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INTRODUCTION

What good eyeglasses are to the eyes, good English is
to the mind. As good eyeglasses enable the eyes really to
see the printed page that lies before them, zo pood English
enables the mind to understand easily and clearly the
thought that page is intended to express. \

Buccess in & competitive business is the outcome not
only of ambition and hard work but of full and painstaking
preparation. One should learn the meaning of words. One
should develop the ability to write English that will exact-
ly express his thoughts. Many & good business plan has
failed of adoption because of misunderstandings that arose
from the awkward and obscure language in which it was
written. I have learned this through bitter experience.

It is worth while to give oneself a real chance to succeed
by getting & thorough preparation for business, Without
this preparation, one’s letters and business plans are
likely to confuse even those who understood the subject
in the beginning. With this preparation, one can bring the
entire power of his mind to bear in presenting his ideas to
his business associates. This book will teach young people
to handle intelligently those essential tools of business,
words and sentences. Therefors, I am interested in it and
recommend it.

Epwarp A, Frane







CONTENTS

) PAGE
Wiy Boraer? A FOREWORD .. ........0u.n. SR 1
ForM or THE LETTER:
Appearance of the Letter........... ......... 2
Correct Forms for Headings, Introductions and
Conelusions. .. ..0vi it 3
R 7
Correct Salutationa. ..................c.o000, 10
ClotoBIBIONE . .« o iveis coi iins v esass s aassass 11
Additional Forms. ... ............veviiiiaian 14
Tee Lerrer ITseLr:
The Sentence. .. ....ccvvviiineerrininaensnnns 15
The Paragraph. .. ..o vvenviiiinniieinnnn, 19
Dicrion
Common Errom. ... oo iiinecincnnnnn 23
Business Phrases. .. .....oovvinvinnnrnnnnninns 29
GRAMMAR:
NOTDE s s i N R T A 1|
B T 7 L T 33
Prepositions and Conjunetions. . .............. 37
Adverbs and Adjectives. ............. .. ... ... a8
PuncruaTion:
o T 0 0 e I e e e TR e L 40
The Capital. .. ....oovirriierniirrnnnnns 40
The Comma. . ....covvrrrriiinenaninnnnes 42
The Semicolon. ... ..o v v v vrrirrrririsinnnns 43
Mhe Colon. «ovvvnserrrrrransesnrrsssrsanssns 44



The Apostrophe. . ... ... ... . ...ccciiuen...

Tyeee oF LETTERS:
The Letter of Inquiry........coviiiniiiiiin,
Answer to Inquiry or Request................
Order Lobber: | i s s s saies o
Acknowledgment of Order ...................
Notice of Bhipment. . .. ... ..........c.connnn.
Letter of Claim. .. .............coevvvninnn..
Letter of Adjustment_ .. .....................
Collection Letters. . ..........o.iivevenvniriais
The letter of Applieation....................
Bales Letters. .......ii v iivivinvaiaoniiias
Letters — Incorrect and Correet, ...... .. G



HANDBOOK FOR
BUSINESS LETTER WRITERS

WHY BOTHER?

“Why bother over all those tiny details? Why be so
fusey?”

Well, why?

Why not use an inch margin all the time? Why bother
with & two-inch one? Why iry to keep the right-hand
margin even? Why “block” a letter consistently? Why
write out words that might be abbreviated? Why list
items? Why trouble to look up the spelling or the mean-
ing of a word in the dictionary, when your reader will
probably guess what you mean, anyway? Why bother?

It is worth while “bothering” to make a friend, isn't
it? That is what letters do, make friends or enemies; or
what s worse, they result in deadly indifference.

The letter that makes a friend is attractive in sppearance,
clean, framed in a white margin, consistently planned. It
is simple and clear in its meaning, just as the speech of a
friend is simple and easy to understand, with no hidden
thoughts, no statements with double meanings, no formal
phrases that repel. Such a letter iz as friendly as its
author, genuinely desiring to help the one who receives it.
Bo the “I"” is left out of its vocabulary, just as it is out of
that of the popular girl. “You” is the one of whom the
writer thinks,

This letter gives pleasure to the man who dictates ita
clear-cut, friendly worda; to the girl who transeribes it
correctly and intelligently, typing it with the care that an
artist uses; and to the person who enjoys reading it from
the “Dear 8ir” to the “ Very truly yours.”

1



FORM OF THE LETTER
HPEARAN‘QE OF THE LETTER

Paper. Practically al! business letters are written on
commercial gize paper, 83 x 11 inches. The best houses
use a good quality of white bond paper. In correspondence
within an organization colored papers are sometimes used
to represent different depariments. :

Arrangement on the Paper. The arrangement of the let-
ter on the paper in most important, The stenographer
should always plan the “layout'’ of her latter as earefully
a8 an advertising man doeg his copy, with the idea of creat-
ing a good first impression. Her letters should be *well-
framed™ in white space, with & one-inch margin for long
letters, & two-inch or wider margin, for short letters. Her
right-hand margin sghould be almost as clearly-cut as her
left.

Ordinarily the letter should be single spaced, with double
spacing between date and salutation, between salutation and
body, between the paragraphs themselves, and between the
body and conclusion. In wery short letters, double spacing
may be used throughout. Paragraphs may be indented or
blocked, rs the stenographer’s taste or s the policy of the
house dictates. It is correct to indent paragraphs even if
the block form is used elsewhare.

The conclusion should be centered.

One page letters are preferred to longer ones, unless the
letter is from a close associate and written on a subject in
which the recipient bas a keen interest. Usually all pages

after the first one are written on sheets with no letterhead.
P



