,t \he • Pelata et t.:a. ••P~L••• ~J 
~;,,,,;, .,~lt,tl.i£itl ·. . . tal~ M'l$j.OIUI •· fUJuJ:dS~riT~J ~~14 

'-•'• wl tla. ·eap1 tals. !h. Jo.\h and. the· IO·'ttth sett~ct the el&ftPJ q.eatlioa., 

· lt\$1 n.· ntt oapttafi~t·· auel!i ..... wnan tbtJ rete:r 
.-~r •••· 41:r•tt1oa • 

•• ,,., •.· ! ........ ,;'',If.·.··· .. ·.·.·. t.· ··.••.· .. · . ._,,_ ~~1111, 



1. te ••••h tttlteatw Wh•n •• n11J.• a•~•~• 1n 
t11\U'el aa4 whtD. to WP1 'I• \h.Ul ln ·~•. 

·- ,. •• ',.t1at~ ~bit iJtprt26tlal• ot 
~·- tlJ· ' 

~ ate,n•vaphe:r will AQ.'Yt tJHUlllen1 ot"aeion •o ••• 

t~...... in 1trit9JI -~11ilnlt ' Whet:tl•:r ,. expptt• ,b. Wi'Ufi!IJ·~ 

~J1 t1ppta ~ to Wl'lte i' out wS.ll be 'the P»'ll\l.tt~'• fh•re 

aPe ttm4ue:ea'la1 .. ,.1Dt1p1tt lfl':tPllia& t-. 1tP1t:tmc or nUJ~:brt:ra 

Wllloll au•'t be toll&wtd 1n 1•tte» •• the• Yl'i \1n.a·• .Xi 1l 

tat al• ot thle lmlt 'to alv• to the aiJllllent a wel'k1ac &now• 

:teflae •t the ~Jw.,l.et cunuu,,.n1ns tl+t ••• ot ,J'labe:r•• 

lt In •l;t la.la~td JIW!ltl•n Ot B'Wib·t»a,, 8J*ll ctll'i WhOle 
l'lUlii!Del.\'1 14111 than 100.- tnt\ l18:e fi~l t_. ata~be~l 
--~100 • 

._1:'0 .WI'H twe·ntrwtw·e atu4e:nta .t-. the ola••• 
!be p~opulatlen waa 1,871 * 

Xt nttllba•• ot tll1• n:a'\na.H eet'liP ••rf hequentlr, 
h:ow•ver1 aa la at\at1at1oal •·••k,, use t1~• tw 
all taae•, e·••n when il!e nud>tJi'l are below 100. 

!.epli:•• wttn ,..,,etved tr• 81 tt;.en, "' w.,.n, 10 -•r:•, 
an4 l'f 1.•• . 

Alao tu~• ti&UPII ror all ~-btl'S ln a poup 1f \he 
larapat c&ne •ntl<me4 oontaina tlutee w •o·r• 4is1ta. 

Ilea~•• •~en.« ua i te.ait 'talll., 1 &ad. 
lll J'I'Lit Uata • 

1. lp•ll out; all round n·aib·t:ra, ae hun~da, 

!he at,•ndanot was nea,-17 five h'UJ3,d.H4t 

.J.i 
I• Hagar-, L• Wtlaon, I• l\\ith1n••• 



Xft b.owtnt:, :round. ntUCbtrte ••2• iD olo•• eO»ntttlSaa 
w1th Jl.\llbtPI that are not POtmd, ••• a fer all. 

Beque at a we:re ••e•l nd. t:r101n 8' autoaeb11t •anu• 
t:ae•~••• 17 to.a~1ea, 100 pepa1:. ano,,, 
It aa:ra.a••~• 

Jfi\e ~ Xn apel.1lns out •o~ :n••b•:.~• 
•• the. to~s .·twelve huncll'•tl) 
'"'', * blete~ad. ot ••~ 'hO'II&ftd. two awiQ~•a 
thoaaamd ti•• bllftd.Hcl, et~o. 

I, liJIJ:y IUIIIl'D~• ~11laa ~ ten tenet, nc •~• tt•~ 
.nou14 l:te apel out. ottea thi 1 awJIJnra:Ptlllle 
•aeilJ at avelded )J l'toaet1as the ••ntentt• 

•· In ltpl. ~natt••~ li 11 o•ato••:rr te 1poll auab••• in 
full,, and. then t~o "~*"' iht• .ln tlpn1, enell1,•4 
ita palftntheaea, 41Pt~t1r tol.lct1t1ftl• 

e~t•lt•• ten 4olla~te (110) 1n p&Jfle».t oat' aeoount. 

S01rtt apeelal PUle alO 

B]Ptlt out a•u• et peeple, unl.e1a 
.tl!Ut lad. cl&JI t 

Jarr 1.t ttft rear• 4tl.4· 
IAPf 11 10 Jtara,. 6 monthl, 

I. Dlltlt. AlWAJI U.SI f11\Ulel 1n th• 4• t• ot a IU""I;,..~J;."l'llli' 
i !'itt•·•• the endinaa "at, ih, d• ebeuld be u..ae4 onlJ 

When the tlitJ prtc:uutoa the rjen~. 

!he bill waa ~•c•i•ed J'Wle '• 
the bill •·•• ••••t.:n.4 tnt ·~b. et ~~ • 

.J.a. :oe~eiJAals aku~ul4 alW&JI b• e-.p:r~ttM4 1n t1 ; eJ 
; an 11 no libel• nW~be,.., a eJipb.eJt eh~\ll• prtt •• 

the deo111al point. 

IO 
t .• 

Willie G. CI\J:ipbell, 
(lea Ansolea: Un1ve~a1ty or 
p .• tl. 

, 



8~t Z£•ot10ill• Spe:Ll. OUt OOJrti!IOn t:ractiona in 1eolated taaea. 

fheee o:Niex-1 aJte ontt•tourth ot thollt received. 

IO'M' All haat.lona ahou.l4 be written tbe ••••. · It 
ltYeMl hact1ona aJ'e to be written, and IOiflt ot thtm 
de no• ap,Jt;a;r .., the keJlHl>ar·d1 use the d1aaenal tor 
a.1l •. 

l/1, 1/1, 1/0, 1/10. 

v,. Alwara epell out a sua in eenta UtlleunJ~ othe~ 
aniJe are snentlo~ed, · 

•••leae thi:rt)'-a&Yetl: oent• in atartps. 

no not uae the doll~u.~ e1gn fe)r· U~ountt 
a 4olla;r. 

X pa14 ae-rentr•·f1vt eentt. )Jet 1 I pa14 t•15· 
• »• not wrtte .oo atte:r- .a figure ·.aea1gnat• 
a aV!be:r ot dolla:ra. 

-. ._~:rne·tl th•t e& p&P oent ot the olass had tailed. 

11•·.. lbMt It .. , ~n exaet ti~te ot t:\.a.y 1m given in ho~• 
~·· ltll· rdatea, w.ae tig'tll'••• Spell out othe:r expl"EUl!l\iont. 

ltll $;&& lualt•palt two thJtte o1;tl·Otk 

•••• and t5;r£ . fh., e1e ab.bNY1at1ons eho.uld be \'ll'itt•n in 
~ ,, , ••• without a ap~aoe between them and ahou.ld 

be •••• onlJ wtth tisuree. 

l'· IU~~abtJ-1 ln dat••· The numbe:rs 1n dat•• should o:rc!1naJ-1ly 
'' 15 bl'lte,ll' at ti~•· In tormal ar1d legal writing 

ther ape u1ut.ll7 ~1 tten out. 



a 4&•1Pe ~o .. ~ounee ·wcr,da 4U>P~etril7 
a~.•.•~.~.• ••~t~t1i<fl' .. ~he. Yttlue ot flOOd pPOn~t1a,lon. and 
,olatlna out the Maulta of' pee~ pr&nu.neiat!on. 

to J)~~o~ce ~~~eetl7 all wo:r4a whiah 
•tllll•n.t• 'bf' ••pna.a&~i•l •·•••••t po• 

ea.•b ~a7 and l>J. orea.tb.c in ihe elaae 
IM1lll~attt.ttt •••ut1tl .. a et pPet~ua•tat.toa aaeuld: 

n•m they &t*1ae .- · 

:PPetn't8le1at1on l.!'e VOl'f OlO#IlJ Mlate4• 

to p~81moe words GU)l-reo\17 it' •xul ls to 

OOPPeetl'f• If .one I&JI •athelttiea, 11 he Will, 

epell it that ••J• ~owth in oae 1a po••• 
i ' ~ 

Mqdrea an. inoH:aetng v~bul•r7• 

eoneetlJ 1a •Pller- te le.a)m. i.t. 
\~.\ 

so 1mpetft&n.t 1n aptlllr11 and in building voeeb• 

, 1-t b1pWtant that ait.t4:tnta peJ carttul attent1oa 

It not 

PoweP eyer WOPd' 11 1B~PG~t~tntJ 111&!'48 &:PO thO 

a.e expl'tHu~et!, and to rt:1ap:roneunae a 

word 1• al.Jnoat wo.ee than not to pronou.c• it at all· 

lU!i t 1• not to be studied as a le ••on and tllr• 

sotten. ~unclation' 1hould bt a vital paPt ot each d•J'• 

work. Stresus 1t alwa.,aJ JDeJce it a ga•k•.. itwienta enjo,

learr-t1nt; 11ood p~unciation-•iheJ only need. aOileone to lead 



JM.1Ntllatst• mi.J litt ,,...,., trr titt•e.aing "h• wGria 

lllilrA.!!,.o!!i.Y- • .,ldd~Rt;a a1apPmOlat'f• Thla atu.d7 :rtttli!.Pta the ••• 

••••• \~at tttl4J or ··~llla&w It thea• 

ltat.laltiN.alJ ,,,. •. _., ltttt•nta wlll .be,co~r,e 

11 

•,t p:roa:aatlat1cn. tnvolvte a t'tlilJ It l•1rtc•:. 

ef ••ntw hlah etheol ttW1ent1 hay• 

U'Ye Dfff't:r l'hitit .. letttP IOuaill·• fb.eJ btt 

I''IILDG.JilPG. 41et1onaPJ J thtJ ln\lt 'be ta:as\lt 

mqtJ and. th•J S\1Uf~ l:tarft to •heek 

l:n ~• 41ot1oa.t.~f• 

UDlt te ».ot W~ed :to,. s 4et1n1te aaa1~mt in 

• olaaMtJ 1t 11 eanted th:ttoqh 'tihe ~nil~ yea~ 

,. w~k. ltdeata .u. ue•4 to aak 

M~1n& prl\nllnCiat1oJh 'IO:rtl• wa1tl1 

.,... u•uallr pla.e•4 a. the blatklUit~.J-d to~ a tew 

_.. nplae• the old eD••• At all tilaet 

,.,.u~~· er:Pe~• •• 41tt1oultlet 1e tbe 

eu\•an4.,b'1e4 11st 11 .stve11 'khe 

bu'i ttab a list be p!iGf1tabl.J •••« 

on paa-. 
atUClttnta toon eateh the JP1•1t. ot thie iype ot atll4J 1 

and are to part1o1pate in 1t. !hei 'beooae l\Ortt ton• 

fident of their ppon~c1at1on an4 at • ~••ult, bett•~ •t~dent•• 



e.elle 
eh&lltte~no• 
tl1qu.e 
tr~III»&PADle 
tGatu1' .. ,.,.., 
filoupa 
e\\llna~? 
·data 
de at 
••'bria 
4••14• Aet••• 4eta1l 
d1te•·' 
41YU .,.qh, 
ttl» 
fla.&l).et 
tlanee (e) 

tG"hea4 
tO·X*I:lidab lt 
traail .. t 
.s•n:~ia~ 
.·ae•tvo 
aoa4ela 
atertn.· 
~GPii.Ofl 
be;etl'hllle 
t.ll:as-..a't• · 
lllf1ot 
tnfaliOU 
ll·alataeaace 
m1m111pal 
Jl ••••• .., 
otten 
petuil1u 
planiai 

~····· POit.ane•-

18 



·~-• 1atoaa•i~ e•nt•rn1aa we:.i 
• *lab. wlll aaca'bl• al• ••••l t• 41Y1«• 

••~tta"'l: without tOJUJ\\ltina a 41at1onaP)" • 

• , ... ~. ~~tlD. litJ. flJ1 ... 8l&ti,81l Cf the 

F~t ew:r·.· ••t. ····. ·4 .. · ·.lY1al .. o.·. n .b'.. .•.-.. •. ph ...• • ... •.l•.'. u·. ·.• ... '•H·-'····- owreei pP8a~e1atton te 41YiliQ8• 

bpw~•• •t eoan.11Pha • dletttonar7 
aeo•••a:r'J to de'ben:ln• oerreei 41 v1a10J. • 

•••t1en et •u'~ twe 41v1te wcri.a ts ene or tn• 
MOiin:i 'DJit,.U,UIIIIl~ Q'B~B'CJ~-b~~ t011fFOD\ilt6 It tJJI.It• ftW p1J:t80Jlll 

•• 

41vil1on that thew meed not coa• 

.~.~-~~., eeea.atoaallJ, b~t ••1•• ean eaatl:r tillld.l• 

• 

tn tihe.lar tyat•~~• •f •Jlla'b• 

to p~cm:..,_ • 

aal•'m'lGJ.I.I'lut: ie 4tPlYatlc:a, lt 1• dltf1oult te 

·• word »tuat be 41v14e4, howfrter, 

... ~ . .,,.u""""''""' wW,eh lheuld be tollowedJ and 1 t 11: 

preaen'ied 1n thia unit • 

na...:LWB fii'~11Ptllt'P'!n~l'l;li!' tbe 41via1oa. ot fl()7·4al1 

1. vae a hypb.en to lnd1oate ayll.able t1•1•1on. 

a. Div14e a 

1:. D1v14e a woX'fl only at the end ot a lime. 

11 
Ibid., 



wo:r4 a a JHAI«t• 

,,a1lOWlW-.. 4U:t1tl•a, wllh \he ~tlultlag hfpktt1 
fl&~t'WP &' ihe t:ad flf J:e~ than two IUG*1CUJIIiY& lit.terJt 

41¥14• a weJ'd. •• 1\b.a t tn• 
'''l<ll,a··~ ... iilll/, th;t 'hf'Jtl•• a.-· ~~tsttwe 

ot-, •rlla• 
th• waele 

rt,ferw-efttl 1a 'b•~t:t~tP than "t-erenoe. 

f,. kY••.·_-_''~.~;'.·.~• • ·~ et_ on ... ·,.• arl.;•t~•· . fh .. ·~f .rul• .. ap:p.~l1oe 
t'l ••• •• .. lpt.81fff't ha.?t~r.t, 't, J••• 1 1 1.1 well 
aa the """ ea•1lJ ~•o•:f911~ie~4 J)onoaJllalt)let• 

8• ln ltll8M1, 40 ntt d1Y!4e a WOP4 C>t \WC IJllabl•l ut\1858 
tbt ••• toaelai~:l at tlx o:r J&OM letttr-th . 

11 tho.•~, eo••t14•1 &an•tle 
c•~oata ,..., , 11t·•·ll•• aa•la 

9, De· not 41Yl41 a wwd to aa to lae.v• a a1ngle lettt:P h1 
,..,,,,, 11.Rlea1 n•••••aPJ never leave onlr 

let tell-•• 

a•eJte·a•1 a._•l~s-ast, tatP•t 
pa•pe:tt1m;, cleptnal t-ed, ••·pe:rtel" 

l,Q. leftp atpa~a\e I 

&i fJa• ,_.,., •t an abl)JHJ1"1at,it-!l t:P• _ etne:r 
A t••llf)" a1&n1. auen as ib• della!' a1p, 
,.. the tttllow1ns,. ftt rr-. the 
fll'tlreB •• wh1eh 1 t 'bel ~Jail 

Q,. DSif.ta 1l1 a p cf th:ree o~ fewer 
»lf J·llt-11• •t 1 v1al Qnl, aueh a a ( l) horB tt\1 

tol1ew1ftl ••te2!'1&l 

l.t ,Oia~l1Jl.e ••old ••palt*a 'ib\1: 

lbt atve» n••• o~ names, OJt th• lr&:ltlale f?oa 
the faxnllf n-..e 
.ueil'.lll~•• ott tS. 'ia 1 ho. • klit.tae 

Tew•l• and oon.IOB&nta 

IJ1.1aJDJAt• &!'ACt -~~:r-~d~-~~ee~t :'~~~1 -~~~- Ja"k IIJ1lable 

:ta ru~BpOitHi ot ime ar~d ·o~ir~.~~--~~~i··~~~4:although there 
~.~~~... -~Pi #141.11:1 :-,. 

b·e other •owel lettera ~ 1n ·the ariii:ble which are not 
. . ·.< : .. : •. : $·. :: : .. : ::: .~-. ·::: 
~ ,. ;u : : : A : : ~ = : ~~ f>l ~~ 



•• 

•-.•1• -.o~rac ie~tthtr .,.. pr-en•~••' 

teD 41tfe,•at •. ,-l.Ubltl u4 ••J be eepa:r• 

aoua4t ••• ••••l:tr taq te 41atinau!eh, aa4 

.... ..~~~~. ... &M •••••« net 'he vowela 'but lly 

lB~JelrftltlU~a •l~&llG~tlm1~•~ \htr bt ktpt wtth 1ih• »»•• 
u.w~~U~:·~>,• w1 th th• t61lewlni ••••l f In p lael•s 

tellowha Pules wlll be lllttul~ 

...... ~-. ..... eenaeaut &eouPa betweou. twt> vowelt1 the 
U. GOIUI&ftftat, 1n fJll&._l, ci1Vli1Cfi 4e• 
q.-l1tJ of the pl!*·e•e41Rg vowel. 

peeet11111 V&lMl 1e ab.OJAt1 the ••·•onant 
1Ut118llJ "IUL1:a,a with. tt • 

...... , --~l•tr 

P"Mdia& vowel 1• l$C.ib tb• ecmaonaat 
'•ith the tollowln& yowel.. 

ni•t:raie p1-.•t• 

eonsoaall.tt OCH)\Dl betw•en two ao'D.4ed 
aH UIUAll.J 41V14ed. 

rea•t1•• bat .. fling 
•*on•et•r f!iph.•thon; 

•o th1a ~ule OG0~• wb•n the prec•dlna 
accented or wben tha following 

1a aecente4 \he coniOttfl.Xlta are eapablt et 
firVi~·JL.,.~,. a arlabJAJ. 

u1•pat1on aa..-aHd fee-ble 

a. •enta1n1ng a pret1x or a autt1x ua,uallJ anould be 
div1de4 on the pret1x. w •uttlx, except when aut-h a 

eontradiot pronunciation. 



B'tlt wo:r-ds havins th~t tnd1nse •able, •anoe, •ant, 
41tfttt1 -ent, •1ble, •1e 1 •leal, •1¥e, •or 
11IU.&.l1J d1Y14ed aeo&!'d1tlg t-o .aeun4 •ather on 
'he tndt1x. 

l.osi•oal. 4eterJ•e1ve .PJ'ern.i~nent 

'• In the d1vle1on. ot wo:rcta whoM final consonant !la 
4tu'Dle4 llaef'ert· a autfix, ea: ott'Ul'1 ooeur'•:rtinrgJ 

1 th8p·•ptnsJ the aA~td. eoneoaant goea th 
e'l:tttx. Wkea tbe W01ld 1teelt enda with a doubl• 

tfH1IOJUlJ'.lt1 the eonteruu1t1 a:re net d11'1ded, aet 
•1\ttt, bl.utt•1ng. . 

s. CGJ~poa4 wel!'dl WPitten with a hJphen r;heuld 
ealr ~ tho oOJApouna. 

wel1..,.1ng f'Al'•l1'••ch1ng ••lt•denial. 

41vittd 

f$ • !b.• ••41nga -eial., •t1en, *OiOua, •gfH,UI# •glO!!a.t 
-•len, .... tial, •tion, •htl·uld never b,e 41v16tJ.d. 



POUJDI:NG OP ~~~ ORDS 

is lte.de up or two woz-da, one 
~tceent in thf5 cornbination so that 

P!onounoed with only one aeoented 
lhOllJ.d be written without a b:yphtn. 

booktaae daydream hoadaon• 

1• uae4 at a aingle adjective and 1• 
wo:rd it mo41tlea, the group 1s 

-"'i!f' 1;::1:~n~~ cc:mrpemu!- If the group ia 
word it modifies it 1a written with• 

a toreco.at of ta1~ wtather 
clothing worn out 
a eupboa:rd built in 
a. eano. built of birch ba~k 

nouns made up or two words do not 
although used at adject1vta 

ot groups or word a c 0111tnon1~· uetd 
usually hyphenated, 

a prefix ie written with its eteJn without the 

nonresident prepay auble•se 

prefix is joined to a p~oper noun 
a1: pro•Gett:man anti•Jew1ah 

between a p:refix e.nd 1ta noun 
piling of oonaonantl o~ vowel•• 

re•uae· bell·l1ke 

oar;pounds made up of two wordt 1f the 
1& an adjee t~:ve and. th~ last a noun to 

or ed hat been e.dtled, or which end in lns • 

brokenrhearted 
nerve~raoking far-reaching 

able-bodied sureJ!i!llfooted 
sweet•em'h6lling 

7. a h"fphen eowpound numbers f:t:JOtn tttentJ•one to 
ninet7-nine. 



DICTION AND IDIO!l8 

l. To •nrioh the mtudent 1 1 vooabular}' 
the p:tt$e1ae tr:ean1ng or limilt.r w~dl. 

2~ To ,give the student• a K:e~~n• 
good sentence atru.ot~e by a. 
the mol'l'e tonrr1on idioms of the 

• A well eduoated gentltrntn, ~ w~ote """"""I,.A..!.P-:1. 

master- of E!ngli sh proae, *'mar not know 
may not be. able to aptak ani· but h1a own. 
ever· langue.gt he knows, he knows preo!aelJ; 
w~d he prenouncea, he pronounces r1ghtly1• 

Cer~tainl7 a h1gh value should be 

ct one to use word& correctly and 

:nuneiation ie eseential to good apeeeh, 

1a the 8ia or good writing; while 

meaning and. uee or wo!'ds and phr~aea is aa 

au•ceasful ~eet1ng and inte~v1ew1ng of 

the t\Qrripetent handling of' co:rreapondenoe. 

litJ 

it to 

~:ani/ •tenogrtq:::he:r.rs arre given the ot 

ccrr•eting any errora ;made by the dictator. This 1• nat 

a~priaing it we recall thnt tnanJ pe:Paon• ot educ nave 

a working 1"oca'bular~ ot not lliOre than 2,000 

ater' s New International Diotione:ry contain• ovt:P 400,000 

woJXtsl :Seoau1t man1 dictators have a, 

az-• unable to ahoomt tb.e word wb1ch 

meart1ng. Thua it ia up to the typiat to 

IM !3 . . . . " 
CharltHJ Reisner~ r~~e;lia~ !2!:. ~::..:.!=.::.: 

H. )!·. Rowe cornpany, 1.9351, P• !8-

to 



., 
!he expressions aharaoter1at1o of a language are 

called itt ld10llah, Often 1dior~ e e.:re 1llog1oal WO!'d coatbin• 

ationt far whGae Ol:*igin nc exple.nat1on can be given. All 

that we know 1& that oe:rta1n words are used together to mean 

pC11Pt1eular thing&t, and that othez;t coltbituationa, oven whtn 

mope lopcal, go against the n~~tural speech ways of our lan~ 

;uagel theJ are, 1n ethel' wo~ds, un1d1omat1a. 

In the following l1ats, those worde. an.d phraats •~• 

1nclu4ed whose m.ean!nga al'le xnoet frequently »J1au.sed ot

troubleaom·o •14 

Above. Often used lncor:rectl-y, ae in the exp:reeaion "'the 
above atatement,. ., ~-ay ttthtl termer ataten·ent." 
Above is an ad.ve:rb or a p~epoa:ttion and not an. ad3eo• 
tivo. 

Advist. In OO!'J:rero1al language often used for 1ntormJ aa, 
•· ·· ~w. wiah to adv1•• you that O\U" agent will call. tt 

Ali~· Ute wtthout both. 'l.:rong: 1:'hey a.:re both iil1ke. 

All r1~f~~ cor.·:re. ctly writ .. ten thus. Tht single-word r·orm 
_,....,. · w th one l hs.s no respecttlble status. 

Ansrz !!• !hie is comrronl¥ used or tt!ngs, animals, Ol' 
· oauaeeJ if" angry at 1e used o:t a person, the anger 

covers not ltlft!lely the point at ie.sue but the whole 
~ange of pertaonal r$le..t1one. 

t~e;rz with. This 1• the 1d1orn that thould) ae a l*ule, be 
· I used with reep$at to pe:reona. 

Ant1o1 ate. ·~E•ct.. It 11 best to regal:"d ant1.o1pa.t• a.a 
lying foretaste ot 10~e emotion, ueuallJ pleaa~e, 

and not to uf!!ie it tc,r ex:peot. 

I do not expeet it to rain. 
1 anticipate the good tittzea we 1hall have • 

Xi 
!hon:£lJ Kite Brown, ,2E• fl~t,, P• 6'1 ff'· 



eo 
Ineol!*reot in adverbial aenae of at all 

a pPCnoun ozt adjeet1ve. • 
oorreat aa 

l I oannot eno<'rwage you AnJ. 

J?laee • ln(H~l'rect tox- to anJ place. Anywhere ts uauallJ 
·tJie ltJ)pPOp:r1ate expression. 

we go anr plaee today! 
!hall we go anywhere todaT? 

~~·• • Do. not uae to intensify an. adjective. 
wtul with nouna, reeall that it mean• 

with awe or aoltnnn. · 

l wa a awtul good to me • 
was awtully p:r+e t t7 , 
awful majesty ot God* 

In 

use to:r ago. Not: Three da.1a back.! aaw him. 

not tUllJ in back or. Id10fl sanctions in front ot 
in back or. 

to twoJ &lf!Ong, to three or JJnQre. 

should bt avoided. 

1 t it on lUi • 
1 t bla~r:e J.ne tor it • 

onl.J. Use no other negatin1 in th• aame clause 

I haven*t met but four~ 
I have 1r:et but tour. 

use lcoaely ror say o~ for aasert 1 unleea 
is aOirte question or right or titl.e inl'olved. 

: claitr.s th&t he sa.w you. 

con•pleeted. Do not use thls or its ooo.pounds. COOJple:doned 
is correct, but a leas awkward. oonatruat1on is often 
posa1ble. 

co:rreat but av1i·kward: t:.he 1s dark corrplex.1oned~ 
Improved: fhe has a dark corfplexion. 



be regarded aa p;1ural• 

C(Q.t~ct~ The data sre correct. 

of, aick with. He was a1ok with tever, but died ot 
-paeumonla. 

D1t'terent !!:!!• fi11a 1a col'recri• Avo1d ndifferent than.'' 

61 

Thia word lack1 sanction. lnthus1as~n ~tay be uaed. 

~~-"""" !!• Uao either wor:d, but not togeth.tr. 

Poor: !hie plan is e.qual.ly as good. 
R1&ht' 'the return t:r1p was equally dtl1ghttul .. 

which !•I• Use: In all directions~ 

Do not use with "true. n All ta.cta are true" 

Correct in aueh usea aa fixing a t1te, t1x1ng the 
attention. do not t1x an a.utottOb!le. Do not 
uae tor arrange- as; to fix the hail'; or tor 
prepave. ••' to fix. lunch~ 

Do not use: for suppose• 

op.aht to, ha4n1t oEt to. Beth forma are wttong. Say 
Oii8lit not' to. -

Ba.rdlz· word itself' carries a negative idea and lhou.ld 
not be ued with not. 

l oouldn' t hardly do it. 

used or a single pltoapect1 prefer hope to hopes • 

Jot good: I have no ho~"es of seeing him agtd .. n •. 
R1gh t: I ba ve no hope of seeing h1xr:. again • 

Inaid&• Used as a erepoa1t1on, this WOX'd shOUld nOt be 
to llowed b7 ot. n A a a noun it ~na:y be • 

Right: 
Right: 

He stayed inside the yard. 
The inside of the house seeritd duetJ • 

.!!!, under. Incorrect ror under" 

wrong: It rolled 1n under the desk· 

Kind of. Do not use in the sense .of slightlY • ---

• f 
' i 
I 



tauru:iered • lot laundl":led. 

,!AJ~ ,!S;.• AVOid 1n th$ ltn.se Of 91 ptteten4tt Or* 

~Yrong& He let on thnt he was aick. 

lArt'• ~en*t., ·wrong tor the colloquial don't l•t'•· 

ttke. Do not use aa a conJunction equivalent to •aa 
o~ "a1 though." It may be oorreotlJ uaed aa an adj. 

W:r·on;; It l.ooka like it would rain. 
Rlght 1 It l.ooks as 1t it would :rain. 
R1ghtJ It locka likt ailk • 

.............. that • Pre felt' except that when this i~t the """"""'·~·<!. ....... "' •• 

Posted. Do not use ror 1nforrned. 

Present. In the sense ot makt acquainted, 1t 11 oorua1der• 
ably :more torn1.al than tr1ntroduoe," which 11 tUIU&llJ 
the suitable ter1n. 

h*'omise , D1at1ngu1eh trom "a a aure • " Px-om1 ee look a 
'late:r tu.ltilment bJ the epeaker. 

W:.ong: I was there yeaterdar, I pr®Jiee you. 

Quite some t1~e. Avo1d* Preter ~~. good while.~ 
~ -
Reekonii Do not ua& tor auppose .. 

Reaard.l• Do not uae tor rega:rd. 

\trongl I talked with him 1n l'*egarda to the bill· 
Rigb.tJ I talked with hiJi in regal"d to the b1ll• 

.~eeins !.! how. ·vtrrong tor inasmuch as or einae. 

a 

settle., oo not use tor pay,. it there hat been neither oon
tueion no:t- controver•J in the J'l&tter, 

so. Atter negatives is gtne:ral]J to be p:re:re:r:t:red to ae • ........ 
I~ot good: He 11 not 11 good a1 Cha:rlea, 

Some Elace. Do not u.et ,_, an adverb tor " re •" 

Wf!ong' Let •a go aoxr1e place today • 



II 

.f!utEieion. Not a Vt·Pb-. ''lu.apaot• 11 \he vtttbJ auapeet 11 
a!ao a noun litan1ng a ptl"IOn auapoe ttd• 

Jbe reason .!! that • Not t the tttaaon 11 btoauae, 

y,~rz• Be oavetul not to uat th1a word ovt:rmuoh. 
use ta'J'el.easlJ with WOl'dt that. do not 
1ntena1tiet. 

not 
or b•1ns 

Wrotigl !ht p1cklt11 wo:re vtPJ excellent. 

nvsrr" 11 a much overwor-·ktd word •. ·.It can o.itted 
1n nine C&ltl out ot ten wltheut tht loas ot ••phaata. 

I 

wa.z:. Not waya, in the aenst ot a ahO!'t d1JJtance. 

Wrong• Ht waa a l1ttle waya ahead. 

1{'\fb.en.. Do not use fOJW uthaa." --
Wrong' I had no aooDtl' taken ~'7 plaee whtn he o•••. 

V\Then, where 4 (In dtt1n1t1ona) no not ••• • 11 when • or 
•ta whe:re•• 1n dtt1ning. 

Without. Do nt>t uae fbl!.i alesa, lo\l I lhall. t~.ot co w1theat 
b.• •cr•••· 

Aoceae, exoeHsl. Acet:sa Nlnl the act or opportun1tJ or 
approaeh1ng. Exeeaa mtana tllOH ._han the Hqu!Hd 
amount. 

Addi t1on
1 

t4itlon.. Addit1on r.eana the act ot jo1n1rtg or 
· · adding. E4ition Jleans the publ1ahed. tO:Mrl or a 

11tera:PJ work• 

Adopt, !if·. apt, adept. Adopt !tlftane to take. Adapt means to 
· o .ange ao as to makt au1 ta.blt. Adept ••an• ekilltul. 

J.\dvise, !n.tor•• Adv1at means to at•• COUl'lHl1 1hould not 
· bi'"' \U.aea: to:r:t into:nh It 11 not good to e&J, • w1eh 

to advise JOU that wr apnt will eall ntx1 • " 

P.ff'eot, etreo,. Afttct ••n• to 1ntlu.tnt4h~ to b:r1ns 
aoout.""' 

Af.!IS!:aTilte, bl':l.tat•~ exasrJr&tt• Aagrnat.·t . . to 1nttn• 
'.. . .. a!fy"" 80Jr,,e£Elni' ifia !1. al~·t•dJ badJ lrri t1.tt meant 

to vex or to excitt • b;xaepeXtate •••n• to to 
intense anger. 

l 
i 



Allez, allz· . Aller means a loris na:r·:.ow pa•••s•. AllJ •• 
a 'flttb 11eane to unite bJ ~roai7 O!- l•agQ.tJ aa a ne• 
lt aeana amece1ated bJ thtae m•a.na., 

Gl'tUl.t Bx-1 tain wae an a.lly or Prance • 

Jllus1o!A, ~l.lual.ot, ~eltUJ1on( tlu!iob. Allusion lbtana a 
reverence o or a ~•n 1oning ot eometh1ng. llluaion 
Beans the peroeption ot aewethins b7 the sut!uuaa wh1•h 
11 n,ot the NUtl. A de1tta1on 11 a false idea ot a 
taet or a talse btl1et. Eluaion ia the aat ot eacapi»S• 

_!lreaq, !l.f 1!~' Alrndy llle&na b7 o:r before a part!oular 
t11ie • · · lJta47 means all p~eps:red. 

~lieetbJ:~,-, .. all t0ethe11. Altogethttr ••••• en.t1rely. !he 
pliiaae •• a.n. e.OlitotlvtlJ· 

Atnattur.f ~O'f1ett proteaa1~na,l• Amatev aea~:u1 one . o 11 
· akl!Xi<l in an arE, a stud~·, or a aport, but who 

eul.tivatea it tor ptttaonal gratir1cation onlf• 
noviee 1a a poreon who 1a 1nexper1tncedJ he 1a ••:relJ 
a beginner. A proteesional ia one who tor 
doing hia wo:rk. 

~·en&, b,etwot~nh· Between ahottl4 be used whtn cnlJ two objeota 
are :refo~ed toJ ~~ori.g tor xr~ore than two. 

/i.D.eo.do·te, antldot.e. Anecdote is a b:r1•t etOPJ• 
ts·a remta,.. 

ant1do1t 

A.ns::z, Jmlld. A:ngrJ means enr-•gtd or turiout. 

Arud.oul!l, •jS•~· An:xtoua means wort-1ed. 
4es rout. 

tnaane. 

AJZt, .. likelt' .l1able. .Apt .l¥!tfl.n. a. qu.1ek.· to l.'earn. l!kel7 BJeana 
p~o ab1•. !lable xnea.na expos\1r't'i to an UD.tavoJtable 
poasib1l1t1 .. 

Beaide, beaidee. Beside means a.t o:tt bJ the side ot. Bltid.ea 
tti•ans aoreovtr or in tdd1tton to. 

00ntinual, continUOUI• Continual Jt;ll.ntl. OCOUl'rinl . 
. ana aga!nJ repe·a ted ft-eQUfl.tlJ • ContinUOUI 
unb:rokenJ going on all tht tirre wi thcut ..,.,,.1!10.,,,'i"'h 

council, poun•• ... ;, aon•t1-l:• co~oil i1 a 
Ot peopft wno OOtht together tor 
11 used both 111 a noun •nd •• "~"· 



~~tans a«Yloe o:r the ont .. 
1t means. to a.dviat, to give 
JUt&rAlns .a Ptt~aon Who 11 11nt 
t.ftex- it1 bu11ne11 lnt•Mtta 

..................... 11 I. D.O'tU).• 

DQa•·,, 1 t. Den1 t 11 an abb~IY1at1on or 
·tt t be used w1 th. he u eth•x

ular numbtlll• 

lalllent, .1.,1ntnt. iain•nt atana outatan41n;. ••an• ovet'luana;1ng or about to cscnu•. 

te lOOk 

r.wttt1. l•••• Fewe:- applies to lltab·ex-aJ leae, to c;:uant1tJ •:r 
• · · ·'·· · .Vo!ume, 

. to~•:rlf• Fe>~tiallJ· ••ant~ aooor·41na to 
:1a:tlt'!J It ana htretoto:re, ott 11 paat tlD·:e • 

Iaat, la'beat •. Latest ditters tJ:~Oil last •• 
.......-- f:rom'' tiraatJ ·it 1a applied cnly to 

Tbe latest trolley ma.J alao be tbe , 
a•tno~'• lat•Jt book ma1 not b• laat. 

tea,~, t4U'IUJll ~ Learn aeans to t.fHtu1~• • 
to t;pa~t knowledge• 

teave, 1ft. · tt~tvtl' mtane to dtpart f:rOih let meana ...._ __ ' ~ 

~d,, loaa. Lt.nd i.e a ve7b ueaning te pani; 
n aheul4 &l\fays 'be uae4. 11 a nou., •~v~fli!..uo~~.u.l!!l. 

ot :ttiOney. 

Uab.le, l1kelz• Uablt mean1 :rtapona1blea 
bilng •uoh a a to aake p:rtbablt" 

to loo•• .- Itnse 11 a verJ 
' tieie 11 uJuallJ uaed a • an 
or 110t oontintd• 
and then 1 t Jne&ns to 



~rsez.~:-~:~:.,:,; ••nt 
) ... ;!1"'111!i'IUJ:n 

_..,'"""'IL·""·~li'JI!I. • ~oeptain pa~t. 

• Prtnolple 1a al.ware 
n u • ot aot1oa. lr1no1pal 

•• an a4jlot1vt, JMtan.tag fil'-lt op 
hnt• l't la a11o ueG. a not.tn \o M•n a tJ\11) ot 
llOfl•J ·or the hlad ot • 1ohoo1. 

. ,._,4• •••• to a• ~ ooae b·et~. 
aoe t;o •ovt torwal'4 •~ to '"~'"' on. 

h-OTl4ed.., • Pr-ovide! rma) be UNA aa • eonjtm.otlon, 
••;•n•. rtln·~ . ..: .~.A.. ·.·J!!iAnAi•.<~., .. tl'l ... *' l·.f.-. f:~ 1AJt M :to.. 

'""" ~V4iloll>U Q~v* .. lll" " ilr011' 'Qi~nc ~· a YG:f'w 
•••nlac \o ,.epa~•· 

fteJ~aln«•'* epplie •· to 'tbln.as ta1J 
~~pa:r·a\lYtl.J Dall 11 1•''• 

'' 

llat"~IUJ!"Uil Qr th1B@;&• il &ppl1t'4 
r:r~~MBt1ca be tn• ot an 

• .Rtdtpoct1YelJ ••n• resu.lQ 
WtfUllll 1n a pc3.1 te UJ. 

A SU.pplemente.t'f t1at 

t. Aloept means a ecruatnt to ., 
an a-.oeptlon. • 

tr· abanton. t:JJee.aert • ot • • 

to 



OPP'IOI PRAC#J!ICI 

l· to •b11a1Jl .... kntwled&e or otriee e.ppl1anee •• 

a, !& boe_. tbil•.:r with the different elasm•• ot 
aa1l, poataae •attut, . wrapping packftg«u-., and 
othex- phaaea of the Foatal Dtpart:ment. 

I• TO b&00JD;4J tuilar' with d:ltfe:rent Jn&ans ot eoa• 
mun1cat1on: telephont1 tetlegraph, cable eEu:-.v1oe, 
w1.rele~ta, and :t'adio. 

'· fo become tam1lax- with the mo:re eOJmon business 
papers~ <~hteks, notea1 drafts, 1nvo1eea, dep.oa• 
it al1p.a, and othe~a .. 

s. !o learn how to alphabetize and to learn •oma• 
thing of the d1tte:rent snethoda of tiling. 

Moat ot the t~O•(Utlltd ttotfice prae:t1oe$t texts con• 

ta1n nruch JJate~1al that 1• of' little o~ no value to th• h11h 

1ohool oOJJmercia.l student or the Wliddle e·t. In 1ndue-

t:f"ial c1t1tt the~ 1a pet-haps rr;or• need fora apeo1al1aa,1onJ 

but beoauae of the mnall pereen.tage or co:mmereie.l atud.enta 

who aotuall7 •••~• poaition.e in otf1oea1 it it a waste ot 

t11lo in thit aeot1on or the oouhtJ'Y to teach aoltzeth:tr~s theJ 

will hot uet. 

!he units 1n th11 notion have been chosen 'beoau•• 

the m&.ter1al 11 1rr,ports.nt to all alike. Ever~ one ahould 

know how to u.ee the telephoneJ e.ll ahould b' able to wrap 

properlr a paokageJ and oertalnlr everyone ahoul.d know how 

to uae co:rreotly his own letter f1le- All atudente ahould 

I 

I 
I 

' 



mow how to write a cheek, but p~obablJ vtr')' tew will have 

occasion to uat a tl:"ade aooeptanoe,, lfJ.ihat oan be taught ir1 

the e.Yeraae high eehool of the Jrrore oom,pl1cattd t1l1ns &Jst~&Jll 

w11l be ••:rJ ll'i'il.e, and What ce.n be taught will be to~gotten 

velr'J •o•a betaliM &,t tilt l.&tk ot ae tllal pJtat t1ee umie:Jt ao tual 

et:t•toe eond111eaa~ 

lbe 'dD1t em. the ra:ail .lh&ul4 be atu41•'' before the 

ho114aJ aea."ttt)n se students will ha•e oppo:rtunitJ to put into 

praot1c• \hei.:P wo:rk 4m paakac• wpappinc. fais will als,e giYe 

the ina\~••••• ,u. opp-.1nan1tJ te etJ?eaa ear-11 ma111m.s;-. 



• 
tt~:ra.1n1a.· 1.· 

I ... t ' 

-iie~IIJIWA;;IO u · tbt ~~alh1ne Alfl., :Mol 

owt11liDfll .an ••b. w:r1 tiac a 

• MTe;ral.. lt'-• 

t011pl1oa\e4. 

h, .. , •• l 

qS.tt8n page, •• the 
th• •poken Vftl .. ""' • 

ibole wniob bul• 
bllllD& machlneaJ 

o1u'i.fj'P e~ll.a:r- t-eoo:r4t1 
.... h~"'·· icb 11t.ke y.a:rloua 

~~""···~·1'1~ W!aehtne ~ 

W.oi>'IJ4i • ..II.IIH tht ~u~Tia&bil1t:t or teaobtaa 

U HhOtll \0 Ult the \\Jpeffrl1UJJP:~ but 

1oat1DI 



ot ashool_. ther-e 1e alw,.,e the pome1b1lity 

lGVal ato~•• o:p ot t1oea to~ deJr,onattt'a• 

J)uplieaJ.ins Jaenin•• 

&M ~· .tJpea or 4upl1oat1ng naobines; thoae 

11M ot a gelatin padJ those wb.ioh u.ae a 

.., ...... "".""''•"'"' .. thtplicate trom t7pe, 

aon e0111oa 4upl.1oat!ng Ja&ehia•a ~equ1r1ng the 

•• a.re Ditto •nd 8pee4eP"APh. :latry ethe·~• a:re 

on fUJPJ BU. at 'be p:re pa:t»-ed by u.a1ng a 

ia 

• 

or ribbon. !he ••uJteJ~~ tOpJ it laid taee 

s~reoe • The moisture 1liptl7 

the •attep to be dupliea'ied 

ccp7 t,o ti:a gelatin. 'then 

tbis the 1u,px-1nt is readilr 

fa.Tt:rable conditione as mm11 a• one 

be eaail7 made f:t:"em Clne maste~· copy .. 

duplieat1ng it a large nl.Uribt~ of 

machine which usta a ateneil. 

ete • , a:~&J he p:ro4u.QtH1 in lar'lt quan-

11 to prepiH th4 stencil. Th1s 1s 

tJptntri ter on u Stencil w and typ1ne; the 

on a ohtir~icall7 treat•d sheet or fibrou.s 



let••• 'Jplng tht. atene11 the ·•Pt••te:r 
ce~tain that the t1pt en h•r tJpew~iter 
tJping the 1\lntil l·ht aruat ••• a 

liUI\t t.lat beaf! in nina tha.t 
••· a, t, and. '• whl4lh ha•t a leP 
•u•t 'be tt:PUei: 11ghtlJ to avo14 
let.YiBI I llltt WAll\ )l'U114t 
"~ and. til:, . and. the eap1 tllll It!, 
t1at lli:Pta.eea and •••• a tt~•r toUh 
typin1 in o~tdep to 11ake a ·C lta:r 1~:tpPe 
If tJPt~1 tel:' keJI teeu· \'0 'It t•• aharp 
th8J aar be 4u.l.'le4 with t 'lfJ olo·th without 
them t_.. ~~ula,. w.-ltbls• 

•ro:r• ma7 be oo*":rette4 bf teat1a.s QftJt 

a laJ•~-' ot ·••rreetl$n tlulti, thtl1 n-wrltta1 "'" 

·-'"!II""'- wi ih 

fluid. 

the stent1l hal bt~tfl tut 1 iht ""'~'"'··olill••,..• ............. ..,.. 

ta rt•cve4 and. the atoneil 11 plated t••• on 

from th• 8JlSJul~~. 'rbt raodet-n •1rnec._.apk •• 

eleetP:la t:¥Ot&r teeda the paper- tnttoma.~ieall.J• 

eo~unt .. a the oople.r~ .. 

D1etatins !#.aehlnea 

fhere eN eeveral die tat ion jJI'lfA••n • .t.o~o.a."'"" 

Such a aach1ne ccnaista or three anite; 

the lh&ving 

plaoe a a aylindrloal rtu.H,~d on the diet a t1on 

much an old talh1oned phonograph, 

to the "oord" B• 1rtto a DIOllUl 

the wePd.a are recftdld 0r1 reoo:r4• 

be put Gfl om• rtG e>rd. f.,ttt:r a. :r•o oM. 

-

tu11, it 

11 

~· 

I 



be adjusted I& th t the voio• 1& 

Bookk•eping and Billing JAaoh1ntUJ 

!be1e ••ehinea •~• ~uoh ~ore eorplex than oaleulat1ns 

and adding J'>&thinea, and an oper,ato~ need a det1 1ltd 1nstrut)• 

t1on 1n Of!'der t.o I'Aaater- the»·: • Some Of the ae lrl&Ohine II show 

abnoat htt~lill 1ngenul ty • 1hey add and aubtrac t J th•J pPint 

debita, lred1tJ, and balaneee lri d1fferent colu:mna, and whoa 

a e.aloulat1on :rcuJulta in a traction ct a cent, will •ven 

dete!'rrJ1ne whethe~ to ~op the .tr•at1on or tc add on another. 

Becauae thele !'lachine• are too ooa:plsx, the} will not be 

d1acru.esed here. 

The P"ddreaaograph 

if~~•re lettevs o~ o1~culars &'fte sent coru\ltantl7 tc the 

aanjt list ot peraorua, much titne l!lllll be ae1red by the 

add:r·eaaogr'aph. steno1la or paper or ~etal mre ltlad.e for- each 

euatolfi.e~., and tiled 1n t:vays. Nhen the t1rr·e oome1 to addHaa 

a p:r1nt• 

the top or ateneil and brings it 1n aonteot ith 

lr.aohine runs by electr1c1 , 10 ••••• 

rruoh. tia)e in aeins all sort~ cr 



enn 

"'"'-"'"'"""".l-.1'-.. and Caloulet1ng )Jaehin~ua 

aa to whether tho~ print tho 

en papexa, or juat ahow· t1gttl:'el and reaulte 

in 11 ttl.• window a J 

ten keys, or with nine banlr• ot 

le the C&,leulating 

d1v1des, mult1pl1ta1 finda aqua%"• 

Uke the billins machine, tbo 

11 

and plaeea poatage 1tu~pa on the 

• It uaea ata:m::pt which ere mads in 

cut-going rra1l 1a beavr the•• &l!te. 

ler 

the at~t.n::per. It autoroaticallJ 

1 aa t:tJJBJ are ted through. 

saver 

Cheok Proteetora 

Jlii~-'I.>I>J."'Io&AVS a:re designed to print the an!ount on 

a that it will be 1rt~potsi'b le tor diahontlt 

to the aJnount. The printing 11 usually 1n 

type perforates 



1. CJ'o learn to prepare outgoing mail. 

•• !o learn the olaases ot· ltl$.11 and apecial teat\Ulet 
ot eaeh. 

a. lt.u:.~rn to figurae parctl poat and other poatast" 

-'• •tud7 the aptelal phase.$ of the poatllll •t•ttt~r:, 
au.oh ••' r&sia.tl'y, 1na\ll9ance1 special deliver,-, 
ail' ma1lt stamp perm1ta1 ti.nd rnor1e7 orde:r-1. 

iYoeyone enjoys :P&oe1v1n.g ltttors and packages,. but 

tew pel'aona have 1nfoJnnat1on eoncu•rr1lng the Floatal Department 

·gp the ~ulta tnd regula tion• w:hieh gove:t-n the ea:rrtini ot 

these letters and packages to enablt therr~ to tullf cooperate. 

v1tal1J 

fht ~!Ore tl!pox-tant taota eonee:vning the J'laila will bt 

cona14et-td in th1a unit. If persona tollow a tew airs1~le rulea 

when trta1ling lettera and packages, mueh needless oontua1on 

will BUlnJ t1JJ&I be avoided at the pt:at off1ee 1 not ~o mention 

the del1ve~y ef paf-cel poat in bette;r condition. It 11 the 

duty of pereone taking &Adva.ntage of" th$ pc•t•l sttnr;, to eo• 

betore Chri the 

aen41ng to tht aohoola a 

the ling or •· Tb.is unit 

thr:t 



Cl&slification ot ••il 

d1v14ed by the poatal lawe ant 

as tollowa: 

• 1neludta •~itten Jl&tte:P (1ncluc11ng typed 
ott not; anJ mevtter sealed 80 

1nepecttdJ postal carda snd pr1v.ate 
•~ail, whethe~ lette:ra or paroelt, 

fhe ratt ot pottage outside tn• 
een ta an ou:noe Ot' bae t1on ot an 

er othe• aeal•d aattt~J with1~ the 
ie two oonta an tunte or b'action 

on post eal'4a ia one oent, :reaaro•· 

newapapers and pex-1od1eall. 
Irl&iled by othe~a than news asenta 

are Jullrked t
1Ente:red as tecort4• 

11 one cstnt for eaeh two 
thereof rege.rdless of d1stan4t or 

oh1etl7 books, oi:reula.ra, oata• 
w.etter- t·, circular is de ... 

1al Festal Guide aa •a pr1nt•d. 
ter~rta to &$Ve:r&l peraona • • 

or t1ped in the boQ ot the letter 
to correct a· genuine typo• 

jecta the e1reula.r 'to tiret•claaa 
• 1'h't weight 111':1 t 1a 

exceeding th£..t ·wtight thGU.ld 
lass J~atter. ~• rat• of poatap . 

cents ro:r each two ounoes o~ tJ:tact1on 

liTerJ ~ail is del1Y•red aoon 
a post otfiee in the a1ty or ita 

" special stamp 11 needE!bd er the tam• 
extra. The teee on tirt~t-c:Lasa 

the ~egular postage = u.p to a 
10 cents; over 2 pounds and not rno;re than 10 
20 ; over 10 pounds, 25 oenta. Fo:r 

f1rat•olaas matter the teee tU"$: up to 
l5 centeJ cve:r 2 pounds and not tu()~l than 

centaJ over 10 poundslt 35 cents-



!•&1•tered idail.. The. :re;1at:rJ ' .. r•t•• p:t. ov14ea 
aateguartls tor the t:ranarrd.aato:n ot W'l.l"\'lll!~ .. av 

vt~.luable n:a1l to dcmeatic dtat1:nat1ona, 
able fir•t•, aeotJnd•1 and tbi~-tlata 
L1:estic dtat1nationa 1187 bt 
tee a ~snge all the waf. t~oa ttnta rc:r a 
ation up to $1 fop a fl1000. val\tat1en. 

Air lail. Th•. rat• on dOfrlE~tatic a1r 11 
-- ounee, or b-aetion ihtJWtot. lie otht:t ... ~ ... ua•m 

r-equired • :Packe.iel up to '70 pound a in 
be cax-ried bJ th!a mtuanl, p:rev14tt1 

100 1nohel.t length and s1rth 
mail Jnay be !n1~ed, :rttg1aten41 er 
?.peoisl &.1l'h•Jl1.1l 1tattps aM p:rtt'e:r-a~le ord1naJ7 
ones rr.e::r be Ult4t A1~ n;&ll lfllJ H 4tpoa11td in 
at:roet lettert box, tnail chute, or at tht , 

Fa~otl Ptst 

Fourth•claas ns.1l 1; knQwn popula:rl7 aa tt D&l,oiJ,J. 

It lude r.ercha:ndise, <Hlta.loguoe, bGoka, 

other mailable articles that a:re not 

l1R1 t 70 pounds, and the 11rri t or 
ia 100 ~~ l .. ength and g1l'l'th oorrb1ned:., 

into eight p!.roel ptuat sonea, and the or 
is 

class 

by the so zones • 

l. lette~ or any wr1 ting n'lU!t n&t be 

This would subjtet th• entlrt 

mutt net be 

perrr·1 t has been obtained btow; the 

be tied with a atron.g cord. Tht pe 

8hould tough and of heavy weight. 

or be l.efi:; exposed btoause or tho \,il.ll»iid·l"'~'fl'!> 

uaua.lly a good ple.n to w:rlp the a:rtiolt in 

............. - ....... inaide a 

to tirat• 



bend o~· 

b:t"eak ve•r 
patkap &lhoultl be sta11ped "trag11t, t<t 

~J'd• and fow.-th,..olaae matter, Jit.1l~ui at OX' ;.d.dr•as•d 

to anJ p•st •ttlee in tbt United Statea,·mar b• ina~td 

aga1nat 1~••- %he, t~u!ud.m\m.l amoWl.t ot: inaurau1oe ia $200. . fhe 

tee 1• i¢ up t.o a valuattonJ lOJ tor a valuation up to 

4i\2.1J l6j tOlP t&OJ an4 ao on. UJh, !hea~e tee a are 1n ad.d1 tion 

to the "*IUllll- poata&e. 

fh1.rd• and :totll"th-claat matter and •••led matter ff 

na,r::"<lfa~an D!On$'f•03!'dtr otf:ttUtl ef the Unit•d Statet • 

The ~~l!IN..~.fl(.~~.~ aJ~t'funt •oll4H,t:tble on a a.1ngle article 11 tsoo. 
:rates to,r l!fllrcel East: 

D1ate.noe P. 1. J-lt. n ... ound ' . ..':1. ,£ SO m!lea r~ 
160 8 
1·00 9 
100 10 

1000 ll 
1400 12 
1800 14 
lSOO or l'110r•e 15 

7V 



lt 'rO· lear-n a dea1x-ab·lo ttle phone teohn1q ue. 

s.* lo ltu11.•a ~ t)'ptul and art.Jlttl o:t •· 

~. to leam 'how to raake ditter-tnt kin4a ot call•• 

fe.leph•:Lng ~anks aeoond 1n tM<ttwD07 •o•a• 

ta:rial du.t1ea. 1 A largt pell"ttnt•g• ot the ho••• in United. 

oonta!.n ttlephcnea. C•i-'tainlJ· th1a culmt~on•pl&t<t 

in~ttr~ent 1.1 well known to all, yot thert art 

wh1eh go to ~P a 4eeirable te•hn1q•• or 
kl\Olftl 01' ar-t n~>t aaed IJ 

~ho fol.low1ns IUlte~ial 1• p!"fu~tnte4 

it lend& itealt espeoia.lli well to 

p t addi t1ona l 

l.ooal telephone ·tO~rtp&UJ ro:r claaa :report• 

A v1a1t to the l·teal otfiee would be of 

Telephone ttlc;.utte 
1. Voi4t elta~, low•pltohed, 
e. c C'Ul'ti 11 1h a.ntwtn•·ing ver}' iJrporta.n t 

\?t conaiders.tt ot cptrator 
44 Should not re•:ring oporrttor 

ahe not answe:r• 

'S .. 
Hupe.vt SOPtllt 

fP.~!&}J t1~e,, (Chicago~ 

1f 

{ 



5• If nuntbe:f' enda in thr-ee M:roa, 
t1ve thoues.nd 

I • name of tiN in s.ruawe~ing 

o. ftaoalling ope11a tor 

The 
l· 
I. 
&. 

n•c•••ary to att~act 
atie~ :plao1ns a oall,. W~ove hook 
dOWll. 

dial tol&phont 
opepate:r 

~he d1al tone a ateadJ hum 
!Utep Heo! ver <ltt book 41al :n'l:illli''I!'Wilt'P• 

olockwlse direction 
at dial ro1nu~l!'l to OP1s1na1 poa1 tion 
Aftel' dialing a rinsing signal••&tl 
bu.l&ing sound~·1ndicat1ng that 
ringing 
It line ie buay, the buay aipal: a 
DU.t.l•bUIZ..,.bU.IZ 

:tncotr:1ng calla 
l. • An. ••. er. ea.ll pr. ·.om.': . ptl7 and p.l· ea1antl7 a. Do not aa~ ~hellon 1f in an 
I~ Intorm;a t1 on g1 v•a flve:r telt phone . 

contir»1ed 1t iltllportnnt 
'" Have pencil and pape:r handJI do not 

caller wa1 ting while you. get 

:P ~ lnto~l'f:~t. ti on 
It tt'Uilbe:r ttannot be round, IS ll <nVI 
mat1on and give nawe and address, 
kaew.n. Uaually the addPtaa alone 

G. Lcng D1etanee 
l· f!t~taticn to station calli 

a, Caller willing to speak to anyone 
ll>• leaa expena1vt than ~raonrtO•Pftl!*IUJn 

2. .PetttOZl•to•pel'lilon calls 
a. connection with a pt~rticul&r 
b • f~xpenee grea tel:t than to:r 

H. Appointment cttlla 
l,. Definite ti:n~e for o 
a. Operato:t- gtts party 
3,. R& te s aa.:rnt a a fott n•~r'1IIIIU"H'l 

" 



1. To learn the typea ot telegr~aph1c 1.1eeaages 

a. To learn to write a tel•sP"-Ph oorrsctl·lt 

i'elepaph1e t01n!un1oat1ont are sent by w1rth• Only a 

ar-e HqutJr~ed to Mn4 a message ~om New lt:rk to 

P:P~anoiaeo, whereas aev:et"'a1 4aJ& at*'e nee<!ed to send a. 

letto:r. The~ ape two la:ttge telegraph eo~rJpanies in thil 

an off1oe 1n praot1ea.lly eveP7 aeoond or t1Pet olaaa 

eitJ thl'oughout the aountrJ• !he aeaaage to be tele,pa.phed 

telephoned to the tele~aph otf1ee1 and tht ehaPce 

will be ••«• on the tt•xt telephone b1ll. 

Outline tor at\tdJ~ 

!ele~J*&phlo o~un1eat1ona 
1.. S.nt· l:rr wi~ 
s. York to San FranciloO in less th-.n 30 m1n• 
s. !elegraaa ••phaaiae the .1mpo:rtanae of meaaapt 
i. t4eat•rn Union and Postal fel•sr•Ph tht lar-gest 
s. '''"'-1•• may 'be telephoned to telegPaph. otf'iee 
e. Bu.a1nesa orr1cea lli!&J have call box•• whieh, 

when vung in, ~•sister at telesraph ot:rio• 
7. By arJtan&e••nta. p:rlvate telegaph linea llhaJ be 

eata})llahed ~•tween distant offleea·-thua epeed 
and aoouraor 

B. Undl of teleg-aphic eommun1·cat1ona 
1. Telegreun 

a. Full :rate me e sage a which •~•i be sent at anJ 
hou~ or the d~J o~ ni1ht 

b. Plain language, eode, o~ cipher mar be used 
,_ J,.in~ ohar·ge to:r ten worda 
d. In case• whe:r:-e more than one signatm-e ia 

used, auoh as James Scott and. Arthw Brown, 
all exeept the la1t oignature charged tor 

•· 10 charge tor tam1ly signatures 
t. Deseriptive· word.s added to a e1gns.ture are 

charged, as; fre s1dent, !ttEuasurer 



c. 

I• Cede wo!tda tba' are not 41ot1onaPJ wo~4• 
are eharaed. 01:1 a baa1a, ot .tiv• lttt•r·• 
\0 a WGM 

h. ID. o1pber •••••••• chargee I.H ~aade oa 
tba bAte! I Of tl VII l•ttt,n.•• to a WOl'd 

1. It oipb.er OOilta1na t1au.-a, eaah t'lgure 
La eh&P&e4 •• a woJ'd, 

a. :oar letter• 
•• tons •••••ae• tha' r.1eed r10t be ltJl'lt and 

4el1vere4 1n abort tim.e 
Jt. Ooet ot 4&J lette:. ot tittr worda is one 

*D4 one-halt tlJ»ea t.bllt to,- * ten wo~ 
telepG 

•• Jiil11aua rate tor da7 letta!'a on t1ftJ wo•d• 
4. Telepaaa gtwn pNtt,renoe cv•r «•1 le't;ter• 

a. llsht •••ata 
a. aqu1val.ent "t;o telear•~• but. tttnt n1p:t 

11 

b. Actletpted at an7 tla:e be tore 2 & •tilt, to ll• 
dAltYeNd oa the JIOJtn1na ot tb$ next da7 

e. Jtattut lewe~t than tor tel•pua and c!a.J letter I 
4. :r.aa'& e&petia1ve aeane ot aendlnc ahOl:'t ••••ae 

•·• ILP,t l•tte:re 
a.· Ch.eaptufti te1e~phlo ""lee--lnexpenalv• 

aubat1t\lte tffl! aa1l 
b• n· tt.e up tO 8 .&•lm" anti de11Yt:J!'e4 M. 

t:tornlns o.t ~xt bwain••• <Ua,J 
•• Celt one-tltth that fOl'' telepa•~• 

~-~ point• to lalow 
lt !;he ol'*d.e~ ... P"~t backlit ~aJ' be s1ven•-obaJtp 

omt-htllt :reaulaP pate 
e. The ol'der •nport deliv•~J" l18J be s1ven-·••ll 

ext•• eba~p · 
a. sen4el"' •u•~ keep ln ra1D4 d1tte~ent t1n,,e sonea 
•• feleVe.M be tmnt to ptuu:tenge~s on trains 



Cable R•dio Se~v1ee 

Thtee 1e:rvloea are tul'ntshed bi both the f'oatal 

and e\ern 1Jn1on fele,ptaph Qompaniel. eount:tng ot 

woJ-4a 1n these meelulgea ditrert soxr~ewhat r:rott the counting 

1n ttlegt-aJ~a. · All word• cableva~a, including IUldreta 

an4 t1ana•~·i1' a.e tounte4 and wcx-41 oonta1n1Dg ove~ titteen 

letter-1 a:n OOVllted at tht rate of' fifteen letters to a word. 

f.b.e:re &l'e aev•J:~ tJpet or cable and :t-Q<i1o terv1oee. h1ghez-

oha:r:-c• la ·Jr.tade fOJ9 tho n:o:rt rap1d aervioe.. it.& 1n tele~Jf&Ph 

a·e~v·ioe, n1gh.t lette:rs may eent at a much rcnluced rate. 

atat1ont, botween ahipa-· tron1 airplanes to s:round etetions., 

tr~ eountPJ Ia eeuntJ~y, and to:r any type or ootmtunfoation 

·s.t there a:re etat1ona equipped to aend and receive the mea• 

aa1ea,,. Cabl«~tgrQ& are tent by means ot aub1r:arine cable• 

betwottn countrie1 aepavated b7 lar-ge boditta of water. 

•• 



Pil.ING 

l. f0 aequaint tht student ·wtth th• :anore 1ttportant 
ruJ.ea for a.lphabatio 1.nd.ex1ng. 

I. To lG!i'.Ml the d1ffox-ent t~pea ot tiling .. 

3. To 1t:reaa the need tor a sratt~uttat:to keeping or 
all valuable papers belonging to an individual 
a a well aa thoae in the buaineaa ottioe. 

EverT pe~1on who keeps a personal tile and EJV$lPJ' 

••el;l'etaPJ or stenographer should have somt 1ntorrnat1on. oon• 

cernJ.ns the subj•ot or tiling. A good tiling systtnr1 is 

1nd1a.pens1blt in an ottiee becauet all business recorda muat 

be kept ao th~;'t they may be round without delay wh.en thtJ 

are needed. Piling is a ayattlfl or p~ope:rly elaesifying all 

bueineaa data ana recorda and placing theur· :tn their p:roper 

plaotut. 

There &J'e roUP methods O·t tiling: alphabetic, numeric, 

geog~aphio, and lJUb~ect.. The alphabetic SJstem 1a ¥t;ore 1m• 
'.,. 

po:rtant .for the avel!'age student than the others becuauee thia 

metliod is ua,ed to ~~ extent in all otfl$ee s.nd in the 

filing ot personal pape:re, while the othtr •J•ttl'fll a~e appli• 

cable to apeeial tJpet ot bua1ntasea only. 

The proaese ot alphabet1a1ng 1·• p:rel1Jninary to e.ottutl 

t1l1ng, If a rr1stake is made in alphabetizing a letter, it 

may be tiled 1nprope~lJ and thua beaorM&it loet. OnlJ the more 

oon:~':jon rules tor al!.~habeti~ing will be studied in this unit. 



Rulea toll f1l1ns4 

1. f1'tanepoae the nstt:ea of individuals, oon1idering the 
•~tUil~J.e til'*et, then the given nau~~e, end t'inally 
the middle 1n1t1al if any. 

Blaekington, Hen~y J 

2. A~•ange all mate~il.l in A.•Z aequeno• of lettere to 
the la1t latte:r of the iteni, cona1der1ng eaeb word 
ae pap,t.telJ'., 

Abbot, A'bb·ett, Abott, etc .. 

I• larnea er ttrme, corporat:io:ns, and institutions are 
1ndex&ci as w:ritttn, exeept where theJ inolude the 
tull natr~ea of individuals, 1n wh1oh cause the •urnaJ:,ta 
a~t considered f1rat 1 then the gi:ven na~r·e o:r initial,. 
and th• re~ainder or title. 

., 

John J. Harz-ia and cosnpany· :tu.trr1a, J'ohn J. ae oo. 
W:llbuJt Stationery Company l'bttt- Stationer-y Compan7 

'' n 

4. Parta or na••• Which a:re onm~1tted :ln indexing -.nd filings 

A.. The a~t1cle ''the" :!.s d1sx-egarded, unless 1t 
· ocours in a to~ei nattle, when it 11 indexed 
as llfrltten. !t ".he" 1a a part of a nan:•• 1t 
11 plated in papentheaea. It it 1s tho t1:rat 
word or a do:rrreatie ne.we~ it 11 plaeed 1n pax-en• 
thaa·tus and at the end. 

Grant & K1n.srnan the Jewelera 
(}~ant at l:insxnan (the) Jewelers 

~ OPant at Kinunan Jewel.r'y co. 
Gx-·ant at Kinsman Jewe llrJ Co. (the) 

a. Phraa«ut suoh aa Dept. ot, :BoeXtd ot, ete, 
applied to the tederal governrr1tnt and to state 
and ll'tU11Cipa.l governmenta, are plaetd in pax-e:n
theus af'ter the word-a they 1'10ditr and are dis• 
:regat-ded 1n indexing. 

Depa~tJ\ent ot Health Htulllltb (Depn~trs·~ent of) 

c. Apostrophe • ( 1s) 1nd1o 
l1 n·ot oona1de:red. 

oaae 

l)'odd •· a .Book Shop before Dodd, 
if I 1.1111 I I ... -

ladelein& Slade, ),abel Hurley, 
eeot-eta:rial T:raip;~s' ( Chioago: Ginn tf: 



D-. AlW1.71 .abbreviate E;11q., Jr.~ sx-., );,r., lr!.x-a., 
~nd do not oona14e:r tbeae t1tlea 1n f':tling. 
:&aq. and • ahou.ld uatd only in cor:rea• 
pondence••lettera, envelopes, and atenoile·
neveP on other :records. 

6· Parte ot nam•• which ax-e Included in indtx1ng and 
tiling ar-e the tolltw1ng: 

A. t'tld., he., C.hl, 1 son, B~oa., ~f'g.- 1 and oorp. 
11.Pe ooaa14er•d and when abbreviated a:re tr-eated 
a·a thou&b spelled in tu.ll* 

a. 8 apoatrophe (af) ie tonaido:t'od. 

e. StU-n&MI or other narnea when u.sed alone preoede the 
eaae na»Jtt having 1nit1ale o~ given namea. 

8. H;JPbenated tift~ natnes are treated aa tepa:rate wo:rd.1 1 
'but othel- hJphenated wo~.a a::-e tpeated aa it the~y 
•••• one w~. 

Q1l•O.Mat1e Heatin& f.lOJrtp&.nJ 
Oillu1at1• Company 

~1oe-l1st, px-ice•t1oket1 trade-mark aa one eaeh. 

9, Jamee besinning with numerals are al~habet11ed as 
thcu(ih the n.Ulfl•·!-ale were spelled 1n tull. 

10. l·b•a be ... g1.nni. ng w1 th };.ae. # ke.· 1 or )!, ' .. are usuall'f anange·4 
tor t111ng in. the aame o~der- aa theJ are apelled. 
Xn a:olle •r•t••• of t1l1n,;, tho lo na•ee ar• 1n a 
speo1.al t1le bttOI'11J the lA. 

11. In general• abbJ'eY1ationa are treated aa if they were 
.a~lled out 1n .tull. Thue, Jl%t., !t., and Ft., 
atJ• •lphabetilitd •• Jiount, Saint, and Port. 

11. l!fl.ti·•• ot un1vera1t1ea containing atete or eit7 na,es 
a:re indexed un<le:r- the name of the loealitJ• 

!rtXIUI1 Un1VItt1:1 tJ Ot 

l3·~ Chu.roh names are tiled aooopdins to the wa7 natr•• 
ap .. ara •. 
tne Ch~ch or the Tranttiguration 
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l. To learn to till out propel."l'J the n~o:re comrron 
bualneea papera-

s.- to aoqu1re iaporte.nt intorBtatior,, concerning 
bua1neaa papers. 

1,. Tc acqu.lre an appreciation of the 1:r1portanoe ct 
u•tna great care in the h.andling or legal paper•• 

!he:re 1a pr-obably no unit in thia ent1rse course ot 

tnore 1.~tlpOPtance to tho tuture PJ¥to~1c•n citizen than this Ollt. 

IV8rJOne bae certain financial duties.. lost persons at eome 

time have ooeaaior1 to sign or handle ltgal papti-'1• The 1m• 

pGrtanca of knowing how to write a cheek or or knowing what 

kind ot endoraetr:ent to use cenr ot be ov<tn:-·estimated-. The 

~to:re teekn1cal legal ~to:rma should not be atudied 1n detail. 

Student• should have opportunity to becC~r.t quite t8lfJ.il•:r 

with oheokl espec1allJ• Cheoks should be written in olasa 

1n orde:r th.at all pupils may lea:rn the· p:rope:r technique. 

E;f;r.~phaais thould bo placed on the pr~~ptnesa or cashing cheoka. 

The W:*ite~ believes that very little time thould be 

a1ven to buainees papers cthe~ than ch•eks and notes. The 

mo~e teohn1cu•l toPrn• will :meatn little to h1gh aohool pupils. 

~:t:~pha.al.e should 

1ng d1acu.eeion 11 b:r1et thould 

texts. The tollow

IU,pplttrltnted. by ola sa 



Cheoka 

A cbtok 11 an OJ'der 4ir-eet1ng a bank in whioh one hae 

fun4s OD. .ciepea1.t to par a a~citie~ aUJ1 ot •on•J to a p&JfUil 

wh.o 11 na•ed OP tthetawilt 1nd1eated in the oheok. Cheoka 

ape lltuallJ' w:t-1iten on the .conventional foraua auppl1e4 try 

the eaak-.. ~eat care lhould b• taken in t1ll1na out a cheok,. 

•• that thttre w1ll be less ehanoe ot altfJrration. The t1gu:rea 

should bea1a cleat to the dol.la:r sign and the amount wrltttn 

in words .nould begin eloae to the lett aide or the paP4):r •. 

Checka aho.uld neve;r be endo.reed antil they $an be presented 

fOr* parment. !'his is especially true if a blank endo:raement 

hae .. been used, beoauee an~ one t1ncd1na; auoh a. eheok 'o·uld tUUJ.h 

tt. Banks rteOimlettd the tollowing praetitet in w~1t1ng eheoksJ 5 

Do :not aian 'blank ohecka. 
Alwaya make out your eh•oks in ink. 
WP1k oloae u.p to the lett en eaoh line. 
~aw a line through all unuaed apaoe. 
Avoid tlout'lsbea. tn wr1t1nc~~~ 
Destror all ehecks spoiled 1n drawing. 
:He vel"' make out ehetks to tfaearer" or "Caeh. ~ 

caeh it• !his 1• done 'bf the holder or the oheok wpiting hit 

name acr,oae the left end ot the cheek. !he nNle should be 

plaeed olote to the end and close to the left edge ot thtt 

p~apl~ ao t.hat IQD'ittOne else can not wr1tt above it. The nui• 

should be writttn identical with that on the race or the ohtok. 

l,t the naJX:,e on the taoe ot t.be oheok 11 1nc o:rrec t li wr1tttn, 

indorse tirst •• the naD'ie and •sa in below t with 

JS 
John R· Gregg and R. p, tua. Sot-elle, .££· cit,, P• -



the OO!'reot indo:rse~tent. !hi 

baok or a ebtek 11 known aa 

ind•• ••••n' lhould. nav•t*' 

to taah the th4nJk, beoauae on~• thia 1rdoraement 

••· IUlJ talb the obeok. If it 1hould be loat 

it to 1011eone e 

bill, he 

1iP, h1• own 

the cheek. For 

he 

indo~•• tt• 

s to give it to 

to the 

., It 

eo~ul4 eatth it but ••• It 

, 

lt tc~ the ~uk tol.' depeait ahould 1ndorae it: 

1 t ia 'h• r1~st }Ia tional Bank,'* and 

Ctr:tit1ed. checka 

hie naJrJe 

A eert1t1ed oheok is •aa1e:ra to eaah 

ohtok. 

oh.eck an4 take a it to hie bank, 

ata~:~ps the word r«ee:rt1tied~ 

across the t'tUlU!t ·or the eh•ok. 

t.JlO'Ul!lt oalltd ror

wo:rda Dub'bP'IC ta 

B:lnce paptJent 

aeJtt1t1ed check 

unknown. 

write a 

oaahier 

ct 

MJ• 

b7 a 

ru.ll 

in• 

givtn 

one 11 not 



DPatta 

1 •~•aert1al dr-aft !a a tor•· o:r tent through 

a ban.k t•c~:: one per a on to another, a ceJ-tai:n 

a\'11 of •• •1 -· paid to the pt~aon in the d~att. A 

llJa.nk batt !a an e~der or one bank drawn upon 

directing tho pa,..ent or n~onef to a apec1t1ed ~art a 

are ot two k1tu!s--titr;:e drarta and a1ght tb-atta, !'b¥• d~afte 

•~'• paiable at eo.e tutu.x-e t1n.e, wh1le litr~t d:t"atta Dl'·e pa'f• 

aole on presentation. 

DJ-:afta are used t~equentlJ tor collection purposes. 

a dpett. ihroucn hia bank on •·.r. srr.ith. 

1t to • &li'lh to'r eo.llect1on, and when 

••nt·J would. be plaoed to the credit of 

'l~he prea•nt 

aaoopte4 it the 

• Jonee. Thia eav•• 

time aad usually one is ltore 

par the money to a collector. 

to accept • drart 

Plian1seorlf· 1~1 ote • 

A proa-11asory note is a written pron1iae to to 

to 

anotheP person a atatect awn of JM:lne)' a apea1t1ed t1Jne. 

The one ·who signa or J>:romi ae • to par note ia cal the 

maker, and the one to whom tht r;.ote 11 le 11 

"llhen two o:r 110:re persona joi:ut 11 11 n()te, it is led. 

a joint notes is l't 

A note is u1ual.ly ou.t ror 

• 

• 

it 



noite because it 11 due whenever payrr.ent 1a dealanded. If 

the note ia to in te:re at, wo:rd.1 ., w1 th 1n tere at tt 

w:r1tten or pr1xtt•d in nott are neee "' theae 

1nttr. 

:r-una atttu-- of 

collee 

Reoe1pte 

only note 

:receipt 1a a WPi tten aokno'~>vledpent of rr,oney !"e• 

oe1ved1 · e;r ot good a del:lYe:re.d, o~ for an}T other transae t1on 

tor whioh 1t 11 desirable to have written evidence\\! r:~efort 

90 

a1;n1ng lf&ce1pt;, one ahould :read ear•tully to see t ther'e 

ian' t aomething }:'Jrinted on the to~~ ths t he doe an • t 

about. Reoe1pta should be kopt tor t st a year ae 

a:re the legs,l evidence that JOU have rtet your obliga• 

tion&.. I'N:rrone lheuld. have 

t1le·4 •••1• 
file in whioh s:ueh paper1 ean 



v 

I~>DJUfTl· 

l. To help the student make an an<~lysis ot hia 
peraon•l1tJ eo tht~t be :realize hia p:roblel!t-. 

!e hc!llp the studlent blp:rove his peraonalitJ• 

!e ltu:~rn a desirable code or ethic a tor the otfioe • 

lfo erctphasize the need :ro:r physical fitness and 
t.:e ltutrn h.a,,. to be phye1eallJ tit. 

lfe lee:pn how to appl-y tor a pos1 t1on. 

To make the .atudent conscious thtit personal 
tactore are just •a iJJtportant to hia1 as text
book leu1.rning. 

Eduoato:ra ax-e rrore in sgttfu,tfl,ent than ever before tha.t 

a ce,.tain asount or payohology 1s irt:portan t ro:r all atudenta. 

A thorough und&rat~nd1ng of pe:raonal1t~ and it meana tc 

th others.. These unite 

ahould be taught in such a Wtl.J as to rmtet the actual pro

blems or the pupil•~ .It is not the write~'a intention to 

•·•ke thia a c la1us in psJcholou·; the theory should left 

h4·& conpleted theae following 

units, should teel thiJ,t 

t 11 

better able to ttH!I.toh 'Wits th or 



1. '!~o etl.able pupila to en.l'tich their pe.tteonali ties 
bJ ltUd.Jing the desi.rt.ble and undesirable 
t:ra1ta or personality and bJ analyl1ng their 
own pe:rtonal1 tie e. 

It rc tlfJ.plaaa1ae the need tor 4ea1rable pe:reonal1tJ 
trt.1ta not only beeau.$• or their importance 
in helping one be aueo.,saful in his wo:rk, but 
a ~lao because ot the1:r influence on one' a pe~y .. .,. 
sm1al hAppiness. 

ll;,apy &B!.ploye;pa o oneider pe:raonali t:r trai te or rr:ore 

importance to the eeoretarial position than the »·teohaniaal 

skilll·• !h•:v do not JD.ean that we rrar diapensa with akille, 

but that lk1lla ••J be qu1eklJ le&rned. while 

aometh1na that oaxu::tot be acquired bJ 11e:rell studying about 

them tGr a ·aho!'t til'e. Jw,ueh tiJrte and thought sru1t be given 

to brims about the 8light~est adjuatJ:ent. This 1a be• 

caus• ot the 1'\&.r.tJ fao tors whieh influence 

because many tirres the individual never beco:rtea .tnfa:re ot the 

p~oblfiJj Ol"' does not know how to chanse the situation. Th1a 

lite 1a becon1ng to h1D 

tr-aveling thrcnllgh the aen1o:r high school level. 

Ol'l 

be uatd •• a help in n 

student ahould 

thia 11 done 
I· 't ' pt tl '¥W'' 

See b1bl1ographJ· tor Chapter V • 

is 

t wh1oh 

* 
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prot1tablJ have peraonal oonterencea with students, gaining 

the1_r. contidence and helping then~ to find solut1ona to their 

proble~r~.a·,. Once the problew 1e appa:r-ent the solution will 

be n:uch eatieP. The teacher ahou.ld at all ti~ree enoouttage 

atu.denta to a&ek and fl\a1nta1n high 1dtala beoauae aa th1a is 

done du:rlng ad.oleacence the ohanoee a~e ~tiUOh g:rcnltctr tor high• 

•u.al1tr busintu.ts dealings leter. 

!he followiDg list of tra1ta is the result of a study 

made to asoelt"tain, lt possible, the most desirable trs1ts 

tor • acun."etar:J to have. The forty•tive traits are lieted 

in the OJ'Ider or trequenc.ry: l 

aeovacr men:orJ cm-ioaitJ 
Peapcnl1blenesa p011e toroetullneas 
deptndabll1t7 aelt•oont14enoe to:ree18ht 
intelligence graoicu.anesa thoughttulnet~a 
oourtea., hone1t7 thorou.ghneaa 
1n1t!ative health w1J.l1ngness 
judpaent 1ndustr1ousnesa 1nodeaty (.t4ot oonce1 t) 
tact executive ab1l1 ty origins. 11 ty 
pleaaantneas loyalty pat1enoe 
personal appearance pleasant voio.e resouroetulneaa 
interest in wot-k o:rde:rl1neaa aelt-oontrol 
speed grooming veraat1lity 
adaptab1l1tJ alertness fairness 
bua1neaa likeneae drive self-respect 
neatntuua awlbiti.on aenae or hun.tor 

pron,ptneas 
good breeding 
d.1acr1m1na tion 

1 

supplerr.~en ta~y list 

education 
cheerf'ul:ness 
discretion 

oona1derat1on 
as1 onal ak1l.l 

,;rohn R• Gregg, ltup&t'*t l:' • So:relle 
sec~• tarisl f~rf.tC tioe, (Chi as go: 
I;si i ~ · P. '1 • 



In ter~na ot the li1t ot trs1te 1 the tollowing are 

ane.lJaiet 

1. All X olean 1n :nry pe:raonal habi t~J1' 
2. l a•at tx-1m 1n ay sppearance? 
3. Ha.Yt l wpleaaant manner1ama? 
'· ! interested in ? 
5. .Do I appttt\~r rttode unaeemning? 
e., I vacttul? 
7. .AJt X abounding 1n good health and 
a. .Aa l: ool.U'teoua and thoughtf'ul 11l 
9. Do I have and Ule eorr~~iOn aense? 

lO. Do .I t.al.k tao much? 
ll. J)o I stick to the d1t:f'1cult job or ~.~, I 

eae1ly d1•coUJ-age4'f 
.12. Am I open xninded and w1ll1.ng to eons1der-

eug;eat1ona and to le.am f~on, others! 
l:S.. AJn I cheerful in r!IJ rel~tions 
1•· I a~bitioua and do I at~1Ye to 
1,5. no I have a de type of ... ,. .... _.~ ......... 
11. Do .I always oontr''Ol m7 te~r~per? 
l7.- Do I or othe~e tor personal 

sainT 
18. .l~n I entirely le~l 



1. *t''O leam tactorte wh1oh so to up a deat:rable 
tOde ot ethioe to:t• a atenos~aphe:r. 

I, tmpb.aa1•• tr:oae thir1go not uaually 
te%t•booka whioh a:re blportant to the auooeu•• 
o~ &nJOne ~uet wo:pk ~~ 

I\ 1• a aene:PallJ aaoepted t•ct tod.&':f thnt there aN 

aanJ thine• d1:No.tl.J :peapona1ble tor the ln.accees ot a •ten• 

op1.phep otheP than just kru.·1w1ns how to do the woz.k. l'ea.aue 

a atenop•phetr 1a with atrt.npra as well •• th 

the Pegt.ala:P pe~sonnel or ott1oe, it ia it that 

the taetO!fl c01~"onl7 cu::m.aidered unitrportant 

d1 vi&eruta ot •n• Wl'otl8 kind. · 

!1\t:re le p~obably nothing in thia unit which wtll 

aOUD.4 new 'o anJ student,. ~et Xt oat atudents no 

••rioua thoupt to a ~r-eonal applloe.t1on. Ther-e 1a ••ter1al 

here to~ s.uh •t1ng d1aouaa1on. J:to not put th1t unit 

into the atndent• • hand• just tor h!a M$d1ng1 but :r-ather 

a pend 

hO~W th8J 

t~ d1aouaa1ns 

It th• otrtoe open1 e 2 ~o. 
be to go to e~ 
t5130,. lbou:td ft.Ot be twrb 
a.t 512& .. 
lOOk up 
spelled l! 
think. 

th1r*·£ 
It's nard 
an)· one' 1 .. 



.A~~b1 tioua zr:en th1rtk nothi•.•.· ... ~ 
stPle otten put u.p an awful. 
wo~k 1a u.aually the l'tO&t 111:&Jl,•~••l•' 
O·e'!aa1o»allJ· quite ne 
h;r:aU>rlt.l tel• ph one o ell. • 
ttw and tar betwe•n• 

6. , :Nevelt to:r:;t the hab1 t or v1a1 t 

18. 

tt 11 cluusJ to tind peopl.e whee 
The cheWJ•&ing•song br" bn•q• 
im• ottiea J u.a• a e oux-t•••• ,.,, 
Re~ne~t;l:u.e:r th'- t the p:roteaaion•l .lll!lli .... ~,.,.-.. 
m#Jke•Up itl publiCi WhJ llUtVtl;tl tr$11l\l~l.:tl*l~l-
r•tc~U~lbe:t- that natUPal eolG~t 

AliO 
l• 

'h•~ art1t1o1al one$, 
Don 1 t t)~pe letters with lt••1r ~:tii:Bt~~~~ 
brain 1 know wh.a t thtJ a:re "'*"' 
Jri&J 'be eo:r:rected. 
It goea without saJ1ng that 
Jtake a good irnpret~sion 11 
as attractive as poaaibl•• 
Keep in wd.nd t the al;;illD~~-~~•• 

• •t•k•• 
to 

ot·tto• eJCiphaaise nea tne ••~r•a~II·,••,•~~~'IJ 
trueivenesa; a tlaahJ o:r 
p:rovt diaaat:rous. 
A~v.o1d exce sa! ve jtw·&l:t'J 
~alk w1 th a wttll xr~odulatt4 
auah. too, a 
nsa~ile and the worlet a•,1lea w 
adase• it 11 sti true~ 
It JOU Jnake a n,1stake, 
apo!'t; do not t sonie on• 
errro:r. 
The wasteful apen4a 
1nttH"View1ng tor new poa1t1ona. 
workefiie are wn • 

Df>t talk toe 
torBJ. 

a an old 

a goOd 
tOP JGtl!' 

Keep materials neatly a:rranat41 roup deek , __ 
olean. There is an old aaJl.rtl te . . t; a 
good houselteepe:t~t "has a f:Laa:tt tlf'iP •••,JtmiDIJ and 
eYe:rrthing 1n 1 ts plaee ~ ·· . 
Be oone14erate or the new of otfice fo:roe, 
Rell~nribev, JOU were ve:rJ lt 
rou 1tarted. 
Do not favors 
to all e the 

are 
11 a dreaded dimesee•-mc-• 

Take pride 
thie job 
let te:r o al"el• 
aent baok beonuae 

; 1t. 
ui want 

a 
wo:rk 



Have ; tr~ to .rind ~nore 70~ job 
than the othefi a know. 
DO:tl

1 
t atrt.id r1bbona, out stencile, 

01r dO Other tOil JOU:r hsn.ds-•they· 
W1ll • 

SOB~e one ha 1 wr1 t ten th1 s ; *' 

"It I 

n.oney 1 soW~ething mo~ than even experience•• I'd get the 

aasuranoe tha.t comes ft'on doing a thing woll, the treedoJn 

tna.t ia the reward for achieve!'~ent. I would have a goal 

l would find out how 1nttP• 

est1ng1 how dO'Nn:right exo1 ting. modern buaineaa can • " 

* f~olJl'l"ee unknown,. 



PHYSICAL 

1. To teaeh the pupil th• 1mpo:rtant factors ot 
phya1cal fitneaa-

2. To teach what dette:Mtd.nea phJsia~tl fitneas aa 
1t is affected by the office. 

•uoh cr the etfioi•ney of' the orf~1ce force de"pends 

upon the phJ·aioal fitness ot the woJ?kera.- Unleat1 the sten• 

og:rapher 1• ~nentally ll not be ftblG to oopfei w1 th 

Irl~tn} $1 tua tiona the d-'lJ which detnand •ceuracr ~ quick 

deo1•1ora, and speed. ~rhe raetora which make fo:r physical 

fi tne 11 •~aJ be cona1der$d und.e:r two heads: arrangen:en t or 
th.o offiee equiprt!ent and ee.re of the body. 'rhe tollt'nvins 

outline touche& onlll the s~.taoe or this subject. The tee.ehe:r 

:tn&J spend l"iUCh additional time on it 1t ahe desires. Jueh 

m.& te~:tal 1• available in anJ achool l1brax-~. 

t~. APrangernent of cff'iee equiJ:;n,ent. 

1. Place desk so s.s to gtt the benotit or nat~al light. 
J1,rt1t1oial l1ght should be used on when neees.sary. 

2.. A,rrange tiling equipttHi)nt, J'J&.oh1nes1 ete • ao that 
walking 1e :reduced to a n~in1mUJt·. A sy atttWJr·f~ tie 
a.~r&ngeJnent ot tools Jtultkes ror greater etficienor .. 

a. Uee adjuatable ehairs or have tables the proper 
height. Both teet ahould z-est squarely on the tlcu::>:r 
and the typist' • position should ptrrrit elbows 
to be alight l'Y lower thll.n the typew:ri ter keJbOetX'd 
and on a level th the desk • 

:e. CaJte or the body. 

or lt. Proper poett1re is 
fatigue. The back, 
altmtp when eitt1ng at s. 

t; •'·IY to 
do so lops 



hollow cheat and Pound ehoulde:ra •. The person who 
habitually a1ta oo:rreotl.y not only ftau~l• 
bette:r, but appeu:ltr& IrlOl"'£ contider1t1 aelt ... •uuJured., 

capable. 
!he office wox-ke:r :tnust well•balanoed lunches. 
HGP ett1oiono:r d.~1ng the ds;y will depend the 
tooo 1he hae eaten to provide that Yital1tJ. Eat 
plenty of rx-u1 ts and vegetable a and a :m1nim·wn or 
x-teh paltr1ea. 
To keep pbys1callJ fit., average adult requires 
at. lea&t eight ho~s ot eeoh night. Thia doee 
not :mean th1~t should deny herself 
all IUitoial plfUl&u:Pee, but the keeping or late hou:rt 
ahoul.d not be the habit. auch 1s the the 
Ptui:ult ia dull sp1~:1ts and ti~ed nerves. 
For the J>eroaon who sits llt a. gre p~u:-t 
of' the ti:rne, reareation 1• ind1spena1ble. luoh €)f' 
:t t should out or doort. ~:wirr:tning~ 
and ttiJnilt·l:r light aports are tin•• At least once a 
week a long hike 1s E,!&pee1all:y benefiei&l. 
1• a ten1e ro:r both body and 1pirit. 

clothing thr.tt is cortor•t3b1e-. rhoee th~,t are 
too tight will result in a sour ten:peri the otf'1oe 
worker owes it to lt wet:.r suitable olot.hing. 
fake oare or the eyee. Gauvd agalnat abuse· ot the 
e7ea. lroor light, lack of• J.lt"Oper the 
er•• 1 and reading too long at a t1a~• are some ot 
the things that should be guarded • Onti 
ehould have hie eyes tested ea.oh yehr. 
Pe:t-aonal olean line sa 1a h1ghl;; in;po:rtunt. f'robablJ 
little need be said about thie taetol", JOt a Job may 
be lost Ol" a bus1nenss dE.u:tl not tr~;:,:.nsa.eted beoauae 
•~one haa neglected. to tollcw the timple :rules ot 
body hygiene. f bret• th bodJ odor a offend 
quleklJ• 

, 

Beautiful teeth are eapec1alJ-y dee1roua1 both in 
mental and phJaioal fitness. ~;oney spent fox- dental 
work 111 a aow:1d 1nveattn(U"lt t::;nd wil.l pay large ret'l.lrnt. 
It trust be ~:rr:•n,be:red that teeth cannot bt beautitu.l 
unlt~UJfl they are ole~·,n; use a tooth brush times 
• day. 

thrive dirty lsJ be su.re your 
hands a!*e o lea:n••ther are your pe:r-aumal repreaenta• 
tives.. , 



To aequs1nt tht) etudent w1 th the aor-l?eet technique 
ot applJt,nc tor a poe1tion by giving hl11 praot1oe in 
writing letttt"l o:t application, ntsJc1ng his own pe:t-sonal 
data ahett,, Ind. bJ d1acuas1ng the 1nany factors that muat 

" be aona1de:rtH:l by the eu.ceeaeful job seeker. 

l'be:re waa a time when a young J:i&n or young woatan 

eould~ upGtl d.eeid.ing that it was tin,,e to get a job, start out 

~4 go frCft plaoe to place until eon:;ething was :round. 'l.h&t 

tinA~ is past; it 1a r1ow necu&IUt&rJ· to EUtipl.OJ all the ak.ill and 

tao t or1e pea"••••• and even then the ranks or uneJaplored are 

overtloll'itlg. 

l.'he ur.t.exp•P1enoed student going to apply for his first 

position ls taokling a big Job. .must iD~J'ress the e~plo7er, 

7et he Jatult not appel,.r egotiat!cal. his lMilnner ot speec.h a.nd 

dvess, hia ab1l1 ty to answer queations, hi a attitude o·oneern• 

1ng his ab:tlitJ to give satisfaot1on, r,eferencea as to ohar• 

aoter, an<l man]/ otbe:r taotox-s will aha~e in determining the 

aueeeaa et the applloant. It the prospeoti?e ot.flce wo:rkeJt 

gaea job h\Ul.ting; ~baed with all availabl• 1ntO:rl1'-t.1on on appl'f• 

1as tor th.e t1rat position,, h• w1ll at leaat have aenje teel1ng 

ot contid:enae &¥1d w1ll not bliruilJ make JrJan:y or the •~:rora that 

nur1e:rou1 jab seekers do xnake. 

ll have 
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coaaaion chu,.ing that pex-104 to applr f:or joba, Pup1la ahould 

wrr1te lette~a ·ot appl1ea.t1on as part ot their class work. 

TheM lett•~• •·•1" be uaed tor olaaa d1sGuea1.on latera. Baa.oh. 

student Ah•ul<! JUke his own pera~aal data sheet.- ):embers or 

the elaaa aaJ p~oeure a.ppl1cat1on blanks· trow m.urne:rou.e 1uduJI

tJ?iee to study, fhea~e blanks !tla.y be d1aeuaaed and oew;:p·ared 

in elaaa and will sel"vt, as tx•ellent elaae work aater1al •. 

S1nee appl1eanta toJ- poa1 tiona uauallJ need to till ln a p~in t• 

ed fOPil, thla 11 good t:t-ainihg. 

\V~1t1ng the lett~u:~ ot Appliea tion 

!be wise me:r·e.hant doe• net walt until the 1eode are 

on hit •helves to pl.an hie aales campaignJ he git'ee thia 1rap0Jh• 

tant plJ·eblea careful attention euarlr·-even bero:re the goods 

have been ordered. so. alao, the p~aot1eal butineas stud•nt 

will not walt until P'a4uation 4•7 befe~e eons14tP1ng hew he 

IULJ best aee~e a position. 

fhe letter of application 1a one or the 1~t~po:-tant f'ao

to:re ia ••eur1ng a position. It your letter is WJJ1tt•n o.n 

the tJpew~iter, the l•ttet- itaelt will ee:rve •• an .1nd1oa'tlion 

ot JO\lti ab1l1 'bJ to u.ae the maeh1nt 1 an41. fol't this :reaaen, e are 

should be taken that the letttl' it well arranged on goOd c;llitll~-

1tJ pape:r, thiat the~• ax-e no •rrora in g:ramrr:ar or apelling, 

that no typing erro~• appear, and that the type 1e olean. 

A letter or appl1oat1on is a sales letter, beoa.1lae the 

W1"1 ter ia atteJr·pting to aelJ. his ae:rv1cea. or cu,·t.u.•ae au.ch a 

letter 1s usuall7 h18blr oc~npet1 t1 ve beeauat marry people Will 



be: appl,-ing tor the aue poa1tionJ thet-etox-e 1t 11 easent1al 

that the applioant pres~ent hi:mtelf in the beat poeeible wa;v. 

One mu.st be ••;peelally eal'-etul not to B!&ke eiattnf,enta tha~ 

a1ght be 1nterrpPeted aa being egot1at1cal. 

The lette:P ahou.ld be bf'1et and should bt aoeorr.pan1ed 

b7 a peraorJ.al <lata sheet rather- than contain such 1nto:M~at1on 

wh1•h lllDdl 1 taelt betteP to outline to~ than to lett,er tGPln ~ 

Plrat, 'ihe app11eant ah•uld at•te theit he wishet to apply tor 

the p,os1t1on. Be lhould oall -.ttention to the personal data 

meet whieb. he 1s entl<>J1ng,. and thould e.ak tol' an inter-view. 

It the applioant dee a not luat tb& per-tonal data aheet, h.• will 

a•od to include the same 1nto:rma ticn in his letter. In either 

caae, he will p:~tobablJ be aaked to fill out a f0%1n&.l appliea tion. 

!he Phetog:raph 

It la 'better to applJ tor a posi t1on in pe:raon, bu.t 

when this 1• not possible the photograph should aocODJpa.ny the 

letter or application and personal data shtet. !he photo

graph should be arr~all, app~ox1Jnately ii x 3 inches, and ahould. 

be attached to the u.pper lett•hand corner of the l•tter o:r 

data sheet. !his picture should not be taken or the appli

cant dr$an1ed in ,e..,en1ng clothea or with excessive make ... up $:r 

jeweltt'J• It Jlhou.ld not be a side view. 

The Inter-view 

The interview 11 rapidly beeor ing the momt 1nipo~tant 

taetor 1n securing a position. Usualli the 1nte:rv1ew will be 

secured through the letter ot application, although it may be 
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aecured by a telephene oonveraation or BOttlel other wa-,. 

The tnr:ploJer will ppcbe.bly aet the time or aak the 

appl1eant what time would b~uat suit h1m. The applicant ah.euld 

be en hand at leetat f'1ve lrlinutea befo:ve the hour tet. It ia 

during these tew mtnatea of waiting that many peJ:~~eona £a11 

to tr.ake a dea1ra.ble u~p:r:-eae1on. It ycu need to we.it, take 

a eeat on one ot the Y1a1 tora • ehairs that &l"e uaualll' platted. 

near the entll'lUU~te to the Otf!ee • De not IPPt.Wl in th$ chair 

OJ' tip the chair en its hind l•1s1 let the teet frtat tlat on 

the tlo~; let the hands tteat on the arma ot the chai:f or 1n 

JOtn- lapJ above «ll1 do not pf>wde:r your nose o:r st:ra1ghten 

JOlU' m.ecktie. 

lhen J'Ott ape oalled .t$o:r the interview, rise and 
walk alertly· forward until you ars w1 thin a tew teet 
or the 1nter\71ewerJ then pause and atand at ease until 
until you are invited to be aeated. at the ett,plo)Jer 
Jn&ke tnt t1rat a.dvanoea and t:r7 to take you:r cue fron, 
hia attitude.a 

Be aure your es:rnpa1gn haa been planned 1n t.dvance. 

Have readJ 4et1n1te intormation rega~ding rour education, 

your prerttioue bueineas experience, references, etc. It }OU 

have secured yow appointment bJ telephone, and h.aye not 

written a letter or application or aent a personal data aheet, 

it 11 good practice to prepare your personal dflta aheet and 

then present it to the errplo7er at the close or during the 

interview. Have 1t neatly typed on good stationery. It no 

opportunitJ arises dltt'ing the 1ntet-v1ew to present the per• 

aonal data shoet, present it at the close. 
I b 2 

Rutus Stickney and Blanche ~\t1okney, Office s.nd. 
sec:reta:r1al ~rainine;, (New York: Prentioe•Hai1, !~3'!1; P• 310. 



On& tla1ng that will vitally atteet your •uet.Hl!Ui'Ht when 

you appear for your inte~view ie the firat 1mp~ese1on whioh 

70u aake, anc!'i it ahoul.d. go without aay1ns th,tt suoh assn 

aa clean linen~ polished shoes, clean tinge~ naila,. well• 

arranged ha1r1 eto • a:re 1mporta.nt. 

letters ot Recorr::rtende.tion 

);fi\nJ ti~lit'HI the one seeking fntploJtr~ent will be asked 

to till out a tot-mal application fo:r a apeo1al position, 

'this for-t'! will. a1ak tor :r•terenoea, and !t rou need tc fill 

out .ua appl1eat1on blank it 1!2.ay be neoessa:rr to submit nam•• 

without til'a'l having an opportunity to atotll'e pe:Mn.1as1on 

104-t 

t:rOftl the J*.raone whose names you have uaed. It th1$ haa been 

the eaee, ••t1tr the• at JOU.:I:' .t1:rat oppoJ-tunity, e-ither by 

telephone O?' bJ l.ettel'. It 1• Jnuob bettep to •ecu.roe perrt'l1sa1on 

bercx-e ut1ac the n~tu:.,. however. 

JAt•e,-s Clf HCO:tlmGndat1on I!AJ be &toured 1n l.dVi.lU"e 

and taken w1th 'the apJ>l1csnt 1 but 1t 1a bette~ to subttit the 

. tu:1mee of pereena y·ou wi•h tor reference•, and let the t~tiplOJ

eJ::t get 1n toueh with the:mJ b&oau•• e~nplQJe:rs usuallr teel 

that the peo(')J!lmendat1on is lfi'Wih a:ro:f'e valuable it made dlreetlJ 

and not tm,ougb. the person seeking tnnplo~•nt. 

IAttters ot :reeomrtendat1cn ar• addreuatd ''To Wllol'l I'b 

~a7 Oono•~" ell- to the 1ntcarv1tnlfev peraOll8llJ• !he latte!' 

JUILJ ia trJoro valuable. 
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Ge_nera l IrlfQraa. ti on; 

:~ue .j •·~·· Anzbodzl Date,. Ju~l 91 19~! ..... 
Add~••• 769 E, ~ialnut Age lS 

Na tionali 'tJ_,__Am_-...,..e_-tt_ic_a....,..n ______ ............... D1:twth Au£!!at 4, 1919 

Bduea't1on; 

Butoh1n$on Senior High School. G:re.duated 1937. 

Hutehtn.•on Junior College. Jl,ttended lfi37-i8., 

~XR&l'ier:u,. % 

Cle:1-ked at Kresa Sto:re ro:r th:rtle llli!!Nillrt. 

Ottlee work to:r llP • 5rr,1 th, 8Wl'1lf!tr ot 19~6. 

lflerk ~~pee1alllz Rr•p~:red t·Or a 

stene.s~aph:y 

Typing 

Si:rriple bookkeeping 

Jr;1meograph1ns 

Retereneea; 

N~. J. P. Gill1lancl1 P'Plneipal, Stn1ol" B1gh School. 

)"is a Ada oannad7, Inst:ruo tor of Enal1ah 

D%'-. K,. S.1 th 

Jiote 1 -rbe peraoaal datil ahttet may val"y according to 
the nee of the incU.:vidual. Other heads w1ay be inaerted 
1:r D.ece&uiG:ry. The photog:.raph ~t1&71 be attached to thia 
sheet4t 
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Stickney, Rutua, a.nd 5t1ekney, Blanche G., Otfioe and 
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Chapter li 

~• trpew:r1t1ng tex.tbook uaed in ·claaa will contain 
sutt1o1ent :rev1ew !'tlaterial. 

Chapter III 

Engl1.ah handbooks whioh a:. available in aoht~ol l1bPar-y. 

Babenr···o·tn., A.·. c.; and liDBfUIIa.l'a.t ~;. J.. En'liah ~n lode:rn 
Btusintuurs.,. Jew 'Y.OJI'kt ~ntice•Ball~ ~03§. -:rn 
eltbeX!ent t:res.txnent or E;n~.;liah meohanioa. Good. 
oa the va~:toua types ot lett&l-lh 

B:rown,.ThOJ'laa Kite., 1!1e Seo:Nttar1'a Deakbook1 Chicago: 
fh$ JOhn c. i¥11n8ion t:loJJJpanJ, lOa!. Part I, pages 
7 to liB are excellent aat•~1al on meohanies and 
oo~:r»tct usage., · 

Hagar, H• A., ~iiilaou,· i• Q,., Hutohinlton, E:. 1 .• , 
fhe En ;1.1sb ot Bu.aines~, Ohioagot Gregg J?'ubl1ah· 
!nl · nr~,9S:&. · l · Piandbook on English Gran:BliAr. 
!N~itton in 11lllple at)·l.e .and VtU?J acaul"ate .. 

R•1P,OJ", .. Ohtt:rl~s G.,. AJ:pl1e4 PUl\ettu~t1on, Chicago: 
The B. •· Rowe CC*ptua.,·, lD!e. ln excellent wo~kbook 
on punctuation. A:r:ranged in l~esena to:r clQea u••• 

So:ttelle~ R. P., Gregg, J. R., A,EJ2l1ed Secretarial 
P:ract1ee, Chieago: The Gregg PuBlishing company, 
;rgs;;. ·section 2, !;~:riting .Etf'eotive English, pages 
84•90,. is well written but briet. 

Chapter IV 

Slade, l • L., Hu:rle y, ·~ H.,. Clippinger", K. li,., 
Beo:reta.:v15.l frai:.A:!n&, Chioaao: Ginn and company, 
lV3i. ii~ tle'xE5ootf Wl'itten to coordinate the wo:rk or 
aeoreta:rial ola~;ttJel with the actual needs and re• 
qui:rtUt1ente or the btutine1s e~urplOJer. E!apec.ial 
good on tiling. 

So!"elle and Gregg, (See u.nde;r Chap tel" III), An excel
lent treat:ment or ott1oe practice to,...1ea. Eapeoially 
1trong on t1ling srste:cr,a. 



lOB 

f:tiokne;y, .Mutua,. and Stiekne7, Blanche, OttiQ~ and. 
Seo:retar1al !l:'a1n1na.~ Jew ~ol'kl iren£iee-Hi'1!, 
1013.. l gooa 'text on the subject of ••ereta:rial 
tJ~~a1n1ni• Contains an interesting aeet1on on 
refenn$e books. and is eapeo1allJ good in Chaptett 10 
on appl~1ng for a position. 

Chapter V 

PQ"ohologJ t·exta wh1eh l'\1.)' he found 1n the 1ohool 
l1b:tta~7 Jii.J be uaed to:r epee1al l*&ports on pe:reonal1t:y. 

file following J'~tting aoaJ.ea are good: 

•Peraon$-l InventorJ" published bJ Halt111ton Republican, 
H.aiYtilton, 1. Y • 

ttPe:raonalitr Sohedulett publiehfbd bJ· the University 
or Chicago ~eas, Ch1cs.s;o,. lllinoia. B7 Thurstone, 

"HaggertJ•Olaon•Wl.okman ~~hav1or Rating Rehedules 11 

publ1ah•d bJ Norld Book cc:~;panJ, !onkera ... on ... HudJon, 
lew Yol*k• and Ch1oago. 

•cha:r-acter•Conduot &elf-Rating Scale tov f:.tudentatt 
fe.,ache:ra· Cellege1 Efr.por1a 1 K:ar:uuae • By Dr. E:. J • Brown. 
This aeal• 1a eapee1all7 g&cd to:r:luse in thia class 
beoa:a.ee 1t 1a exoept1on.allJ· eaa7 to uJtht• 
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