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PREFACE TO THE NINTH EDITION.

I the preparation of the first edition of our Commereial Correspon-
dence, some twenty years age, our intention was to obtain & umity in at
least one part of the work by a series of letters of the same tenor runming
throngh the four volumes of which the work at first consisted. Our suecess,
however, was not commensurate with oar endeavours until the work reached
the fifth edition, when we secursd the services of Mr. H. P. SgELTON,
by birth an Englishman, for our purpose. Mr. Skerron had passed
a grest part of his life in France and Gﬂ’mmr,mtoulyaiamal
correspondent in various mercantile houses, but he devoted alse a good
portion of his time to the teaching of the French and English langnages.
Te him our thanks are dme not only for a thorough revision of the text of
the former editions and an enlargement of oor Manual by & great number
of new letters, but algo for that degree of perfection which, in regard to
the high aim of the work, under the circnmstances it was possible to attain.

It has proved necessary, namely with respect to certain peculiarities in
the mercantile relations of the four countries we have to do with (England,
France, Jtaly and Germany), to confine the desired change to a certain
number of letters, the general natore of which allows, a8 regards the different
langnages and conditions of the country, of one and the same treatment.
In consequemce the two Parts of our ,Commercial Correspondence” consist
each in two sections, of which the one comprises all the letters of similar
contents in both Parts, 4. e in 8ll six volumea; while the secomd section
contains snch letters as have regard to the different bosiness relations, as
also to the peenliar style of their treatment in the four countries,

The letters of like tenor are, according te their origin,. translated into
the other two langneges, in which cases the names of the firms and towns
have been, where advisabls, altered. In many cmses, of course, the letiers
of former editions were eligible; but in both Parts of the single Colleetions
entirely new letters will be fonnd, which appertaining more to the Immediate
present, and procured from English, French, Italian or Grerman offices, have
been introduced into the work. This is partienlarly the case with the im-
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v PREFACE TO THE WINTH EDITION.

portant Section of Market Reports, which consista of a seriea of thess com-
mereial communications selested with care and jodgment and provided with
judicions explanatory remarks. With regard te the present edition we
especially refer to the extensive views of the Western American market _nf
San Francisco, throwing a clear light opon the important and growing
relation that exists to the commerce of the said port, hoth by the great
increase of steamers on the Pacific Dcean and the speedy dispatch of Eastern
supplies comveyed by the Pacific Railway. For these new parts of our
work a thorough and carefnl annotation was needed; it had been elaborated
by Mr. E, Miceazisen whe had also added some new apecimens of letters
to other sections of the book, Besides this we are indebted for the present
edition to Mr. W. C. Wrawkmorr and Mr. C. A. DrawsrErD for a care-
fully carried out improvement of the text and explanatory remarks. Mr,
. A. DransFeELD has also greatly fmproved and smgmented the dictionary
of commercial terms,

The eighth edition was entirely ravised by Mr F, Reisgr, Consalar
Clerk and Sworn Translator of the English Langnage at Stettin, He made
the necessary alterations in both the text and the suxiliary notes, eliminated
obsolete terms and introduced such as are more in accordance with the
present time, Further he thovroughly revised and engmented the part eom-
taining the dictionary of mercantile terma and added some original letters
abont Banking Transactions, Charter-Parties, Bills of Lading, Affidavits and
Protests. On the whole the former principle, according to which the one
voluma of each Part forma the key to the ofher, has essentially been retained
in the present edition.

As regards, now, the proper Aim and Parpose of cur ,Commereial
Correspondence”, we may vefer in general to the remarks and snggestions
with which the former editicns were prefoced.

It has been compiled and elaborated partienlarly for the purpess of
giving young men the opportanity fo practise and perfect themselves in
Mercantile Oorrespondence; even should they be little aequainted with the
English Language, our work will enable them to stndy Commercial Style,
and to appropriate it without a master.

Our collection contains models of letters of almost every kind, relating
to the different occurrences that may happen in mercantile life, and there
is perhaps no establishment of any importance but in which some of our
examples with very slight alterations, might not daily occor and counld be
meed, The letters are not written by the editors, as is the case in many



PREFACE TO THE TENTH EDITIOR, v

other works of a similar description; they have originated actually in and
by business transactions.

‘We need not say that in the nsmes (firms), dates, &e. variations have
been made; however, the names of the places whera the letters originated
and where they wers directed to, have been retained and thereby add te
the valne of onr hook, by showing what sort of business and lnterconrse fa
actually carried on between the differemt places and countries.

For the use of Germans, who want to instruct and perfect themselves
in English Correspondence, we have added a short treatise, explaining the
manner in.which the etudent should employ his time, to ensble him, even
without & master to attain his object, that Is to say, to become an experien-
ced and able correspondent in the English language; for that purpose we
refer to the second volame (German-English), fecling assared, that, if he acta
upon the advice given therein, he will soon perceive the same good effect
which oar Editors have themselves experienced doring the course of thelr
long years' practice a8 Teachers of Modern Languages.

PREFACE T0 THE TENTH EDITION.

The present edition is a reprint of the preceding, but has been most
thorotghly and carefolly revised in every respict. For thia purpose and
under the obliging assistance of the original anthor of this English Com-
mercial Correspondence: Dr, Chr. Vogel, Director of a Commercial School at
Geneva, French Switzerland, we have secured the services of Mr. Leland
Mason, whose long residence in Germany, experience in teaching his mother-
tongue and wide acquaintance with the English mercantile correspondence,
eminently fit him for the task. He has besides rectified the several
typographical and other -errore of the ninth edition, bestowing upon the
presemt one every possible care. No better testimonial than its ever-
increasing popularity could be given to the genmine valme of our work,
And to maintain this popularity with the public shall be oor constant aim.
In recommending the presemt edition to those interested in the subject, We
can but hope that onr work will again folly justify its claims to being the
best manual of English Commereial Correspondence published in Germany.

Leipzig, March 1882, :

The Publisher.



Sehlissel fiir die ﬁm-p;aclm

Die Lautzeichen a4 ¢ 1 0 u sind Vokale; w und v sind sowohl Vokale als
Eonsonanten: dis andern Buchstaben sind nmr Eonsonanten,

L Yoknle und Diphthonge.

E lmrtet wie ¢ in %eh, b. B ein gefchloffened, veined ¢ ofne Hnlount von &; in
einer mit v fdlicfenben Silbe wie ¢ in Wehr, b b ¢ mit einem Anlaut
von & — fate, fEre.

B cin bem Englifden cigmtdmlidger Tout, legt awifden bem o wnd e in
fad unb Ped, b b. cin o mit cinem leifen HWnlote von & — fit.

& wie i in nie, gebefmtes . — ba

& wie ¢ in gebadt, b B ein furges, reined ¢ ofwe ¥nlout von &; in ciner mit ¢
fdliehenden Silbe, wie ¢ in verbradit, b. b. ein furges e mit Hnlant
vont & — hEn, b, -

f wie ¢ in Weib, 3. B. mine. 1 twie jub in Jugend, 3. B. Tnion.

1 wie i in Tritt, 3. B, pin. H wie § in Sfter, 3. B. biit
G wie of in Loy, 3. B. nd. ¥ mie ai in Laib, 3. B. 47,
§ wie o in Sott, 3. B. shilp. ¥ wie t in Driinn, 3 B, pyramid

W, & wie ¢ in geben, 3. B. giin, piy.

&, 86 wie if in fliehen, 3. B, fd@r, gedn,
oW wie fuf in Jugend, 3 B, naw,

o1, 0F wie eu {oi) in Reuf, 3 B, vOice, LT,
o6, Tw Ioie au in Paud, 3. B. hotse, niw.

Do pu viele Ausjpeadezeiden eher exmilbend unb verwiveend afs ecfiivend roivlen,
fo ift in biefer newen Wuflage nur ble Beibehaltung ber wotwenbigften Beiden burdy-
gefilet unb in befonberen Fallen bie Wudfprade mitteld beutiBer Coute in den ¥ne
mechungen Begetdinet. er Weeent Gebt bie Silbe bervor, auf welder ber Ton liegt
: II. Konsonanten.

o [oubet 1) wic ein fdarfed § vor e i b v, 2) fooft mic £ — HWifo ca

Tautet feh, ce §ib, of fe, oo foh, cu Hub, cy fei, ori frei x
ch lentet wie fih: alfo cha e, chi tfdpei




BCHLUSSEL FUR DIE ATUBSPRACHE., VII

g Jn Wortern deutfdhen Urjprungd loumtet g fletd wie bad beutide g9; in
Wactern frangbfiien Urfprimg§ Dot o8 benfelben Paut, ouBer vor e, i
unb y, vor welden ef ywijden bj und bk, geman wie bad framyiffde j
wit voraufgehenbem b, lnrbet. :

gh lautet am ¥Wnfang bed Torted mie g, fouft ift o8 fumm; d}nﬁgbtim
veit, high fpridy Bei, ghost fpridy gobft.

J ot Ret$ en Sout wie framgiid) d, atfo jo. fpedy DiGeS, i forid bl
Jo fpridy tide.

ng am Eabe hed Woried (nutet wip bad bentide ng in der Ditte be Wortes;
alfo ring lautet nidgt wie bas beutiche Ming, foubern wie bie uﬂ:ﬁlﬂn
in rin—gen.

q ift Tomer mif u verbunben, wab loutet wie im Deutiden.

r 1) vor bem Bolal ungeflifr wie im Dentfden; 2) nad dem Bolal, am
Hudgang ber Silbe, wirk e8 fehr weidh wnb fonft von ben Englinbern
audgeiproden.

s ywifden ywei Bolalen wie im Dentfden; fonjt, mﬂﬁe[mbm amt Hnfang ber
Silbe, etma tic wnfer § in reifen.

ge vov e, &, y wit §; fooft wie fl. Wijo sca jpridy [feh; sce fih, sci fei,
sco flo, acu flju, sey e, sore flvil).

ach wie §t; alfe sche fprid flib.

sh wie jdb; sha fpridy deh.

th. ﬂ'ﬁg!ud; mi th gejdirieben wich, in imterfifeivet ber Engliaber bod
in ber Audiprade ein weidesd und Hartes, dh uad th, &3 wich ge
fpeodien, inbem man bie flade Sunge ein wenig ywifden bie Bocberaihne

*+ fifiebt und jo b ober t ausfpeicht, wobei burd) bas Wnflofen ber Bunge an bie
Liberzibne ein Paut entfteft, ber etwa in der Witte liegt ywifdhen b, vefp. 1,
und . Phufige ilbung wird diefen fir und frembartigen und anfangs
eimad [divievigen fout bem Schiller gelinfiy maden,

v etwad [dlicfer al8 mw, wie bad franytfijde v

w al8 Ronjonant Tautet wie ein raid audgefprodenes, an ben nidften Lolal
bin angeprefted flarted u (baher ber RName: double u [vEbbelfub),
b. i boppelted w). HWifo wa lautet wie weh, al8 eine Silbe; alfn nod
offerer und poller al8 unfer w.

wh mird gejdyrieber, aber hw aefproden, alfo whi fpridy huel.

x ywifden ywei Bofalen wie gf, Jonft wie §; alfo next nelst, exa egfeh.

¥ ald Ronjonant wie dod beutide |, alfo ya jeb.

v wie f, alfo ze fprid fib.

Die anbeen, Gier micgt beridfidiiaten Ronfonanten lauten Wwie it Dentfdhen.
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