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INTRODUCTION
-
M. 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
pnnted in book form. To those who have so kindly demanded — this
book is dedicated.

OABFBESERBTZARELTRES » REEAS - BRPE - BN
8 R 25 5 TS 9 SR B BR » R iR MR R i o
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.
@ﬁ%‘&*&*dﬁ?!& TR ST R FI AR » B T BRE T
A o
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-writer
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.
OFBEAENEERESFRRRLSFFRAFNHEEZ RR R o HX
BHRUBATRES B SRR LSS N ﬁ]ﬁ%ﬂl“ﬁ e
R!ﬂ!ﬂﬂﬁﬂﬁéﬁmﬁﬁm EMIEREZ I
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.
DA WD B EX L EREN {Igﬂ#ﬁﬁ’ﬁ'i’:ﬁﬂﬁtﬂqlﬂﬁx&z

EEERIE 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

1



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.
. ORRHEXROERE  SEAAZSI ERERDTRRE o K- Fi
BREE> AWHEHEY > H @ATHE 2B R EH MR » H3EE 205
BESLL R o
. Business men today. find it wearisome 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 afticles on such subjects as “ How to Begin a
Letter,” and “ How to Close a Letter.”
O2BIB AR IER » LEST SO ch TR » MATS A Rt
» —ZAROR ~ K ~ MEASHARIIEBHT » 40 ¢ “BE(E AT ~ “AnfREIE"Z
WD HEEREA ERRMERRM T
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. _
@ME T AR P AIRIG BB Z RIS 102 ST » RAER A S
M BT » WHERERETEE LERRRBREY o
For students, the book will provide just the rounding off necessary
to make a beginning as writers of effective letters.
ONBET » AWM TEICRBEY T » BLHEEZREE 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.
CHAR AWK MET NG > BEEN - RRZHFERRK ) 7
. — ¥ 0
%'?hﬁz illustrative letters given and the ideas prcpounded are similar
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.
QABHTEF B LIRS B RS EP S RO & R R T P A Boed
» REBMBALREI A LR KEE o



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. -

O AIE TR R RN 5 » BEARREITEZ U AHE » FIETR
o HRBX AR ~ %Kik » ZEfH LEREBEZICRTE ©

The problems at the close of the chapters should help the teacher in
focalizing the discussions on the various subjects, and while a bit ele-
mentary in some cases, t.hey 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.

@FERKHKS> “PROBLEM” (&) WM 'ﬂ‘itﬂbﬂzﬁﬁ%fbmﬁﬁﬁ&l&&%ﬂ
o WHUREERIUZHEB o 82 ) AR REERRRSE - BAGEK - BE
AZEE2 5N » AORIRB TS BT E AR el ) o

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.

@IEZHAR TR BIARZERET > AT/ LEREZHE

C. E.B.
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The

Business Letter-Writer’s Manual
BEERRE M

BEFORE YOU DICTATE
¥ A R

THE suggestions briefly outlined here are intended to give the
dictator some practical ideas to follow when he composes himself
to dictate.
BRI B AR R A o
1. Be perfectly sure you know all the details connected with the case
in hand. Have all necessary material before you.

1, PSR AR 2 S PR B A » SRR T o

2. Think! Thik about what your reader wishes to know; think
about how you can best serve his interests; think about putting yourself
in his place dnd what you would wish to know if the conditions were
reversed. Fnrget the I, me, my, mine, we, and ours, and substitute
you and yours. Then go ahead «nd lalk your story in a clear, logical
way, as though you were talking to a grammar school pupil who knows
little or 10othing about business.

2.8 1 FAE | BUASSURISEI AN SANEATR M BR 7 If 5 kiR ity B & 7
BAIRY S SR » B EFLL T o PURBIR” “ROY” “RMGY" ERB
ORVERCYRI NG ATE » KRB BAIRE S > FELZ ¥ HRHA FBE
M T o

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-
ruption when your thoughts are all focused (or should be) on letter-
writing? Little else is more important in the conduct of business today

4



