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te abore this line

Please do uot 1

_ FORM OF APPLICATION FOR EMPLOYMENT IN THE CONSOLIDATED SOCIAL SERVICE

M 1 Surname ... s 290 GIVEN MAMCS e A AgE e e

! Birth place: 5 Province e 6 11<irn s

P7 Permanant adellOss e L i

w 8 Present address e e A BT RPN R, e e e e
4 Specimen of signature T . . . 10 Name in Chinese I L

FFormer occupations,  State three, held immediately previous to this ,\;,_t:nzi‘:: ) - - ‘

i I. 1. 1in . Til

; (year) (veur) (vear)

Employer’s name I | 23 .
Position you held thercunder 13 19 D3
Years served 14 e s =0 e . L T
Highest salary per month 15 e . 2] 27
Reason of quitting 16 DU Y
If not a graduate, state below kind and amount of education received: 29 . e e
If a graduate, fill in the following blanks: 30 Name of school e e . S
31 Subjects specialized in: s eteere s e . [ . e e
Date of graduation: 52 Year ... 33 Month ... 3! Dav Place check marks after items bclow in which you muJ
specially fitted: 33 Chinese ... . 36 knglish..... .37 French La ArithmetiCan... 89 Bookkeeping ATy pewriting..... ,
41 Chinese shorthand R 1. tnglish shorthand ... . -3 Others, state . . et e e e o




44 What is your religions belief .
45 Arc you suffering from any disease? 1f so, what?

46 Have you had scrious sickness?  State ..

47 Position You are NOW applying FOT. i i e .
i
48 ww_u.n% wanted per MOTIL. o e e
Are you 49 Single? RO - 00 Marrieds (Widower? WiIAOW 2 e, }
51 How many sons have you?. 52 Daughters? 03 Where is your family? e
51 Whatare your habits? e e e e e e
55 Where are you now working?. . . e e e i e
56 1f appointed, can you begin work at once? T 0L, (10 WHENT i e e |
Your Introducer: 47 Surname . R 58 Given naines s D Address o .
;;;;;;; 61 Signature ST PO OO USRSV SORR OO
Your Guarantor: 6l Surpame . e G2 Given names 63 Address i
,,,,,,,,,,,,,,,,,, it Signature A
635 Did you fill this blank vourself? ... If not, the one who fills this for you: 66 His Surname
67 Given names. ... e 08 Address..

4216X 280 IR | By

69 Date of this application:
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{Letter Head)

i s S Date

Dear Sir,

I am pleased {o inform you thatat a recent
meeting of the Board of Directors, you were elected
t0.o..in the above Society, in accordance
with your application therefor. Upon payment of
the dues noted below, a membership card will be
issued and sent you in due course,

Yours faithfully,
(Signature)
Teneral Secretary.

Initiation fee...... .. &
Annual dues.. . ..%.

N. B. - Please return this card when making payments.
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Application for Membership in the
CONSOLIDATED SOCIAL SERVICE.

J 71 4IRS .
its by-laws

To the Board of Directors:
I, the undersigned, beg to apply for . iembership in the Consolidated Social Service in accordance with

and agree to pay the dues appertaining thereto.

Applicant’s signature .. . o oo

Introducer’s signature...... . -

Introducer’s signature

.Given Names ..o

SUTOAITI® oot eem e maeanaamenneas

Name in Chinese

Borgn at

Permanent

w o
H w i i
| L [ | |
< I &
B D PreSent. e s e B ISR e e e 13 -
ot !
e e e LPhone. M
. Attendance . X )
! Name of school Location - Course Ilegrees received
From Fo
e i -
< i
| & - o
g T T _ T -
|2
(-
[ ———— U ——— - — e - . o — — - - —




= T e — e e ; 1 smme e —
| »WW_HQ of office Location Position :mEi: | From | MuOHM. :
| . W i
3
2 i
5 - - o e , t‘
= |
E !
<o R SUSEE - e ]
| |
M ,_
e ... Please do not write below this TNe ... ooeemeeeeeeeeeaeee oo .
Date of election to membership: No. Membership Card:
Change of address Change of occupation
Date New address Date New occupation
T ” | -
| |

e
-
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5. When a copy is handed to you
marked '20-1C”, you are supposed
to make two originals and one file
copy.

6. The signature part of this
letter also calls for some attention,

7. Unless otherwise directed, the
envelopes are to be directed ex-
actly as the address above. If the
letter mentions bulky enclosures,
use a larger envelope. Consult the
form book and pick out the right
kind of stationery for the purpose.

8. The neatness of the lettcr,

Here we begin a new paragraph
after an indented section. See this
word “Here” is on the :ame vertical
line as the word “This" at the begin-
ning of the first paragraph.

I would also suggest that you mas-
ter the list of office abbreviations used
in all manuscripts which you will be
expected to copy on the typewriter,

Weare here on the second page ol
our letter. Do yau get the idea of the
line on the top of this sheet? If the
letter should cover thousands of

{ vages

.

March 15, 1925,
T. Y. Pist, Esq..

Consolidated ~ucial Serviee,

160 E. Soochow Road,
Tientsin,
Dear Sir:

This is merely a sample lotter
indicating the style in which letters
of this office are to be typed out. You
will note among other things the
following features:

1. The colorof the ribLon should
be black.

2o Asa rule, all letters arc to be
typed double space. Where single
space i3 prefered as in the present
case, double space bhetween para-
graphs.

3. The letter-head contains all
the information as to our where-
abouts, telephone numbers, ete..
we can begin the letter with the
date. No ‘“Tientsin, China™ s
necessary above the date line.

4. Note how this sheet ends and
the next sheet begins.

‘0. When
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JaL-TyPe-(3) /thousands of

- F ~~ K
Z. 8 B I
. - -
~ ﬁ St H- [}fi pages, every page is to be treased
iy - similarly.
% 1 14“ I Then also if a letter is a short one,

- ’j‘ you are to endeavor to keep it in
~ o % ﬂa 'é‘ 1:/ proper balance. That is you should,
5‘ - % hefore beginning your letter, map out
- - -5}% :]?j) FE; 'f—q: the general make-up and try to avoid
2 ez 4 : o too much white space in a block.
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URGENT

Mail Service Director.

To maintain its value,

use this card only sparingly.

VALUABLE

Mail Service Director.

Use this card with discretion,

lest this card soon loscs its value.

MAIL AT LETTER RATE

Mail Service Director.

Whenever possible always separate heavy
enclosures from letters and mail former
as printed matter under registration. This
saves postage and insures delivery.

REPLY BY BEARER

Matl Service Direclor.

Use this card with discretion, lest the

messenger will be unnecessarily detained.
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