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PREFACE

This book is intended {for teachers and students who wish
to become able to write really creditable and up-to-date busi-
ness letters in a business office in conversational English.

Thete is just one way in which this practical =kill can be
given, and that is by educating the instinct. Use of former
cditions of this back in the classroom for aeveral years past
has clearly proved that it really makes successful letter
writers by giving the business instinct.

For one thing, the form, style, and arrangement of letters
are so presented that the correct style is always before the
student’s eye, and he ahsorhs it almast unennsciously. A thing
that is secn is learned in a mere fraction of the time required

'_%:to master that which is mercly talked about.
Vi Ahowe all, this book affords a success{ul training in Busi-
;nems English Composition by giving the student the business
. peint of view. It cmables him to catch something of the
« spirit of salesmanship in letters, and that develops into an
i enthusiasm that brings practical results in one-balf or one-
@ third the time that they can be obtained by any other method.
Once get the student interested in the composition of lettors
from the salesmanship point of view, and he will develap
instinctively a power of expression that is really surprising.

{Of course,.only a real business man could be expected to
put the element of business instinet and salesmanship into
a textbook, and I think that iz the point in which this bLook
has an advantage over others which have been prepared by
theorists and not by successful practitioners of the art of
doing business by mail.

The language taught in this book is that which a business
man would use in talking to a customer, ng word not natural
in conversation being tolerated. I know of no better way to
teach conversational English.
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How to Do Business By Letter

CHAPTER 1
Using Words So as to Make People Do Things

Business letter writing 15 not a study of forms and usages.
It is rather a study of human nature and “how to use words
s0 as to make people do things.”

If the student catches the idea that letters are talks on
paper which must actually do buosiness, and must be just as
simple, direct, and clear as a business talk, instinct wil] help
greatly to’ malke the mastery of forms and usages easy.

Every young man or wogman who goes into business must
do business, for himself ar for his employer, and much of this
business {to save time and travel) must be done on paper.
The study of business leiter writing should therefore be the
study of business in a nutshell.

But skill comes only by beginning with the simple things—
and most of the letters in this book will be found to be mercly
simple, easy, and natural. - The letter writet who can be
“simple, easy, and natural” on paper is already well on the
high road to success,

Familiar Notes
1
3/4/04,
Mr. Jones: ' ‘

Will you notify the elerks in your department that on and
after Monday next, July 11, this store will close at 5.30 p. m.
instead of at b.44, as in the past, and only three gquarters of
an hour will be allowed at noon-—from 12 to 12.45, or from
12.45 to 1,30,

' A, W, Thorne, Mgr. {58 words)

This short method of writing a date is very appropriate in a note
like this, but should never be used in a regular letter.

?



B HOW TO DO BUSINESS BY LETTER
i

Mowadays “p. m." or "a. m.” in small letters iz preferred, though
capitals are not incorrect. The abbreviation shonld always be used after
the first of a serics of figures indicating howrs, but may be omitted after
other figures in the same conpection.

A period i3 most convenient between figures indicating hours and
tminutes, though a colon is not incorrect, and was once regularly need

2
6/31/08,
Miss Kennedy:

I shall not return to the office until to-morrow. T expeet
to be in from 9 o'clock to 1. Please complete the letters ]
gave you and have them ready for me to look over the first
thing in the morning.

A. W. Thorne. (48 words)

Wotice that “Miss™ i3 not an abbreviation, and iz not followed by
a pericd. “OFclock™ 15 pot written with a capital leller in the middle
of 3 =cntence,

Numbers below ten and round pumbers such as one hundred, one
thonsand, ete, are not uzwally to be written in figures unless inm a
series, In this note 9 and 1 constitute the smaullest possible scries.

3
/31799,
Mr. -Thorne:

Mr. Kelly called this morning at ten o'clock and said he
wished very much to sece you this afternoon. He will czll at
four if possible.

Agnes Kennedy. {36 words)

In business letters we usually write houwrs and minutes in Bgures,
though in sncial letters the written words are more common.  When
& full hour like “ten” is mentioned it may be written with “o’clock™
in full; but if two or more hours are mentioned in succession, the

fignres may be preferred. Do not mix the styles in the same sen-
tence or Ietber,

4
10/3/04.
Miss Kennedy:
I wish you would be 2 little more prompt in the morning,
I noticed that this morning you were not at the office until



