


HRE S AXHEE R

THE ENGLISH
Business Letter - Writer’s

TRAEBHETRH K



B PR 3R 5% 32 3 i € IR

BEE:
MRS :
BiTE:

REE

15 £
X B B F It

& C A
Ei R W AT L06E I i
| I M=M=
B o2 e R A |
HFENEE\+NE®




-t vy

T,

-

CONTENTS
B 4%

HAFTER

=
INTRODUCTION . - . « + + +« + « » e e e e e e e e e e
BEFORE YOU DICTATE . . - - « v & o o« o o v o o & o =

1. How Sumarr WE BEGIN THE LETTER? . . . . . .. . . .
T . BE(ERARRATE T -reeeerreosessierssnsnasnnesiasmsnsannssasiasssssssasasins
1. Avoid Beginning with “We” . . . . .. . .. ..
1. BEGEBEEERIWE" «woereverseresiormmnsiseressasssisusssssnsssssonas
2. Avoid Beating About the Bush. . . . . . . . . ..
2. BEFTRERIEENE oo §sasisseT ARy
3. Avoid Negative Openings . . . . . . . . . . . . -

3. BEES R EEUABAREE - #
4. Always Avoid Beginning wlth Txme-worn (mmlerealmg
Expressions . . . . .. ... ... .

4, FZEBBEE O SR
5. Never Begin with Participial Expressmns ......
5, REFISFHIBEIEIE v eroerrrerarente et
Varied Opening Sentences for Business Letters . . . . .
D LT T Il ol ioh L R
II. How SmarL We CrLose THE LETTER? . . . . . . . . « . -
T, BERATRETR T rvevoreeeressemsmssemssssssasssnisiebsas s
Varied Closing Sentences for Business Letters § s
£ RTRE (R EREIR G -oovevrrereerememsen s snessssssssseesens
III. HACKNEYED EXPRESSIONS AND THEIR ANALYSES . . . . . .
B B aoRE BT 5
IV. Tue MoDERN MAKE-'UP OF THE Busrm:ss LETTER . .

. BRWE =R



The Stationery :
&g

TEREm..
The Letterhen.d .

.................

Typewnter Rlbbous (color of typmg) ........

................

..................

..............

mﬁﬂ_&t...........................

Attention of . .

.................

Titles . , . . . . .
B -

BRGRHAL -
Special Address .

Suﬂixed Buamm Tiﬂﬂ

.................

..............

................

The Salutation
WA

.................

Special Tltlas mth t.he Pmpet Saluuhons
K ATRA WBOTBA---

The Body of the Letter

ooooooo

Spacing . . . ... .. e e

BB vveeene

The Signature . . . . . ..

.................

----------------

61



Additionll Deta.ll (lmtil.ls encloaure) W A w 65
W (B LTHIREE ) -
Miscellaneous: Use of PS. . . . . . . . ... .... 69
Hfa: P.S. 2Rk
V. Soue Powerrur FAcrtoms IN BUSINESS Lmu i e w0
V. GRS DS EE HEE..
Clearness , . . . . . ... ... ......
Mng)lacecl Moduiers ................ 79
Uncertain Anleceden(s .............. 81
Y Lob et Feeereetunrereesarenrenrans
Courtesy — The Business Bui!der ........... 84
Hﬁ_*ﬁ&% T T
The You Atutude ................. 92
you HI{FE RN .- T LT T TR e pepony
Conmsenm-—-'l‘hc 'I‘1me—sa.ver PR OHESE R e 97
Mﬁ__.gﬁ P AR P G e,
Ta.cz—Wh-.t IsIt? . . . . o o e e e e e e 104
BB ——— FEIFBE D cvrrrerrremrrrnnsnssnsanssesssnssnasanarsnssnne

VI WoRD USAGE . . . . . . . v v v v v e e e w0 109
Words Often Misused . . . . . . . . T G e W E 115
I carrnrenrereaeaeees -

VII.Ls'rmsorINQtrn! .............. Ve 125
Seeking Informntxon .................

Giving Informa.tion ................. 129

Refusing to Give Infon'na.tion - REFEE S 132

BN i
The Relation of the Tnquiry to Sales . . . . . . . . . 135

FERGIHB = BER rerisvasiiivnnniinnnsibasiooissiassnsinnnsfunnnnsaicnseine



VIII. Tee Orber LErTER

.................. 140
W, i o
Letters Ordenng Goodq ...............
ITERE(Z e e A
Acknowledging the Order . . . . . . . . ... . ... 144
Refusing Orders . . . . . . .. ... ........ 145
Eg&nﬁ .......................................................................
IX. THE COMPLAINT LETTER . . . . . . . . . .. ..... 147
DXy FBIEE oo rmrrsssnnrees s crmnnisnsiinansnnnesnniessessnnssssnsesssssmnnssnnes s
X. THe ADJUSTMENT LETTER . . . . . . . v v o o o n . 155
X BRI oo vt s s
Promptness in Answering i e N5 R (Eel e . 156
FBTEFETH v enevrorrnnetesiinsisasnnnstnnteeseereeterese s et raneresaneses
Promptness in Investigating . . . . ... ...... 157
amﬁ .......................................................................
Visualize your Customer . . . . . . . . . . . . . . 159
P
Avoid Negative Words . . . . . . ., .. . . . . 165
mﬁﬂ-ﬁg .................................................................
Mistakes in Diction . . . . . . ..., ... ... 166
ﬁﬁﬁﬁ'""'"‘"""""'"""""""”'""‘"""'"'"‘"“"""“'“"
XL THe Creprr LETTER . . . . . . . . v v v v v 170
1. Ankmg for Cl‘Bd.lt Information . . . . . . ... .. 173
1, BRYESER--
2. A Letter Grnnting Cred.it inFul . . ... ... . 176
2, WFZELWZHEE- seeves
A Letter Setting a Lmut on Crcdlt ...... ..
B TR o Gl s 1 SRR
3. A Lefter Refusing Credit . . . . ... ... .. 179
3' ﬁﬁa&mmﬁ................-.................................--
4. Secking a Line of Credit . . . .. ..., .,... 185

4, BIFRWE B voreveereernriniirannn



X, Tue Cou.zmou Im:n ....... G e W W W
. I&M P U
1. The Furmll Reminder .............
1. ﬂ&m GEsssERdsESssARSEETET SR RE RS R R R R AR
2. The Personal Appea‘l 'Lettu ........ ... 188
2. &Amﬂ S L LLL T T T
The Appenl to Good Wﬂl .............
g*iﬂ sesian P T T LT P EL LR L
The Appeal to Pndc ............. 191
E*Eﬁ o B P R 1Y
The Appeal to ]usuce and Fmr Pla\r ......
The Appell to Fear . . .. ...
{ME“ enssaarenn esscsssamsssarTaRannRnEn
3. The Letter Suggestmn Legal Actl.on . m ae w
3. IR RN A AR
Miscellaneous Letters . . . . . . - - =+ = = - - . 195
Al
When there Appes.rs no Account for 8 Customer -
BREERLMEE - L
Discount Letters . . . . . « « « « = .
ﬁm{g............................................-.u......

XIII. Tee Correcrion LETTER FoLLOW-UP s

XIV. Arrucumns FOR POSITIONS . . + - « « « s ¢ s = « & =
XIV, R .
Attract Favorable Attention . . . . . . . - « « « - 220

LI E EAbes 3O
Create a Desire . . . . . . « « « = v o o o o 0 s
Convince the Reader . . . . . - « « = « =« = =« . 922



Unsolicited Letters . . . . . . ., ., ... .
?T:Eﬁ*iﬁ#‘f!"“"""""""""""“"

A Few Points to Remember

ﬂﬁm.u...u... T
The Follow-up

(T v

XV. SeeciaL Tyres or BusiNess LETTERs. . . ., . . . . . 240
Letters of Introduction . . . . . . . . .. ... . ..
Letters of Rnimﬁon ...............
ﬁ“fa‘ EbbEnEiN P T R AR PR P
Letters of B.eoommcndauon ............ 244
The General Letter . . . . . . . . .. ... ... 245
The Direct Letter . . . . . .. . . .
Iﬁﬁﬂ:‘ﬂ‘l"'"""'“"""""'""""“'"""‘

XVL Saies Lerrems — Princreres . . . . . .

The Cent.ra.l Selllng Pomt .....

The Appeal to Instmct ......

WP ¥
Four Steps to Follow in the Sales Letter
IR N E W seensesseni

r. Attention and Interest SR

1. BIEBUSAZ BB e orverisrrieinearsinsseesenns

2. To Stimulate Desire . . . . ., . . . 258

2. BUBBEBRAE o oreeerenmrmririiiniiasretrrenaebsses vees

3. Effecting Conviction . . . . . e e e e s

3., BHZIRER oo eemeriiiii it nssn e senn e sans



4. Bringing About Action . . . . - . . ... ...
Negative Suggestions . . . . ... .... .. .. 261
KVIL. Sares LETTERS AND FOLLOW-UPS . . . . . . . « . . . . 276
XVIL. & R ERaskm- -

KXVIIL Sesr-Busmwess LETTERS . . . . . .+ . . v v v v v v w s 289
XIX. Hints of SeEciar VALUE TO THE SECRETARY AND THE
STENOGRAPHER . . . - « « « « « s s o o s v o a0 o s 296
XIX, mgﬁmﬁﬂﬁgm
Think While You Are Typmg ...........
H*H}!Mﬂ Y LT T L LAY

GIAMMEAT . .+ - - « = « & « = s =% = a4 o u o,

Folding the Letter . . . . . . ... .. ...

Second Sheets . . . . . . . ... ..... AZ



”_H sarssmsssan sassssesassansnnnan rrrsnmannn.
Addreasmg the Envelope ......... ... 299
Typing Numbers . . . . . . . Y el w m R W e W 301
Abbreviations . . . . . ... ... L. L., 303
Syllabication . . . .. ... .. P EER S A S AR 306

%E.. D T T T P T T P IR

D - =TT

Uses of the Comma .. . . . . . . .. .. ....
Uses of the Semicolon” . . . . . . . . . .. .. 315
4"&“2%&'““"""'"'"'"""'"“'“'“""" [TT T T T
Usesof the Colon. . . . . . . . . . . ... ... 316
Eﬂzm}f Srssrssnes s R s a R n R st s b n s

Uses of the Question Mark . .:. . . . .. . ..
ﬂﬂuzm* Wrssnssssshatsenssnnsannstanransantannt

Uses of the Dash . . ... ....... 317
Use of the Exclamation Point . . . . . . . . . . . 318
‘Uses of Quomnon Markg = i i i o i 9 o a
Elﬂzmﬂi'"'"'"'""'“'"""'"""""""“'"‘“"

Uses of the Hyphen . . . ., . . . .. ... .. 319
ﬁﬂzmm... sessansssassnssnnnsanes .

Uses of the Apostrophe . . . . . . . ... ... 320

Bfﬁ'ﬁnwﬁazmﬁ........-...................................
Use of Parenthesis Marks . . . . . . e e e e 321



Use of Brackets. . . . « + -« ¢+ =00 0"

Bpdllig, = e o s B WA s BEELES

m#’ﬁ P 1 cesssnansesaseennRsEREEd
List of Words l'requently Misspelled ........ 292

wHEzE
List ot Wo
RE T

XX. Some Goop Avmcs Busmss Lzmxs

rds That Allow Vanahon in bpellmg 324



INTRODUCTION
7 -3

R SOME time, certain material on business letter-writing has

been published in bulletin form by the author of this book. This
material has met with a constantly increasing demand from univer-
sities, private schools, commercial schools, and business houses, And
there has been a parallel increasing demand that these bulletins be
printed in book form. To those who have so kindly demanded — this
book is dedicated.

OFWRBIESREME T R B REE S - RREE - R
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The author, therefore, has undertaken to give to the reader, through

these pages, helpful hints on the writing of business letters — hints
that can be adopted at once into everyday use. _

OFEZEAWHRFETMEREURFFAOET » BEF NI #REREK

WA
It is not. the purpose of this volume to delve into * How to Think,

“ Character Analysis,” and similar topics, but rather, through concrete,
practical suggestions and examples gained from the author’s years of
broad experience and training, to take its readers through easy stages
in showing how to avoid the many pitfalls which beset the letter-writef
today; how to dress up his present-day efforts, and how to make a real
start toward taking his letters out of the proverbial waste-basket class.
OAWALIER NS FEWI B FTRAH TR Z BRERH o N
HEHPRROTRES 0 R AR S AN ; o RN ; e
B RE S 91 2, I DHRR 75 2 » TE IE RS 3 o
Further, it is not the purpose of this book to give a considerable
instruction in English Grammar. It is hoped and expected that those
who take up this treatise for guidance will have received a good ground-
work in grammar,
@FW IV BIREICCER E 09 » S JEE WA RSN R
PR o
After all, letter-writing cannot be taught entirely from books. The
art of writing is largely a matter of the man himself. A man must know:



grammar; he must know words. These factors can be secured from
books. But a man must know also — the technique of his job, and he
must think. ‘These are of the brain and mind themselves,
©KF M EELEIE » WEREAZ S MERERQERZER o ik~ TR
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Business men today. find it wearisorne to take up a book inches thick
and wade through many pages of material, even though this be singu-
larly worth while, but they are willing and ready to read a few interesting,
resultful, and succinct articles on such subjects as “ How to Begin a
Letter,” and “ How to Close a Letter.”
@A B RS » LA TR AE M I EK » ATARE - Bt
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For such men, this book will furnish a ready aid; something to which,
on the days when they think less readily than on others, they can refer
for immediate help and guidance. If these men do no more than refrain
from doing those things herein suggested to avoid, they will have made a
big stride toward writing Better Letters.
@WE THAF DI HRE BRFR RGNS HN ) MEEKRAR
BT TR REEE LA RRRBREY
For students, the book will provide just the rounding off necessary
to make a beginning as writers of effective letters,
ONBEE » AW THIGRBENT ~ RRUEEZRRE o
For al}, this treatise will reduce many seemingly intangible principles
to concrete form. It will be found to be a standardizing agent whose
accomplishments are distinctly far-reaching.
ORER » KWLM 5 WEF AR BEAE - WHZAERRE» &
FE—H e
Thﬁz illustrative letters given and the ideas propounded are similsr
to those used by some of the most prominent business houses in the
United States. Certain minor changes have been made in these letters
in order not to reveal identities. Of course the names used are intended
to be fictitious.
@A FHER 2 LI R 5 R B S ol 2 i R BT A E A3
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It should be borne in mind that in no case are the improved letters,
or those given at the end of the book for dictation purposes, to be con-
sidered as models; probably no letter ever written can be so regarded.
These business messages, however, have been used with excellent results
in actual business procedure.

ORAEMEEFRRBENEE ) ERAERRITEZ OHEE » FHERER
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'I'heproblemsa.tthecloseofthechaptemshmndheiptheteacherin-
focalizing the discussions on the various subjects, and while a bit ele-
mentary in some cases, they are sufficiently thought-provoking to fill
a need that exists today in teaching business English and its allied
subjects. Finally, then, let it be remembered that this volume has for
its outstanding object — the furnishing of a convenient, interesting, and
concise reference book from which can be secured workable, usable,
and productive helps for immediate employment in the school and in
any field of business.

@is R “PROBLEM” (RIS M » FIALHDHATIE BN S MEAKE
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The author expresses here his deep gratitude to those business houses
and men who have generously permitted him to quote from published
material and who have made valuable contributions to this book.

Among these contributors are: The Mailbag (now combined with
Postage): American Rolling Mill Company, Middletown, Ohio; The
Direct Mail Advertising Association, Inc., New York City (hereinafter
referred to as the D. M. A. A.); Lever Brothers Company, Cambridge,
Massachusetts; Wm. Filene’s Sons Company, Boston; R. H. White
Company, Boston; The National Shawmut Bank of Boston; The New
England Mutual Life Insurance Company, Boston, and The National
City Company, Boston.
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C. E.B.
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The Snglish
Business Leotter-Vriler's Manual

BEFORE YOU DICTATE
¥ W R @

THE suggestions briefly outlined here are intended to give the
dictator some practical ideas to follow when he composes himselt
to dictate.
AT B AR R o
L. Be perfectly sure you know a! the details connected with the case
ip hand. Have all necessary material before you.

1SRN 2 A DR WA o, 3R B3 o

2. Think! Thmk about what your reader wishes to know; think
about how you can best serve his interests; think about putting yourself
in his place and what you would wish to knew if the conditions were
reversed. Forget the I, me, my, mine, we, and ours, and substitute
you and yours. Then go ahead and falk your story in a clear, logical
way, as though you were talking to a grammar school pupil who knows
little or nothing about business.

2,008 | R ) DRSSO AN MR BE T 21T MR A A B T
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3. Permit practically no interruptions while you are dictating. If
you were in conference with a business caller, or if you were telephon-
ing, you would not expect some one to rush in upon your interview
or conversation, would you? Why, then, should you permit an inter-
fuption when your thoughts are all focused (or should be) on letter-
writing? Little else is more important in the conduct of business today

4



than letters. You can well afford, then, to arrange it so that telephone
galls and personal calls will be cared for by someone else when you are
dictating. _
3, R R E TR A TR o SRR » BIRRIER ) —IRE ~ 2%
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4. Have a regular time every day for dictating; and don’t wait until
the middie of the afternoon to doit. Try to dispose of as much dictation
as possible before 12 o’clock noon. This will leave you free for other
duties, and your stenographers can do better work than would be possible
if much dictation is given them: late in the afternoon. This is smporfawt/

4, FRITENERSM » TIF L FEE o TRMBEiciRss o

5. Talk your message! It is a comparatively easy task to imagme that
your stenographer is the one to whom you are writing, or, if you use
a dictating machine, to imagine that you are talking over the telephone.
If you will forget absolutely that you are dictating, and talk courteously,
clearly, and concisely, your letters cannot help being far more effective
than if you settle back in your chair, gaze out of the window and say
— “Er, er, Miss White, take a letter to Jones & Brown. ‘Dear Sirs:
In reply to your esteemed favor of recent date, I beg to advise —* "
and so on and so forth. You would not say that over the telephone or
face to face with Mr. Jones or Mr. Brown, would you? Why, then, put
this humdrum stuff on paper where ‘it will be a permanent record or
fossilic letter-writing methods?

“ Give us men and women who can write good letters,” is the (54
from business men today.
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