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PREFACE

N THE preparation of this mannal, the intendion of the
author 15 to give a thorougll and practical course of
business dictation.  The letters were taken directly from
the files of some 11f the larges{ husiness concerns i Lhe
cotintry amnd are reprosluce] with but very few munor
changes.

There are more than sixty plates of shorthand,  The
value of the reading aod writing of {hese plates can not be
estimated,  These plates were produced from photo-cngrav-
ings of the outhines direct from pen copy wrillen by the
author, and should be el aml written many times by the
student.

The dictionary contains yuite a2 complete vocabulary of
the words used in business,

The author would advise the student to consult it fre-
gquently for the best outline.

A complete mastery of this work will aid the student

any field of stenoeraphic work.
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