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INTRODUCTORY.

The old-time epistle, with its many pages crossed and
re-crossed, has “‘passed,”” and the brief note or letter
has taken ita place. The telegraph, the ielephone, the
railroad and the touring car, have each helped to bridge
the distance that was, at one time, almost wholly covered
by correspondence, go that a few brief lines now answer,
in the main, for sll written communications of a social
nature, except those between b lover and his lass or a
doting mother and her c¢hild.

But whether we ‘'take onr pen in hand”’ to write
merely a note of invitation, acceptance, or regret; of
eongratulation or condolence; of introduction or recom-
mendation; or, prompted by the demands of love or

. friendship, we fashion our letters after those of our

grandparents, we all feel the importance of an under-
standing of th &7t by ‘wiich we are able to express our
meaning in clear, a.ﬂcurata forceful language, and in a
style that w;ﬁfpj-j;&.s tcs i;he standards of accepted social

gee.

= In Wl‘lt!‘.'ﬂ‘gf w'en Iﬁﬁrb than in speech, is betrayed
ode’s lack of education, In conversation, the awkward
expression, the careless pronunciation, the grammatical
eTror, may pass as a mere ‘‘slip of the tongne,’’ and thus

i

a7



INTRODT'CTORY

be overlooked ; but not in the case of a leiter. A hurried
scrawl, written on ruled paper, perhaps, with errors in
gpelling and in conatroetion, will mark the writer aa
greatly, if not wholly, lacking in edncation and refine-
ment; while, on the other hand, a letter well written as to
penmanship and correct as to diction, on unruled paper
of excellent quality, will at once stamp the writer as of
the ‘‘elect,’’ even though he may not, in reality, possess
the erudition that his letter seems fo evidence,

Too much stress cennot be laid upon the importance
of underatanding this branch of edneation. With the
present facilities for aecquiring this knowledge, it ia
within the poewer of every ambitions persen to learn the
art of correct letter writing, correct in all the essentials—
form, penmanehip, spelling, and constrnetion.

No other branch of our education is more important
than that which teaches nus how to write correctly, for
our written words are the muie, but unmistakable, wit-
nesses of the degree of eduvatipn nhﬂ culturd; that we pos-
sess, Certainly, no other ‘braneHf is mbre worthy of our
close attention and study. In tﬁe fﬁ-HO‘Fﬂ]g studies in

diction, and in ﬂ]ﬁ 1nstructmns na fnrm in the Reference
Department, it is hoped that theé atudent will find such

suggestions as will help him to understand more clearly
than ever before the rules that govern the art of correet
social letter writing.—The Author.



STUDY NUMEER I

New York City, January 1, 1909,
My dear' Caro:

You were very kind to say that you should® be pleased
to have me write to you, and that you would? correct any
errors that I might make. I regard thiz as a golden op- -
poriunity, and I assure you ithat I shail® be greatly
obliged to you if you will comment on my diction, pro and
con.

" 1 arrived in* New York on Saturday, and I am having
a delighiful time. I have already scen many of my old-
time friends, and they are showing me every® ailention.

I do not know if* I shall be able to say snything about
New York that will be of interest, for you have been here
8o many ltimeg that I am sure I can tell you nothing new.

Saturday, I am going with some friends to their country
J 5
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home in" Dobbs Ferry and shall stay until Monday, and
on Sunday we are going® to drive to Sleepy Hollow. T
have long wanted to visit the home ond burial place ﬁf
Washingion Irving and now I am to do so. I wish I was®
able to desecribe to you the magnificent scenery of the
Hudson—the glorious Paligades of the Hudson!—but I
forget that you, too, have had the same opportunity that
I am now having, of seeing these marvelous wonders of
nature. I must tell gou about o gentleman from Georgia,
who'® I kad the pleasure of meeting a few days since. He
told me that he had laid"* awake all night in order fo gee
the Palisades and had then fallen asleep just in time to
miss them.

The days pess very guickly, Ads Ariemus Ward said,
“Time passes; it is ¢ waey that time has.”” It doesn’t
seem pogsible that it i5'? g week to-morrow since I arrived
here. I cannotf tell when I will® relurn to Chicago, as 1
may go abroad next month, In ihe meantime I shall
esteem it @ favor if you will comment on any ervors that

my lelter may contain.
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Hoping to have the pleastre of hearing from you very
soon, I amit

Very devotledly yours @
Catherine.

HNOTES.

1. Dear is properly capitalized only when it begins
the salntation; as, “Dear Caro,”” byt My dear
Caro.””

2. Should is corrvect to express futurity or condition
beyond the conirol of the will, in all three persons after
the verbs say, think, fear, doubi, kope, when the refer-
ence is to the person quoted ; as: ‘7 zgid (thought, feared,
ete.) that I should be pleased,’’ ete.; “' ¥You said (thought,
feared, etc.) that you should be pleased,’’ eto.; ‘ He said
(thought, feared, etz.) that he should be pleased, ete.
When promise or determination ia expressed, would is
nsed; as, ‘'T said that I would correct your errors;"
**You said that you would correct,’’ ete.; *“He said that
hé would,”” etc,
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3. I shall be abliged,’! is correct, condition beyond
the control of the will being expressed.

Bule.—Shall in the first person, and will in the sec-
ond and the third, express either simple futurity or con-
dition beyond the control of the will.

4. Ome arrives af, not in a place. (One arrives af
lerge cities as well aa at small places, becausa the city is
regarded as a mere geographieal point.)

5. Bay either every land of attention, or a greaf deal
of atfention.

6. Whether, and not if, should be nsed to introduce
an altarnative, if being used to introduce a supposition;
as, ‘I do not know whether I shall be able,”’ ate,, *'I shall
not go if it raing.’?

7 At, not in, is need of emall places.

8. Going, in the sense of what one iz just about to
do, or will do later, is in accordance with the nsage of the

langnage.



