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CHAPTER 1

() ZALBHLZHE®E

B (letter) £, FUBTRBZFRR, UEH ARAZN
EREARIARBBELALEEAZETR X &

RXENZHRAEE B ERAGCLIRRELEERE
FHEXFLZHE X F LK — HEE (heading), = H
RIEXZEA R (address), = B ® 0% (salutation), M B
EZX (body), ZHE R % > ¥ (leave-taking or com-,
plimentary close), < H & A& (signature), & B 5 8 i L2 = &
(superscription), s B ¥ K, R X X EALE 2 =5 B4 T
EZRTF:

I ##& HEADING

BMmAAER, — B IE® A (writer) Z #1 3 (place), = B
fEH 2% J B(date), BEFURBFEZHEAWMBR BT HE
(vecipient) M ¥ (reply) ZEF AR, = A AHUFES®EZ
B B o

(@) W3 Prace -

EEEN ERESTEL NS ZABRLEFTEANR
#, A4 B 2T M (house number), # 4 (street), ! X 1 &
{town), i & (province), ¥ B —— H W, B BRA Fu L &
(Shanghai), % 7 (Peiping), # % (Nanking) % Z ¥4 # %, £ %
AN BEEZES BB LS N ANEAA (country), £
BHHNF - F_FUEEFFISABAEENER LB EA
(right corner), 7 letter paper L 3 5% — 47 B8 € B # BJE — 3¢ )
H 4, ZEnotepaper LRI X ERERH XY, WATRZE N
HABREZARIPAE T AEBERABERZAN K5 £



2 SELECTED ENGLISH LETTERS

RBZEfb, ARAELEXLE bRTEERARE
REERURRR 2SR S Ess, 2 AR UEA
ECH R, B AR R T
24 Shantung Road,
Shanghai, Kiangsu.

(b) ##A B Dare

FPHIBSZE A FREFPE L E2RAMGFTER
Wk 2 F, 0 May 1, 1918. 3% Sunday, May 1, 1918. i A 7 # &
BRABZH, BMst,nd rd, th ¥ X E MR B B Z %, & Ish
(#2nd, 3rd, 4th) May, 1I91S. E R A ET A B H R E =2,
REe—4K% M —E 8 (comma), 8 (,), B % (0 £ & &) A
— # 5 (period) B () &, X #l In T: B

24 Shantung Road,
Shunghai, May 1, 1918.

RUEBEA LHRAZHEXNNEFTREZZERERZ

538, e
24 Shantung Road
, . Shanghai, May 1, 1918
RERERFTEREZ2R IR EAFHEZITHE
A, A
{Place of signature)
24 Shantung Road,
Shanghai, May 1, 1918.

CHRE LA ARMAZERE XBEADRZH®

ks TLEE ST ABRR

I BE%z#uEHE ADDRESS

SHEAZRARALNBRBEL ZEARE (title)
BEORZH (BB PR E ) R, LB 2
f % £ 9% % f4 (left corner), & FH 2 & A, B E 22N Z R,
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EERLEBEAE EheadingZR—-BBEEFR LR H R
TPz ReRzER R U STEEZ £FA LS
TZEFLBERMBUTF-TESHRER2Z2ERER L —
THREZHAVNBEBETZH4ERE TETER B O L
FTEATZEPEERESZ2ERHL B ESEE2Z, 2
K —Gheading AR, W HEE_AEFALT:
HEARGIED
Messrs. B. F. & Co.,
14 Poyang Road,
Hankow.
¥ER(EEB

Messrs. E. F. & Co.

14 Poyang Road

Hankow

X H#
{8 address 7 15 #% L ok & 4 %)
24 Shantung Road
Shanghai, May 1, 1918

Messts. E. ¥, & Co.

14 Poyang Road

Hankow

(baddress B Z2RZREBHEATHRAEAX)

(Place of signature)
Messrs. E. F. & Co.

14 Poyang Road

Hankow

5 B Z Messrs. — % £ # % Monsieur (= 3 % Mister)
2 % 3 Messiewrs Z ¥ ¥, 7 A U & of — Hl 8 (1 Messrs.
E.F. & Co.) % =@ ¢ £ Z M A (fn Messrs. Wang & Lee; #,
EHRECEAELRL FZEESAERTBMAAN
FRAZREERAGR ARSFREEARROTUR
BREBAZHER T
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1. 8 RY%EN W ZE Master.

2. BRREBANE 25 Mister (8 B Mr) &
Esquive (M B {E Bsq.),  Mr. T E B R AZBEAZH, v
Mr. B. B. Chang, i Esq. ® ® R A Z #% 4 = %, B. B.
Chang, Esq. '

3. WRKXBEZHE XU 2B Miss.

4. BREHZHEANRZE Mistress (¥ & & Mrs,) &
Madam.

5. HRAWLE %M 2B Doctor (# 5 #Dr.), i
84 n %R T/ %, u B. B. Chang, Esq., M. A. (81 Master of
Arts 2 % &)

6. BRABRAZANIRZUNE, UEAEREENE®
Z % Principal, # % Principal B. B. Chang, Ph.D. (& Doctor
of Philosophy), ZH A ER L HFL L% N B Z & Right
Reverend (# % £ Rt. Rev.), # & ¥ I # = B His Grace
the Lord Archbishop of # i£ 2 1.

7. BRTERAZEZHRFANB ZE Roverend, I
Rev. B. B. Chang.

8. HRMBEEEEH, T, MR LB Fleld Marshal, $E &
General, Bl 4 % Lieutenant Ceneral, # % % Brigadier
General. ’

9 BREWEFH, LWNRZE Adnmiral, K& 5 Com-
modore, #.% & Captain, 7 % % Commander.

10. BRAAEBMEZ A (2B Duke, 28 % A B Duchess;
#: 5% Marquis, & 8 X A £ Marchioness; 8 & Earl, B X A B
Countess; F B Viscount, F 8 % A B Viscountess; % 5 Baron,
2 B % A B Baroness), # & B M B His Grace the Duke
of ..., &8 % AB Her Grace the Duchess of . . . &1,
&®HEE

1l BSARBUZAGRELABLANDERZER
Mr. = Esq. -,

12. BRABUF2ERABREUAXREMUERZE
The Lady.
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13. BREFXHFNEE 25 The Most Honorable the
Marquis of . . . & The Most Honorable the Marchioness
of ..

4. HRABEBREEMZHE The Right Honorable the
Earl of . . . & The Right Honorable the Countess of . . . .

15, HR BB X% EMZE The Right Honorable Lord
. . . & The Right Honorable Lady . . . .

16. B R4 8 K'E R B #$ XYM EF His Excellency
.- . EEEHR).

17. R B EN® 2B The King’s Most Excellent
Majesty.

18. R ER UMM Z B The Queen's Most Excellent
Majesty.

II. ®® SALUTATION

BREUBREASRBEAZER FHUIRE D Z
FHEEXLEBRTPEANRABREIABRZRE NEAD
CRPTHEZRAUS RN TR TEHF AR, 0
HRBABRZ SHAARERT 2 HE EBRRAZR
AELRRGEERZLGEB GABERZARZRE, W
RELAZERSTELAARZ F R EEFREHRER 2
EEASERE IR AL DI T2 RELAS
ZEBRME LFHEY B EEZHARE HEZRR
HERER RN AHEBEEZHARBRE SR N2 S
AR S HB =M IR P LB RE S - FTRE=
T2 ELRES

(B ETRERE
Messrs. E. F. & Co.,
14 Poyang Road,
Hankow.
Gentlemen:
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(2 35— 47 & | 35 %)
Messrs, E. F. & Co.,
14 Poyang Road,
Hankow.

Gentlemen:

ERBELSEABAREZTARBE A, UEREZ
B HEEEER BT, KWEE— 728 50l 880
EBRAREEZEREGCEFERARKEEADTF:

(EEHELHE T8
Messrs. E. F. & Co.,
Hankow.
Gentlemen:

(8 & — 97 R & #5)
Messrs. E. F. & Co.,
Hankow.
Gentlemen:

ERBEERAMRSEZARE~TUB R EZH
mpABREREER S —RIH W T
Messrs. E. F. & Co.,

Gentlemen:

EFEREAAXARABNEBABRETR W R,
BEAMAEZLRPFLEITMERZIERZEELE WA ®
ST EFEAREREELAR -T2, A0 T

Dear Cheng:

REFRFACREFAEZR AETINAA— %8
(colom) B (VBB FE ERATRFLBBRM EERY
EERETBRZH Aim— LB (dash) 80 (—), BEAHAGH
ZBUFA-LEERSEHELPAZES, B4 X8
(somicolon) & (;) REM B UM — L EBAFFRAZE
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REDHE 2 E 4, address B ZHATR, R TR S
5, w8 RE AR ZS Sir, Dear Sir, My dear Sir, i 8 &
B E E'F, Bl Captain, Colonel, General $ 8, X Hx B ZH
Sir, ¥ EEA R Z A, M ER 2 8 Your Excellency &
Governor # Sir ¥, i H A M E LT ARRE 25 Your
Worship R Sir ¥, ZRHA A B 28 Miss, EBZRARZR
Madam % Lady %, % address § ¥ ¥ £, & A i &% R address
8 Miss X Madam | Lady R MU TFHFZESF TR F U
BB FEZHY

Iv. £E% BODY

EXEBEZETERS, EHEWZHEL &, BXEL
HEX BB RRE £ ZH ZB B (paragraph), H—F R %
BB CBRERUENARAFZ(MERBASFIBRR),
DR ZEBEEPREZISERS B — %28
MEERBFZR R RARZERBFIZIREEERR R Z
HZENBRHRZZERV B —EHREER—FHRE K
# e

(EXFE—BREBERBEFZR—KE)
24 Shantung Road
Shanghai, May 1, 1918

Messts. B. F. & Co.

14 Poyang Road

Hankow

Gentlemen:

In response to your advertisement in the
«Times” of this date, I beg....csuveees teeerresesnrransonnsaanees

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

------------------------------------
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\§/ EXZE-BRERERBEZAE

24 Shantung Road

Shanghai, May 1, 1918
Messs. B. F. & Co.

14 Poyang Road
Hankow

Gentlemen:—In response to your advertisement in the
“Times” of this date, I beg

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

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

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

A2 — ARG RESRNERE TRAES
R X 1 Z FE— B # (underline).

AR—FEHREMAEENKEELE M BREz2R
ZEEXBZE YU P S. =% &, s = % i K/fostscript/Z ¥ ¥,
BB R B R CH R 24

EREXAZH A E N 2% %X a i (punctuation)
FHEESRRBAE—@DER

V. Rt x-H#% COMPLIMENTARY CLOSE

BEXERBRBEERE - FRZTEERE R Z
FEEBOEANR-FEANERZIPEF-HEEBR
FRZB IBRABZIPTEEEBER—FZH A %
HWAAETZRAEFARLERAEREAAETEREX
AAZ2TFT—-8HBARER LBz ®, A —EE fm

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

Their retirement from business leaves me without a
situation at present; hence this application.
Awaiting your decision, I am

Very respectfully yours,
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VI. 24 SIGNATURE

BEEAEURFRBEESRECZR ARG XHE Z
HEBEREELEHRARELRBZR B LLBER
EEE ETHXE — b d address 2 4 % XK, 1

Very respectfully yours,
B. B. Chang.

FREEEE -4ANEEANEARREAFTNZAZ
HEMBEAAZETFAZES R L Al
Yours truly,
L. L. I,
ABCo (T HEWE
Manager % % 75 W)

EREELBCHRNMBPEEAREFTRAERL WUEER
AGRAFASUZEZHELEREREBEL DR E S
RRAERFLAHFSE A

Very respectiully yours,
(Miss) B. B. Chang.

BEEEB-BEZIEANES

Very respectfully yours,
{(irs.) B. B. Chang.

BRUKEABAMERY $‘%’§%§%¥fﬁ‘fﬁ¥:§%ﬁ
LEBUBARFURRABEARAESEZEEBERE,
FELHBKREMNESRCTASFE T, B Miss 5 Mrs. ¥ &
~ A E ,

VI &% i m SUPERSCRIPTION

HRHEIZEE USRS L A ERREH L ERK
REMbEZ LN FZHUMERTZPARE -T2
ERERETRHRE—_DDE P Zaddress R W RBEFZHA

BAfARFIRRYURHEABFRERE NERBEBAE,
MERnE —BEREILTFTTERARMEAN LTRF
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BEMEAREH LR EALTEES SR ARENR
WEREMBRREFEFEEBREZR TRETHA
RESELREACHBERE REFABRES LRAEA R
% B 2] ¥ 5t & & (International Postal Union) Z & &, R 7 &

ﬁ:‘&‘ﬂ,fﬁﬁitﬂ_ﬁ

If undelivered please
return in 5 (or 10) days to

24 Shantung Rd., Shanghai Stamp

Messrs. B. F. & Co.
14 Poyang Road
Hankow

B AME=% M ANESEER TR

89 Honan Rd.
%\““Q“&l \d‘;\

Dr. A. B. Chi,
¢/o R. 8. Bro. Co.,
31 Foochow Rd.,
Shanghai.

EERFHNDr. A B.Chi B 2% A, f g HuR. S, Bro.
Co. ¥ %, c/o B care of Z ¥ ¥, & B} ¥ % £ 4z, 31 Foochow Rd.
ER.S.Bro.Co. ZHEZH, W FTHMAEA Z 89 Honan Rd.
@ % Dr. A. B. Chi Z 43, 3% R. 8. Bro. Co. B Dr. Chi
CHELRREXZHIRLFLHZLMAERTEIFE
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W—EFEBEABLEMBEAFR S WEESEXEDTH:
A

™

K. K. Hwang, Esq.

Chinese Legation
By kindness of Washington
Mr. L. G. Ting
By favor of 1 B¢ B &

FEFREBEREBABRAFL DBV A BELEER
FHEWL AT

Mr. P. S. Liang, Ph.D,,
Chefoo.

Introducing
Mr. Chung S. Ping.

BE-SHEYREEASUEFHALZHZRBLTFH:

Rev. T. H. Ling,
Present.
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BEEABEENEERA NS S E L2 4% %
R R

Mr. Chang Ping-chin
at Mr. Kai Kwang’s

19 Szechwan Road

Shanghai

WEAWHOE NERETTFHRAEA LENH LT

Ip Tsze Lun, Esq.,
12 Queen’s Road,
Hongkong.

‘With a Parcel of Books.

ME—FELEMBXBZHEAFTAEA ABREREEE A,
HEEEE I T

Mr. Lee Cheong-sung
in his absence to

Mr. Leong Tsum-ching

Post Office

Foochow
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13

BRE-FAACEREEEEB L UERE S E £
mE Via ... ¥ 8, XX 0 T

Via Hongkong

Mr. Chu Seng-chi
Sincere Co.
Nanking Road
Shanghai

BE— T RELLRNEES NEREY F L
& Per ...... s AR T

Per «“Folien”

Mr. Chu Seng-chi
Sineere Co.
Nanking Road
Shanghai

HE-—RK ARNBRTFELWERAEH E L

Registered % #, % X i F:

b £

RBegistered

-

Mr. Chu Seng-chi
Sincere Co.
Nanking Road
Shanghai
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F—BRXGERRARAAEERAZ T ER L E
EAHEZHEAB-XN A EFEHHHE AT

i

His Excellency Wu Ting-fang,
Chinese Republican Envoy
Extraordinary and Minister
Plenipotentiary,
‘Washington, U. 8. A.

M- EFEXAEFZAXEETE MWEL F &

His Excellency,
Governor Tang Chi-yoa,

Yiinnan.

HXELZEBEREXPTEZR AW EX 5 3%,
MR BNERZERI T, EM IR XIELZLEES
FEBEEABEER L AT, XL XM —H 2
HAXBELEARXPZ-BRARAGAE U—R &
ERANBEXEZLERT R BTRANTZIHE NS & 2,
AR

@) EXEALZEN
KABELZHTE T RNZE =, HH A (Private) H® WA
5.4 (Personal), B & % (Public) % 4 B & # (Open), A & %
TEZARBELEERARERFXARERFRZIOT:
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I. PRIVATE (OR PERSONAL) LETTERS

Private (or Personal) Letters # 7 & B — %, H it X & #
(Social Letters), B ¥ # 1% # (Business Letters), i Social &
Business, X B A I B& R X5 BRI BLAXRR, 25 F
SE 2 fn F:

A. Socian, LErTers

Social Letters &, 7 & L 2 E 4L t, LR 15, BE BE
HEEMTHG REBARSERERLZELEYBZ, &
% Social Letters %, MBS D EEBT AR E, 4HE S R &
52 &

1. K 1& Family Letters

REPERAFIXFBZXE BOBESFEHFF R,
BREBRATESER LG EALE A —HRESH
ENFEZEIBEH VR BEENMARE ESEHN A
EHUBALEERA DT EE BATURBEXTZEE,
ERATRAER UBRREEZ R

R % % 15 %, % B8 = heading, X ¥ % 42 A A, address
] i R

2. ¥ 1E Leiter of Congratulation

HEXZAUBAEZBZE RS ABEAREASER F=
FABRZEABAIETAFE R AL ARFARRE B 5 5
HEETAERFT—FROFRABRZIBAELEA ’

ABERERZBERREAARAHKIRE 24 2
heading # £ B & 4~ B H, address 2 % W F #-

3. 1% Leiter of Condolence

BPEEBUBAZEBTNUBREL E2F B F
EEXE-—BEHERRBLEZHLRAURAERMAREZH S R
BEATEREMRANEE L2 S ELARA UM B 1%
FRERARBERT 2. ’
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4. #1745 1§ Letter of Advice

REREBRBRINKPATRAGE W RESEDLE
EXUHMETRBUETRZEFRERAAE TSR,
FERSERHABRAEAFURELRAY AL BEFT S
AARBAEELB LEH ALY RRIATER IS
B

6. # 3 Letter of Iniroduction

BEF-H BREL (social) 81 ## W 15, HW % L
(business) & 7 ¥ 15, 4 (& £ A & & H i social F | %, business
LtEERBR

AREAREL5AEERABASETR, AR5
HNEBEETMAREBE M AREPARTRESE SR
WEXEHM AR EXABRRE REBFEZHD E&8
ABERAZ

6. REE Letter of Application

REREE S AAWRLEZEE R B LANBEYY
A Eﬁﬁlfﬂf&k*:ﬁ%ﬁﬂﬂ REBFEERTATTEE,
moEYEE

RE LR *L,E}headmgﬁ‘#Zﬁ?? DEREEZE
&, 8 address JF &% 17 47 5 -

B. Busixzss LETTERS

FELZELESESA R BEFLUBEHERS

BEBUREBANFETE, EXRAF RELKS MHHR,
MREFREARTL, TUNECHUESTRER, B X

ERmAHAAYFTLAD T
GENTLEMEN:

Yours of 17th inst, reg’d. reply would say we have
no record eof such action/ Would ask you kindly to
repeat the same.

¥Yr’s resp.
J. Jowzs,



SELECTED ENGLISH LETTERS 17

EHFNMTANEPHLZESERDRZ22 AR/ Z,
#1 4 e

14 Warr Svt.,
Troy, N. Y.,
Octz. 18, 1918.
Tar WassmweroN CoMpPANY,
Boston, Mass.
GENTLEMEN:

In answer to your letter of Oct. 17, we regret to say
that we have no record of the order for collars you mention
and can only conclude that it miscarried in the mails, If
you will repeat the order we shall be glad to give it our
prompt and careful attention.

Yours truly,
JosEPH JONES.

BHRBERENPZESEMAREHZ &, & &
BPLEGYAFMEIUGFIBEE ARZHNL, Eplease
Bthankyou ¥ %, ¥ RIL REEZEEELAZTFER
HEEZ2MAR W LT #MAEBLUENREZAER
=, & B 5B A5 K F A b

GENTLEMEN: -
On the 25th you say “copy mailed to-day:” That copy
did not reach me. Mail another.
Yours truly,
J. BLaNK.

It is the November issue that is wanted.
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2

GENTLEMEN:
The Central Y. M. C. A. is to-day in receipt of the
February issue of the “Journal of Corresponden e,” but has
not received the January number.
As we are unwilling to miss any of the numbers of this
valuable publication, we trust you will see that the missing
copy is sent us on as early a date as possible.
Very truly your
J.B

IREBEARE, S UIFUE R, R FA TR
MATmENRRAEZL, W E R you R, BB EZHE
FABNER EREERELBRZIRG, RER LA R
# X 4.

MERPZB4ABAELEAA B ZHE D

¥ R Ling Bn u.(ug*%—S' pson & Co. HF H 4 % 2
A, i p. p. = % # Elper procuratiod Z #& #, &K A & F F F
p. pro. & per proc. ¥ 2F H-

BRBRFAEAAHFT, ERADAZHNUETEAR

&R MW T
For Siempson & Co., = per Siempson & Co.,
1live Ex Tuxe. Line Ex Tuona.
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FRHEAREET R SREE ELLOE RESFEL
FHER 2R EFUY R, URAELEE B RTEe, o —
BMHBEEZARBUPBEREBRBEZRETLHEA L,
A F:

In your reply please

refer fo ;‘—;—

ERBrm FURNEEREEn TN T LG 251
ZERAFY Pt F Lz 8 B — 3w &Rl
ol R N A

II. PUBLIC LETTERS

Public Letters #, I Z ARKGRERRE 2T LB

BERER UBMAFEXKBEZRBEREZ T B X2 5t

HEABEABEABOREANEREAN, Fﬁ*ii%
NUEEGTEEAREH

Bz EHA

HXBFABZAPEFTEN(EBNG —RE 2

HAMBE, 4B AETRER KRS ZHEBEIEE
Mz MEFREFAFRZEA

KXAFEARZRAES, AT S

(2) commercial note, (3) packet note,

note paper, (6) quarto-size paper, (7Y mourning papef % -t 7&-

1. Leiter Paper

Letterpaper ER T EAZ, SN A Z X B H, ﬁﬁﬁ'&‘
EfE AR, EFEHD TR
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% %
i iy
g g —]

2. Commercial Note

BEAR L DAL B AT BARAT—, X BB
BEBAXRTREIRT, EFHF EH0 FE

£ -
£ - #
8. Packet Note

EEEBRRENE L BEXBEANSEAZL LS
FuFETREERZZ = XxT, KT 3 — W commercial note,
RE2EE=HE



Specimen 1

Lerrer Parrn



Specimen 8

CommERCIAL NOTE



Specimen 3

Paorzr Notm



Specimen &

Nore Parrr



Specimen 6

QUARTO-8128 PAPER



Specimen 7

MourNING ParEg
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4. Foolscap Paper

BRBEERASHZ FABRUEHAREABAEARRE
FEAMZMVERFEHELAHBEZAGRERB xR
TRYZRT,EFERGTE

. ¥ = 0
3
i
) % = W
&. Note Paper

EEEBEERARL, KABRENS 2 S KT B
3T, 2 3 ik F =

® @)
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6. Quario-size Paper

BEFBEDARZBS, KABAXTRMERE T, X
frEH TR

?. Mourning Paper

BEEIFREA AT NREZHAES ISR
FE-2E BaKABBEERKIR— 9 E &%
# K o 1R b 4R 1 B, 3 mourning paper X ¥l 2 A E H,
BARMMNEEEATXHE BAF ST 4

iy e
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DreBEE S AARELAFrESAR AT MNE =
=R MALHRREAKRIFIEREFAFNERAH N
RUBZ BEABILE X

(W) E A ¥ PUNCTUATION

Habs A4 BLERIRRA AR, HE8¥%8 N
CEREEEVR EBRAT=
The Comma (, )
The Period (.)
The Semicolon (; )
The Colon (:)
The Interrogation Mark (2)
The Exclamation Mark (1)
The Brackets ([ 1)
The Parenthesis ( () )
9. The Dash {—)
10. The Hyphen (-)
11. The Quotation Mark (* )
12. The Apostrophe ()
13. The Ditto (,,)
1. The Comma (,)
Comma Z A E#E, S 5% % RTF:
g AL&&F 4 (compo'und gentence) B, Y # W 5 (con-
junction) 3 ¥ %, B} l — comma Y 7 8i Z, B Ju:
There was a sudden fall in the price of these securities
vesterday, and buyers were, consequently, very wary.

Z. A Z 4 (complex sentence) # Z 3# F 47 (clauses),
F k4 ob B DL A B mE 2 4R, R OB % T 1 (qualifying clause)
34 &, B 21 A comma ZF BF Z, B i

The buyers were instructed to reserve their orders, prices

were so very high.

Mook e

»
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A. RAhBA 8 ®F 4 (inverted or transposed clause)
%, M & A comma 7 i Z, Fl =

When you have completed the work, you may send in
your accounts.

T. A F 147 (clause), zy (phrase), REME,HEF/ AR X
3 B, Wi 86T 4,50, R 4 M 2 8 %, F A comma & % 2, Bl I

The prices at which the goods have been supplied, as we
have already remarked, were for prompt cash.

K ARMEZFEFER—EL 05 F2,%5AMcomma
2 %z, Wi .

He has been a good servant here; patient, sober, honest,
and industrious.

B A—f1hHBEE(subjects) X, WEZHBR ER
comma 7 B 2, Wi B B Z EREN B (verb) HE K, FAA
comma & B Z, ¥l i

Ranges and groups of lofty mountains, deep valleys,
through which run rapid streams, and numberless lakes, set
in the midst of grand old forests, are the characteristics of
this primitive region.

B RPZREMXEERHFR—E% N EMcomma
& B Z, B e

By night or by day, at home or abroad, asleep or awake,
he is & constant source of »uxiety to his father.

F A-GRZBFARBHEEEARR R EUA
comma B 2 & By 9 2 #F 3 8, B A

Reading makes a full man; conference, a ready man; and
writing, an exact man.

T APETHEZERFRENBHARE MER
comma & ¥ Z, W in

Did he act wisely, or unwisely?

% Af1H S H B 8 (appositional phrase) &, {] 3 #H
Z ¥ %, 8 B comma & & Z, ¥ an

Chang Tien-ho, the captain of the ship, will wait upon
you for instructions.
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F RFEREEQPRHEX MNEN comma U &
oz, 9 J

To say the least, it is unfair.

. R#E% 25 (absolute phrase) %, 8 comma % X
Z &z, B fn

The sun having set, we all went home.

2. The Period (.)

Rzl azmfas, ZR% % A — period, % 2
(abbreviation) Z % 75 4%, Hit ® & 3 & f1 & %, B Al — @ period
2%, ®m

He will come here at 8th inst.

3. The Semicolon (;)

H. Ledmv RS, BERAESOEE L ME
J semicolon, #l i:

Our confidence in the success of this undertaking is not
the idle dream of enthusiasts; it is founded on reason and
based on science. '

Z- A% 2 B F 4 (successive clause) %%, 7 ¥
J8 — semicolon, # fu:

If we have stated our claim correectly; if we havereasoned
it oub clearly; if we have proved our right to the remunera-
tion we request, how can you withhold your remittance?

4. The Colon (:)

Colon %, B} xemicolon % period = X = & M & &, shiER
# 11z 3% as follows, the following, these, these words % R 2 %,
# fn:

Our quotations are as follows:
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6. The Interrogation Mark ()

ok interrogation matk ¥ AZ RM A 2 &, AR EBRMN G
BEER— R UGN ZEBREBLNBERAEAE AL HE
E—RaoBER LBH% 6 :

Do we ever see ourselves ag others see us?

6. The Exclamation Mark (1)
W LBEHRFIAEKO ¥ EBRRER A — exclama-
tion mark, # im:
OR! how I envy you!

- EEHTFHRISRER S GaAEREEZ-KE
%, B ¢k exclamation mark, ¥ & It 2 % Z %, #l i
Ah me!

7. The Brackets ([ 1)

RARBISWU - AR IR FHER M S & E W
X qmzE# s W A brackets, B im:

Yaclosed please find draft, value one hundred dollars
[$100] in payment of your account.

8. The Parenthesis ( () )

- Parenthesis Z Ml ¥, & brackets # B, H 3L ¥t 2 4 ok, ¥ 58
ABBEFHGESB® LR — ¥ D, f
You were seen (you mneed not frown) by more than
twenty persons.
9. The Dash (—)

Dash %, B HA N A BN EAERELWEZ DA
o2 B 2 SR, % R b AR B, B

I would do it, but-—to say the truth—IJ am afraid,
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10. The Hyphen (-)

H. Hyphen %, % i U # & & & % (compcund word)
Z & LB, B

Blue-eyed; good-by.

- B TZ2REERFEVE 22, U RFRER

¥ fi 2y By B %, W3 b 55 B A — hyphen, # i

Next Tuesday I'will report in detail the result of my inter-
view with him.

11. The Quotation Mark (* )

Quotation mark #, T UHEFERXLBAZRBRX—A
Z XK T E L, B & quotation mark 2 b, W E AT B A
Z % E %, W % E B — single quotation mark (¢ *), # u:

He said, “Ifelt like making a bitter reply, but remem-
bered the words, ‘A soft answer turneth away wrath.’ »

12. The Apostrophe ()
B. RKEY—4F (noun) Z &M % 6 (possessive ca,se),
%A% ¥ % E — apostrophe X s 3, 8l fn:
The dog’s tail was cut. ‘ _
- A—FRBEFEPZHEEE WA M — apos-
trophe, B in:
PORIwl, IWsfibis, ¥ 2

18. The Ditio {,,)

Ditto %, AU R L FHEZB% % &, 8w
Mr. Wang is my friend.
Mz. Chang ,, your ,,

T. x¥B% B CAPITAL LETTER

1. B Zd s KR, #m
The first word of every sentence should begin thh a
capital.
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2. IROZE, BEB XE, #la
You like him more than I.
Mother always says “0.”
3. WAFLAXE, flin
George; France; China.
4. REHBDZEIZRBRAAE, @ m
The City of New York.
5. ARHIEMAABE 5 BAAXE, A
Chinese; French; English; American.
6. AREZiEms g o AkE flo
God; Jehovah; Providence; the Savior.
7. REFEZAUEREE SR KE #u
Baptist; Episcopal; Methodism; Catholic.
S AHZENE—FB3FAXE, 0l
No flocks that range the valley, free,
To slaughter I condemn;
Taught by the Power that pities me,
I.learn to pity them.-
8, ARPRZHUBRALLBRXE, AiD:
B. B. Wong, Esq.
My dear Sir. -
10. ¥ North, South, East, West ¥, HUE — R B F
EBDHRE, M -
Many citizens of the South spend their summers in the
North.
1. ABRABZEEFRSARE O
Barnes’s History of the United States;
The Child’s Book of Wonders.
12, LBFRADERBAXRE
The Wing On Company was opened Thursday, August
1, 1v18,
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13,7 4% s address, & salutation 25T & %, A B8 Ak
2, % i

Hon. Seth Low,
President of Columbia College. W

Dear Sir: WM :{*);/\%

4. REW comphmenta.ry cIose zaE EEEE X i 5 35
e, W Ergressieel Gw i\(:j@,“\#r \'mhs& finttering
I remain, dear Sir,
Very respectfully yours,
15. A 7E quotation mark ® Z ¥ %, % B K E, H o
Remember this maxim: “Honesty is the best policy.”
16. AR IRZEXREAIEL LZERE QA
C N B N
The Battle of Waterloo.
The War of Independence.
The Middle Ages.
17. RBAZAORW A% B HKXE, A o
Come, gentle Spring.
Now stalks gaunt Famine through the land,



CHAPTER 1II
SPECIMENS OF SOCIAL LETTERS

A. Fron Parpnrs To (anp ABovT) THEIR CHILDREN (WITH
Repries) aND LETTERS AMoNG Faminy MEMBERS

1. From a Litfle Boy to His Grandpapa
385 Suexst Roap, April 14,
DEAR GRANDPAPA,

How do you do (E 82 7 #))? I have not heard from you
for a long time. I hope you are not ill, and I hope, too, that
you will soon write to me.

I am,
Dear grandpapa,
Your loving grandson,

8. A Liitle Girl's. First Letter to Her Mamma

Tae NuBsERY, January 7.
My pDEAR Mamnia,

You see I can write a letter. I hope you will be able to
read it, for I took pains (¥ R & ), and was a long time over
i (fEdh #E R i8 &F 4 % ). I will do better next time.

- Your loving child,

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

& From a Liille Boy io His Parents on New Year's Day
January 1.
My pEAR PARENTS,
i I write you these few lines,  wishing you a happy New
Year (%% &9 % %8), and very many of them (& E & % ik 5
& ¥ 4E).
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Iﬂ‘hope that by the end of the year I shall have made
greai progress (K f i #) in my education, and that the
letter I shall, I hope, write to you a fwelvemonth from now
(¥ ¢ 4 B) may show that I have made good use of (¥ Al) my
time.

I remain,
My dear parents,
Your dutiful and affeetionate son,

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

4. From e Little Girl to Her Grandmamma, Inviting Her
to Pay the Family a Visit

Mawsrrenp Virna, BrixTox, Oct. 5.

My DEAR GRANDMAMMA:

As mamma has left one side (%€ §& — %) of her letter for
me to write to you, I beg and entreat you to come and see us,
and stay a long time (X #). Do, there’s a dear, good grand-
mamma. -

Although we live near London, we have a pretty house
and a large garden just like the country (% M), so that you
will be as quiet here as you are at your own home.

Paps says the railway will bring you to London in two
hours, and he will be at the station fo meet (¥ $£) you, and
bring you and your luggage here in a cab. So, my dear
grandmamma, I hope you will not disappoint us, but come
as soon as you can to see

Your affectionate granddaughter,

------- #sresssmveacer
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5. From a Little Girl at School to Her Parents

MackwortH HOUSE, APPLEBY,
Janaary 25.
My pEAR PARENTS:

I was very dull and miserable when I first came here,
for the change was so great from my happy homs to the large,
rambling (8 #&), cold-looking (R # &) school. Bub I am
becoming used to ($ B & &) it by degrees (i i), and as the
governess (& ® A) is kind, and I have some very nice school-
fellows (R #), I am beginning to feel as happy as I can away
from my dear papa and mamma, and brothers and sisters.

But I am not to see any of you again till next Christmas
(5K 6% 22 &)l What a long, long time (7 % & A Z &) it will
seem! and how I shall count the days and hours until the
happy holiday time comes!

In the meantime I will pay atieution fo (¥ 2 ) my
lessons, so that when I do see you again, you may find a
great smprovement (€ %) in me. ’

With kind love to all, and hoping you will write often,

Yam,
Believe me,
My dear parents,
Your very affectionate daughter,

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

6. From a Little Boy at School to His Parents

Buckrienbd House, OaxHaw,
July 18.
My DEAR PARENTS:

.As you told me to let you know how I got on (& B F)
&b my new school, I write to say that I like it very much,
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My master is kind, and we have plenty to eat and drink, a
large playground, and comfortable bedrooms.
I am learning writing, arithmetie, grammar, geography,
and history; and I hope fo gef.on well (8 % & B) in all these
~before the half ig oub (F i 4 4 & B & Z Wi).

There are a great many boys in our school, and some of
them very big ones, but we agree very well together (# i H ¥
# #), and have some good games.

. In hope you are well at home. Please give my lind love
to my brothers and sisters, and accept the same yourselves
from

Your dutiful and affectionate son, 1//

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

7. From a Son at School dsking His Father’s
Leave to Pay a Visit

BeresHIRE COLLEGE, READING,
© October 24, 1917.
My pEAR FATHER,

Robert Young, one of my schoolfellows, asked me to
spend a week or two (— = B ¥) at his fother’s (¥ R &K th)
during the next holidays. Mr. Young is a farmer, mear
Pangbourne (# 4&), and his son is a very clever, nice fellow,
‘WM £ 42 M #). If you have no objection
(% ), 1 should like very much to go, even if only for a few
days. I hope that you will give me permission (& &) to go
with him, and will not mind (iF & 2. B &) sending me a little
money to go with.

I remain,
My dear father,
Your affectionate son,
CHARLES FRASER.
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8. Answer Affirmatively

Burwoop Housg, Pr a
October 26, wgﬂm
R

«v\f @5‘
You have my permission #o accompaity (B #) Robert
Young to his father’s house, and fo defriy your expenses (% #
P 2 3% ®) to Pangbourne and in returning, I inclose you a
post office order (83 53 BE %) for . . . , which Mr. . . . will get
cashed (5 # # #) for you. When you arrive af (i) Mr.
Young's you must thank him for me, and say that I shall be
pleased if he will allow Robert to spend a little time with us
bhere. I don’t know (# ) Mr. Young personally, but, I
believe him to be a very worthy (% & # i) man, and if his
son follows in his footsteps (% 7o & H.j, his friendship will be
worth having. Although I don’t wish that you should hurry
away (¥ %) from the farm (B 3E), I shall be the better pleased
if you will come home soon.

My pEar CHARLES,

With love from your zﬁother, and sister, and ﬁlyself,

Iam,
My dear Charles,
Ever your affectionate father,
JoEN FRASER.

9. Answer Negatively

Burwoop HouUsg, PRCRHAM,
Qctober 26, 1917.

My DEAR (‘HABLES

As 1 am not acquainted with (3 &) Mr. Young, it will
be better for you to-defer accompanying his son home for the
present (% 4), and come from school direct here (# 3 B Z it ).
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Ask Robert to thank his parents for their kindness, and ex-
press yourself as grateful to him for his thoughifulness (2 &).
T hope you won’t feel very much disappointed (% &) by my
refusal, as you know I by no means approve of visits being
paid by any one of my family to strangers. Besides, I wish
to have you with ws during the whole of the holidays. I
have had a very favorable account (i %) of your progress
“from Dr. Barnard. He tells me you have been studying
very hard, and deserve (B ) a rest. You shall have one at
the seaside, which I believe will do you more good (£ % & R %)
than an inland district. )

Write and tell me the day when the holidays begin, and
we will make our plans (¥l &) for you. Your mother sends
her love,

And I am,
My dear Charles,
Your affectionate father,
Jonx FRASER.

10. Letter of Thanks for Being Permitted to Pay a Visit
" BERESHIBRE Co};.LEGE, Reapina,
October 26, 1917.

My DEAR FATHER,
I am very much obliged to you for giving me leave
(% W) to accompany Robert Young to his home during the
holidays. He is very glad that you have consented, and
tells me that we shall enjoy ourselves. But you may be
sure that I shall not forget my own home, and nothing will
induce (38) me to remain away (& & 5t) longer than a week.
I will be sure to thank Mr. Young, as you desire, and ask
him to allow Robert to spend a few days with me when I
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leave the farm. If he consents-I shall be glad, for we are
growing great friends (# %). 1 think you will like him very
much; at least, I hope so, because I shall be sorry if you are
disappointed in him (B B % A).
With love to dear mother and yourself, I remain
Ever your affectionate son,
CHARLES FRASER.

11. A Lady Desiring Her Son to Visit an Old Friend

7 CLarzNCE Roap, BricHT,
Sept. 17, 1917.

My puar Wriiiam,

As the Grahams have faken a houss (£ ®) in town (the
address is 5 King Street), you will please me by calling upon
them in a day or two, and asking them to point out anyway
in which you can be of service (¥ 1)-to them. Mrs. Graham
is an old and very dear friend of mine, and when she knows
who you are she will be delighted to see you. I have
not seen any of the girls since they were children, but I
hear delightful accounts of them. The eldest is said fo be
(i =) charming, amiable, and intelligent, like her mother.
I shall write Mrs. Graham a note to-morrow, telling her you
intend calling (¥4 2§ A.), so by no means (¥ F) delay doing
8o beyond Friday, otherwise you will be thought careless, or
perhaps something worse (& ¥ J* it %). Give my love to
them when you call,

And believe me,
My dear William,
Your affectionate mother,
Errzasgra Youxe.
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12. Respecting a Visit to a Priend Made at the Desire
of the Writer's Mother
Purney Roap, Feb. 2, 1917.
My pEsrR MOTEER,

Tealled (F R TF Z on F& A “F & ) as you
wished on the Graham’s last night, and was received (3 %¥)
very cﬁrdla&mdky every one of the family; Mr. Graham was
excesswely kind, and seemed never tired of listening to what
I had to say about you and my father. The girls are really
very pretty and amiable, and, as far as T can judge, accom-
plished. The eldest, Emily, is decidedly the most charming,
but I know very litile of (% & I &) them as yef (E4). Tam
dining with them on Monday, and on Tuesday I will write
again.

With love to my father,

Believe me, dearest mother,
Ever your affectionate,
WALTER.

18. Inclosing a Remiltance to a Son with a
Word of Advice
Forton Roap, N.,
Feb. 21, 1918.
My prar EDWARD:

I was excessively sorry to hear that you had allowed
yourself io become indebied (& 1) to anybody before you were
in a position to pay what you might owe (& ik & E 48 Mk B W 5K
& z %k Z #1); for debt, however -trifling, is the very worst
burden under which one can begin 8. 1 have known many
who like yourself, thought that to owe a little money was



38 SELECTED ENGLISH LETTERS

of no consequence (% B % %), have found themselves in
serious difficulties before they were conscious of their ervor
(B i X $B) and when they were exiricaled (i #i) from their
troubles, were only temporarily benefited (W B¢ 1% %), as the
habits they had contracted impelled them to incur fresh
debts to an extent that ultimately led to their ruin (3 % i i
#31). I am not taking you to task, my dear boy; I am
only warning you as a true and loving friend, to avoid every-
thing that might possibly Iﬁar Jyour prospects in after life.
A very slight deviation from the path of honor (E i) in our
young days carries us far mway ($% & % % ) from it in the
prime of life.
I am pleased and thankful that you candzclly confessed
(3% 18 & B) that you were in debt (& &), for, although I felt
pained, it was sweet to think that you bad confided your
troubles to me. Always do that, my dear, and you will never
wander far asiray (i 7% A # §). I inclose a bank note for
. {80 pound Z ¥), which will, T hope, free you from all
anxiety. Write me a cheerful letter by return of post.

And ever believe me to be,
Your affectionate mother,
Hrrey WINGFIELD.

14. From a Young Lady ai School to Her Sister Describing
a Visit to the Couniry

Tar CorLEas, CLaraam, S. W.,
July 23, 1917.
My DEAR LENa,
Tuesday' was one of the happiest days we have had for a
very long time. Miss Gray was in an wnusually indulgent
(% % % #t) humor, and caused us o be carried off (% k) to
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Midhurst, a pretty village ten miles from town, where we
en;oyed ourselves fo our hearls’ confent (i B). After passing
the village, we came to a delicious (%) bit of woodland scenery
(bk 3 B %), where our hampers were unpacked, and their
contents spread out (8 M) on the grass under the shade of
some noble trees. We encamped gypsy faskion (i 3% B Z ¥%;
Py B Z - HARBEREENERLHEEER AR
Bl Z i ¥ A4), and made merry for hours and hours,
while our elders were botanizing (iR % ¥ k) and sketching as
zealously as though (iF 1) it were for dear life. Our appelites
(¥ 1), you may be sure, were excellent, and so were the
dainties (% &) which Miss Gray had provided. Our kettle
boiled famously and actuelly sang (EH G IFR, T A HE F
n 3K 1% 43), as did we, very heartily, much to the astonishment
of the birds. The day came fo an end far too soon (Bt B # #),
but it has afforded us since no little pleasure in recalling
what was said and done, and what we saw. Trusting you
will not forget me, ‘
My dear Lena, ,
Ever your affectionate sister,
Fraxcrs WALTERS.

15. From a Lady to Her Daughter at School, Respecting
Her Disobedience
Brixron Roap, 8. W.,
March 2, 1917.
My DEAR MARTHA:

I have received a very sad account of your conduct
from Miss Gray, who is quite as much distressed as we are,
and has begged me to write, warning you of the consequences
(# B) of disobedience. Your father and I think you must
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have forgotten us, or you would never have caused us the
shock (¥ %) which we felt on receiving Miss Gray’s letter.
You surely have forgotten also your promises (#f &), and
become, instead of a good, dutiful girl, & very wicked one.
You know that we love you very dearly, and are grieved to
have you aqway from home (RthZ H¥E R R 1), and yeb
you have caused us this pain (B & % 4 %% H). We are
too deeply hurt to scold you, or say what we shall do. I am
afraid that Miss Gray will send you back to us, lest your
example should be followed (f% #t) Dy others. And what a
coming back that would be to us all. I have asked her to
try you again, and if you go to her and in a humble manner
beg her pardon, and express your sorrow for all you have
done, perhaps she will forgive you. And if she does, you
must kneel down (B B R ) and pray to God to keep you
from sinning (% ) and every night and morning you must
do the same (% 1% % B ), for yi)u will never be a good girl
until He takes you into His Leeping (L H WU BEREFTEZ
F). It is because you have forgotten Him that you have
. been disobedient, for remember this, my dear, that it is only
by striving (¥ Ei) to do our duty to our Heaverly Father
(R ) that we can do our daty to others.

You will do what I have told you when this arrives,
and write to say that you are our own liftle danghter once
more (&), and you will be forgiven, and have all our love
back again.’

Your affectionate mother,
CHARLOTTE FITZROY.
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16. Amnswer to the Above, Penitently

PenEURsT COLLEGE, REIGATE,
March 85, 1917.
My praresT MOTHER,

I have indeed been very wicked to distress (# &) you
and my dear father as I have done. T cried when your letter
came, it was so much kinder than I deserved (M E ff =2 K H 8
R Z 5 ). I went with it immediately to Miss Gray, and,
as well as I could, I begged her to forgive me, and promised
to try never to vex her again. She was very good to me,
and bade me go to my room and do what you told me. T
really will try {o be good (R B & A).

Give my dear forgiving father a dozen kisses for me, and

bless, my darling mother,
Your own,

MaRTHA,

17. From o Lady to Her Daughler at School

CorreEGE Roap, Dunwics,
Jan. 31, 1917.
My pEar CAROLINE:

Your father and I were delighted to hear of your
progress, and we are sure you will continue fo improve (A #8 ¥
3 i) if you never forget o pray io (% %) God for help.
Remember that you can do nothing without appealing to Him
(% & 3 & k% 4 5 & &), for He will strengthen (3% 58) your
resolution, and by that means (JB # ¥ #) enable you to
overcome all your diffculties. When we attempt to do
anything for ourselves forgetful of God, tempiation comes in
(5 %% £ A) and leads our thoughts away from duty, and into
paths that afford us no true knowledge.
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Both French (¥ X) and music we wish you to know
thoroughly, but not af the expense of (F% #) your English
studies, for to know your own langnage well gives you a
facility in acquiring others (2 B fi B 5 ¥), whereas if you
neglect your English for the sake of (H #X) learning French,
your knowledge of both must ever be imperfect (B B |E 2
Z H). I shall write to Miss Gray and let her know explic-
itly what our wishes are.

We are as desirous to see you as you are to come home,
but the holidays will soon come round, and as your dear
father will go for you, you will have a kind meeting to think
of. I shall be in town shopping (¥ 42) one of these days, and
I will buy you a hat, and, perhaps, something else, which
must remain a secret for the present.

Your father and John both unite with me in sending
you our fond love, and with a kiss,
‘ My dear Caroline,
Your ever affectionate mother,
AMary SINCLATR.

18. Fromn a Youny Luady at School to Her Mother

PexaURST COLLEGE, REIGATE,
Oct. 19, 1917.

My DEAR MOTHER:

1 am very anxious to be once more at home, but it will
be six weeks before the holidays begin, and until then (% £ #
#5) I must just content myself here by writing and receiving
your letters. I have improved folerably (& 2 ) since 1
spoke about my music and French. I do not give this as an
opinion of my own, but both our masters (¥ ) were pleased
to say so, and they are so strict that I can take their word for
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granted (B =% E B £). 1 feel, however, increasing facility
(& ¥ #1 &) myself, more especially in music, which you know
I have always loved. French I acquire much more slowly
(# % 18). I have determined, however, to persevere and
get over (1% i) the difficulties before this term expires (# T).

T am still wearing the . . . dresses and . . . which you sent
by John, and I have been so careful of them that they look
scarcely soiled (R ¥5). But I require a hat more than anything
else, because the one I have is really shalby (8 &) and old-
fashioned (8 R #). If you buy me one I should like it o be
the same as (F ¥) . . .’s hat, for I am told that the kind she
wears is very pretty and serviceable (8 H). You, however,
know best, and it pleases me to think of your constant thought
of (% % % &) me. Ishall write again on Tuesday. Give my
fond love to my father and John, and with much to yourself,

I am, )
My darling mother,
Your own,
CAROLINE.

19. Letter from a Governess to Her Mother, Saying that She
I3 Unhappy tn Her Situation
Berview LopGe, LEEDS,
August 21, 1917,
My pEsr MOTHER:

I do not really think (¥ & ) I can remain in this situa-
tion. I have bean here for a month, and I have never had a
sympathetic (¥ % 1) word from Mrs. Ellis. who treats (i &)
me exactly like a machine.

I am expected to do much of the work which ought to
belong to the nursemaid (> % Z & % %); so that, when my
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charges are in bed, instead of (3 %) having a little time to
myself for reading or mending (& #) my clothes, I am expected
to see the wardrobes (X i) of all the children, put the school-
room #n order (& % ) for the next day, and go and sit with
the baby if it wakes up- (), which it does nearly-every night.
T must of necessity sit witn no other light than that of a shaded
nightlight (% 181 B # ¥ ¥ Z &)! So it is impossible to read
or do any needlework. This is very dreary, as you can imagine
(% & 28 & % 2), more especially as I can hear singing and
music and sometimes daneing going on in the drawing reom
% %).

I have my meals in the schoolroom with my two elder
pupils, and I never go out except when I take these children
for their walk (B #). How I think of the bright fireside at
‘home, and of you and father and the girls! And how I wish
myself back!

Surely all situations are not as trying (# %) as this one.
I hope, dear mother, you will agree (W &) to my leaving, and
let me know if I may give Mrs. Ellis notice.

With best love to all of you,

Your loving danghter,
Awvy,

20. A Son’s Letter to His Father Relating to Changing
His Situation

7 Tee Grove, DULWICH,
Joxz 15, 1917.
MY DEAR FATHER,
I am site you will be pleased to hear that I have been
asled to join the warehouse staff of (B R - . - ZH B EF L)
Messrs. Wallace and Co., the well-known silk importers of
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London, at & salary considerably in advance of (¥ % R) that
which I have been receiving from my present employers.
Messrs. Wallace offered me an engagement (& H) for three
years at a salary of £150 for the first year, £175 for the second,
and £200 for the third, and, after due deliberation, I %ave
accepled these lerms (B & 2 #b ¥ % #8). The duties of my
new appointment are of a more responsible (L ¥ £ #1) nature
than those I have hitherto discharged; but I feel confident of
being able to discharge them efficiently after I have made
myself acquainted with Messrs. Wallace’s system of manage-
ment (3 T Z R &). DBut, notwithstanding my improved
prospects, I feel sorry at leaving Mr. Urquhart, who has
added to his many kindnesses by addressing a letter to my
new employers, handsomely recognizing (i 8 & ) my services
to himself. As regards this, however, and other details I will
write more fully early next wesk With kindest love fo
mother and sister,

Believe me,
My dear father,
Your affectionate son,
Craries FInw.

21. From & Father Complaining of His Son’s Negligence

BrAUIIET, MAIDSTONE.
Feb. 23, 1917.
My pzEAR Epwin,

You cannot imagine how concerned (# &) I am at the
carelessness and indifferent management which you have
lately displayed. Remissness (% %) is inexcusable in all
men, but in none so much as in a man of business (H A 8 K
4@ ASEE). You ought to know that the soul of
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business is composed of industry, diligence, and punctuality.
Let me beg of you to shake off (% %) the idle habits you have
contracted. Give up unprofitable associations (F E ®&E = B
18) and umreasonable recreations (% & /% Z % %), and then,
by applying yourself diligently, you may yet be able fo
retrieve your position. - Examine your accounts, and see what
proportion your ggins bear o your expenses (M AHH LB Z
2 I {7), and so contract the latter as to admit of a margin
(BB H 2% Z& 8 which, it properly invested, should in
a few years place you out of the reach of danger (¥ & B3 Z 4.
Consider that, when once a man suffers himself to go backward
in the world, it must be an uncommon spirit (¥ #) of in-
dustry that retrieves him and puts him forward again. Think
seriously of your affairs, and in time resolve on such a course
as may bring credit ({5 H; & %) to yourself and add to the
comforb of your family. -
I am,
My dear Edwin,
Your affectionate father,
GEORGE DUFFIELD.

22, Amnswer to the Above

Hicr STREET SEVENOAEKS,
» Feb. 26, 1917.
MY DEAR FATHER,

I return you my sincere thanks for your well-deserved
reproof (i & Z ¥ ) and seasonable advice. I have, indeed,
too freely indulged in an idle, careless habit, and, when I
received your letter, had already begun to feel the ewil
congsequences (B £) of it, in the insults of a creditor or two
from whom I expected far different treatment. But, indeed
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they wanted only their own (EBEFBREERFZ&H);
so I could blame no one but myself. Your letter came so
seasonably upon this that I hope it will not fail of the desired
effect; and as it is nobt yet too late, I thank God, I am
resolved fo fake another course (% & IE3£) with myself and
my affairs that I may avoid the ill consequences of which
you so kindly, if severely, forewarn (% %) me, and give to
my family and friends the pleasure they so well deserve at
my hand, and particularly that satisfaction to so good a
father.

I am,
My dear father,
Your affectionate son,
Epwin DuFrieLp.

28. From a Father to His Son Respecting a Profession

7, CHARLES STREET,
August 18, 1917,

My pEa® RoBERT,

As you are now old enough to leave school (B 3% M £ B &
2 %) and embrace some calling or profession, I think it
would be well to consider during the next month or so ths
direction in which you could be employed with the greatest
advantage to yourself. I do not agk you to tell me whether
you would like to adopt this or that profession merely because
(% H) your inclinations run (¥ 1) in a certain groove, but to
discover, if possible, how you can best make yourself use-
ful in the future, and in which direction your fasies incline
(% % 7 ®). Many men fail in life (3 ¥ % H) through a
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propensity to follow whatever track (77 %) seems most
pleasant without considering first how far their falents (4" 8€)
and inclinations (#& ) will carry them in it. This is the
mistake I am anxious you should avoid, and you can only do
so by weighing carefully (7 i ¥ %) in your mind everything
that suggests itself in connection with the present subject
before you and I compare notes (% # & ). Having always
been engaged in business myself, I am, of course, more
partial to its pursuits than to those of any other profession,
but, knowing as I do that many lads are better fitled fo
attain success in other walks (#2317 %), T shall not insist
upon your entering upon mine. Still, I cannot conceal from
you that it would please me greatly to find that you were
following in my fooisteps (B 5 Z ¥ %). The prizes (8 8
in commerce are greater in point of money (% & & 7 W) than
they can possibly be in any profession, and they are within
the reach (B R . . . Z ) of the poorest assistant, provided he
be industrious, observant, and conscientious. At the Bar
(#& ¥ %2 #2) but few men attain to’eminence, and not many
even after thirty or forty years of waiting, succeed in gettiné
constant employment; but the great bulk of our barristers
who have no private means, have either to connect them-
selves with other pursuits, or live a most unenviable life. The
medical profession is also overcrowded, and the same may be
said of the Church; while the army is one which I canunot
bring myself to counsider. In both civil end marine or
elecirical engineering (A A T2 AWM B TEBERELITH
there are, however, excellent opportunities far a young man
to distinguish bhimself; and in other directions men may do
well if they choose fo put their shoulder fo the wheel (W
¥ 1 ).



SELECTED ENGLISH LETTERS 49

Now, my dear Robert, just think over what I have said,
and write in a month’s time telling me if you have formed
any views (B 2 # ® 5.), and what ‘they are. Do not be
afraid of saying exactly what you think; I always prefer
hearing & eandid statement, even if it causes disappointment,
to listening to anything of an equivocal (¥ # W ) character.

Good-by, my dear boy,

And believe me,
Ever your affectionate father,
Woziay Byeye.

24. Answer fo the Above

Croverny CoLLEGE, BOURNEMOUTE,
August 20, 1917.

My pEAR FATHER, :

When I received your kind letter I thought of writing
by return to say that nothing would please me more than to
enter business (R % E PR KK B UK R %), and thus
have an opportunity perhaps of one day becoming one
of your assistants. Buf, bearing in mind your injunction
(#i &) to think the subject over for a month, I could not
reply at once (i %I) to your letter without the consideration
you advised. The month has now expired, and I am ready
to answer, and to express my gratitude for the way in which
you consulted my wishes.

After long consideration I have come fo the conclusion
(B. # &) that I would like to qualify myself to be a merchant,
if you think it desirable that I should do so. I have
made considerable progress in accounts, and while learning
geography I have paid particular aitention (¥ ¥) ¥ &) to the
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description given of the commodities (i B 4%) of the different
nountries. I hope I may not disappoint you if you decide
upon placing me either in your own office or in that of one of
your friends. I am resolved to do all in my power (% Ji Bf &)
to make myself useful wherever I am placed, and with that
view I will employ a portion of my time (AR FHWHH Z -~
# %) in picking up some knowledge of matlers (% %) little
known to me now.

I am very pleased, my dear father, to think that you
have been wishing that I should follow the track which you
have so successfully pursued: I know of no career I wounld
enter on sooner than the avocation of & man of business, in
which T, too, may, perhaps, be successful if you will help me
with your advice and guidance.

- I remain,
My dear father,
Ever your affectionate son,
RoserT ByaNE.

25. From a Father to His Son at School Respeciing
His Conduct

Frirr STrEET, HasTINGS,

April 19, 1917.
My pEar FRANK,
You cannct imagine my pain and distress at receiving a
letter from Mr. . . . this morning to say that your conduct

(% 47) at school has been such as to call for the gravest censure
(%t EZ % HE). I have placed such implicit confidence (BR1%
R §%) in your promises to be good and persevering (i ¥) that
this bad report of your conduct and your progress has come
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as an utterly unexpected shock (3T &). Mr. . .. tells me that
you have not only been idle in your work, but that you have
been guilty of continual impertinence ' (¥ #) and disrespect
(A k) in yorr behavior loward (% ) the assistant masters,
and openly defiant (£ ®) even of his authority; so bad indeed
has become the example you are setting fo the other boys
that he asks me in their inferests (B 2H ¥ Z M &) to
make arrangements (B ¥) for placing you in some other
school.

You are quite old enough to understand the disastrous
consequences (B F Z & B) to your whole life if he finds it
necessary fo persist in this decision (2 # shE#). A good
character is the one absolutely essential thing in this world,
as it is in the next, and I cannot coneeive a worse calamity
could befall you than that you should be expelled (% 3iR)
frore the school. For that is what Mr. . . .’s letter means.
It is infinitely difficult to retrieve a character once lost (— &
5 7%), and as no first-class school will receive (¥ #) & boy
who has already been expelled from another school, it would
be necessary to place you with some severe (Bf) master who
has found it his vocation to deal with refraciory (38 %) lads,
and the stigma (¥ %) attaching to such a course might easily
blight your whole career. As it is, 1 have written to
Mr. ..., begging him to reconsider his decision, and to
inflict upon you any alternative punishment which he thinks
may meet the case (B REEUBIT ZHE X).

1t is true, my dear boy, that I am very angry with you,
but I implore you to believe that I am still more sorry. If
I could show you how sorry and hurt I am, and how dis-
tressed your mother is, I feel sure fhe love you have for us
both (kW RB = AFH ZHFE) would open your eyes to
the real wickedness and folly of your conduct, and you would
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never require such a letter as this from me again. I shall
wait anxiously for Mr. . . .’s next letter, and more anxiously
(8 B — waib & & %) for one from you. Let me hear that I
have touched (% @) you, and that baving taken your punish-
ment bravely you will try honestly to be a better boy in the
future. If you can write me such a letter you shall have our
full and free forgiveness, and our unfailing love and help in
your efforts to amend.

Iam,
Your affectionate father,
HEXRY SINCLATR.

28. ' From a Son at School to His Father, Complaining

Harvarp HotsE, CLINTON,
March 21, 1917,
My DEAR FATHER,

I don’t want to worry you about things, but you told
me to write as I should talk to you if I were at home, and
really T'm unhappy. Our form masler (%% # £) seems to have
taken an exfraordinary dislike (Fk ¥ B ) to me, and I can’t
do anything to please him. The work is a good deal harder
than (I # % & ) any I did at home, but I would not mind
that if I had things explained to me a little. As it is, I
don’t understand half of what I am supposed to do, and so,
of course, make frightful mistakes (¥ A £ & 8%) in the ex-
ercises. I know the mistakes are there, but it’s not because
I'm stupid or dorn’t try as Mr. . . . makes out, and I think
it’s hard to be kept in every day or have lines given me to
write, when I'm doing my besé (8 71 % ) and working harder
than fellows (F %) who make no mistakes at all, but have



SELECTED ENGLISH LETTERS 53

had the work explained to them before. Mr.. . . says that
he will report me for indolence (% 1) to the kead masier (¥ &)
if T don’t do much better next week,' and of course he will
lake ({&) the word (& #) of a master rather than the word of
a boy. I wish you would write and tell me what to do, or
to say to the head master if I’'m sent up to him, as I shall be
unless Mr. . . . helps me a good deal more.

With love to mother and yourself, I am,

Your affectionate son,

Hagry.

27. From Father to His Son at School Respecting
a Complaint

' Crove Vizra, Minrox,
‘March 23, 1917.

My praAr Harry,

I am sorry to learn from your letter that you sre so
unsuccessful in your efforts to win commendation (% # &¥) from
your form master. I believe implicitly that your explanation
is the right one, and that your mistakes are not due fo (B B)
indolence, but to the fact that you are working in the dark,
so to speak Few things are so hard fo bear (%) as
punishment which one believes to be inflicted unjustly or
through ignorance of the facts. In all this you have my
affectionate sympathy. As fo (£ 1) the advice which you ask
me to give you, I am in no doubt about that. School is like
the army in the respect that discipline must be very strictly
maintained (B m 15 7€), and whatever your opinion of your
superior officer may be it is your duly to show him absolute
obedience and respect (£ 5 ¥ 3 & B % R #). I hope that
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an opportunity may arive for you to explain to Mr. . . . him-
self what is your need, the preliminary explanation which
would throw light on the dark places in your work, but
which he may think you have had at home. But if such an
opportunity should not arise, and if you are reported to
(% 5t & R) the head master, tell him frankly and fully all
that you have told me, and I am confident that the trouble
will be smoothed away and Mr. . . .’s misconception (3% &)
about you removed. In good report or in evil report, my
dear boy, you have only to do your best, and things will go
(& #; #£ 17) very well. You know you are doing your best,
and I know you are not a dunce. If you keep up (8 ¥) your
heart and your efforts, Mr. . . . will very soon discover both
those facts for himself, and probably be all the better friend
to you just because he has previously misjudged you. Write
again soon to tell me how mutters go on (¥ Z 3 77 & ), and
beliove me,
- Always your affectionate father,

JAMES GRANT.

28. From a Genileman to the Principal of a School
Respecting His Son

CrLove VA, Murox,
March 23, 1917.

My DEAR SIR,

I have just received a letter from my boy, and I think
the best way fo deal with (B &) the maiter effectually is to
show it to you in eonfidence, and I accordingly inclose it
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herewith. To the boyish suggestion that any assistant
master engaged by you would be capable of showing favoritism
(" #) or being unjustly severe to a lad whom he might
conceivably (% & B\ B) like less than (% %) some others, I
need not say I attach no importance; but I do attach the
greatest importance to the fact that my son is af present
(% %) laboring under a sense of injustice, for nothing is so
caleulated at that fo damp a boy’s enthusiasm (L % R ¥ Z %
) at the beginning of his school life. Pray believe that I
am formulating no complaint either against Mr. . .. or
against your system. I am only asking you as representing
myself to take a note of the situation now that your atten-
tion has been drawn (i) to the matter, and to be prepared,
as I am, to believe that Mr. . . . does in fact fail o perceive
(% %) the real cause of Harry’s continued mistakes. My
own view is that while a form master is justified in punishing
a boy for indolence he is not justified in doing so for ignorance
(& #) of what he has himself failed (R ¥i) to teach, and that
seems to be the root of my boy’s small trouble. T am sure
you will pEaL wisely and kindly wite the matter, and not
construe Harry’s obedience to my wish that he should come
to me with all his froubles as any unmanly telling tales out
of school. I shall write to him to tell him to do his best and
leave the issue to other powers, and T shall hope to hear from
you that he is not “really unhappy” any longer.

With our united kind regards, I am,

Yours faithfully,
JAMES GRANT.
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£9. From a Little Girl to Her Brother, with
News of Home

Loxbpoxn: 61, PETERBORO’ STRERT,
May 1.
My DrAR BROTHER,
Mamma nobt being very well to-day and papa busy ag
usnal, I sit down to write you all the news as well as I can.

‘We have been rather dull (¥ ¥ ¥ %) here since you were
gone, for the weather has been so bad that we could not get
out, and I suppose the same cause has kept people from
coming to see us.

Uncle Henry has had another fit of the goud (X & B B %
—R), and has been very bad indeed. The doctor thought
he could not live, but you will be glad to hear that he is
better now. Aunt Sophy fell down stairs a few days since,
and sprained her ankle (3 % % Z B & %) so badly that she
has been confined to the house ever since (4 B B F A).
Cousin Matilda and cousin Mary have gone on a visit to the
Isle of Wight. Jane, our housemaid, has left to get married.
The Prestons, next door but one, have gone to Scotland (4 ¥
M, X = & Z —) to live; and the new lmendraper (#90 W A
¥6) round the corner has failed.

Carlo ($ 4) is quite well; I told him ¥ was going to write
to you, and he put out his paw, as much as to say that I was
to shake hands with you for him. T think that is all I have
to tell you.

We all hope that you are well and happy. Write soon.
Accept our united love,
And believe me,
My dear brother,
Your affectionate sister,
ANNE.
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80. From a Litile Qirl to Her Sister in the Country,
Describing a Party

29, CoMBERLAND STREET, NEWPORT,
7th January.
DrAR MaTILDA,

We had our annwal juvenile party (% 48 ¥t 4% Z 4 &) last
night, and a very pleasant party it was. 1 should think
there were between forty and fifty young ladies and young
gentlemen, most of whom you know, and can guess at (8% 7%
i % Z), so I need not write down their names.

We had music, dancing, forfeits, magie lantern, and all
sorts of amusements; and we also had a beautiful Christmas
tree, from which everyone present had something. The
party did not break up (&) till eleven o’clock, and then every-
one was surprised to find it was so late.

Many times during the evening I wished that you had
been with us; but I suppose you have had your party, too,
and I hope you will write soon, and give me some account
(& &) of i, with any other news.

We are all well, and unite in kind love to you.

Believe me,
Dear Matilda,
Your affectionate sister,
JAXE.

81. Answer to the Above

Brecpam Harx, CAMBRIDGE,
9, January.
DEAR JANE, .
I am glad to hear that the annual juvenile party passed
off so well. I wish, with you, that I had formed one of the’
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company; but I must not complain, for we had a very pleasant
party here a few evenings since (% # #i).

There was dancing in the big old-fashioned hall; then
several curious games that I never saw before, and affer that
there was supper and singing. Last of all we sang a pretty
song with all our hands joined, and so the evening finished.
Many of the party had a long and lonely way (8% & Z ) to
walk home, but they did not seem to mind that (— % % B #&
B EZ ).

1 am happy to say that I am quite well, and perfectly
comfortable. Auntand uncle join me in kind love to mamma,
papa, and all of you.

And T remain,
Dear Jane,
- Your affectionate sister,
MaTmpa.

82. From a Young Lady at School to Her Sister,
Reguesting Books

Hiem Scro0L, RICKMANSWORTH,
December 26, 1917.

My DEAREST PEN., (Penelope ZHE: LR R F U R U E 4)

I was delighted with your last lefter; it was so full of
(¥ %) good things that I read it over half-a-dozen times (% ik
%K) before I had extracied all its sweetness (¥ # 3 & ).
And really if you knew how refreshing it is to get such
letters—after we have been poring over our exercises until
we are nearly as dry as they are—you would write often.
You would write, I am sure, twice a day af the least (£ ),
thaf is, if you could, and were I foolish enough to be so
exacting, which you know I am not.
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There have been no fresh arrivals here since I wrote,
and we are seldom able o go out (Bf % 4 ) now that the
weather has broken (¥&*%). The consequence is that a few
nice books would be most acceptable as the things I stand
most in need of (B FE) to maintain a siege against the
gathering dullness. I should like ¢“Pendennis” (Thackeray
B % — A8t 2 &), for 2 peep I had into it once assured me
that Laure Bell (¥ #: A &) was a perfect darling. Will you
send it me, and any other you can spare? I'll promise to
keep them unsoiled, and feel very grateful besides. With
love and kisses,

I am, my dearest Pen,

Your affectionate,
May.

88. Answer io the Above, Sending Some Books

Tre Caarer, Herxe Hm,
April 27, 1917.
My DEAREST Mav,

Your dear letter was a pleasant addition to our breakfast-
fable (R &5 L %58 H) this morning, as we were all
rather quiet and wondering when the rain would cease patier-
ing (i % 1k #t ¥ Z %) outside that we might have o glimpse
of sunshine (% B & 3%). Our thoughts were therefore chased
away from a very dismal subject to a bright one, and our
tongues wagged merrily on while your letter passed from hand
to hand (R % ).

Papa sends you a new book, and John, “Pendennis,”
and I, half-a-dozen volumes from my own little library, so



60 SELECTED ENGIISH LETTERS

you will have plenty of (3 %) nice reading for the long nights.
All join .ith me in love to our absent pef, from whom we
are always anxious to hear.
Believe me,
My dearest May
Your affectionate
Prw.

84. Irom a Litile Boy to His Uncle, Thanking Him

for a Present

16, Francis TERRACE, 16 June.
Dear UNcLE GEORGE, )

Thank you very much for the fine big rocking-horse you
have been so kind to send me. I shall now be able to have
some nice long rides without going out in the cold or wet. I
will treat him well and fake care of (% 5 I8 Bi) him for your
sake, as much as for my own.

I hope you are quite well, and I send you my love.
T am,
TDear Uncle George,

Your loving and obliged nephew,
Jomx.

85. From o Litlle Boy to His Uncle in India

Bisrorp, NEAR MANCHESTER,
1st March.
My pEar Uxciz,
~ Papa seid he was going to (i¥) send you a long letter
to-day, and that if I would like to write to you he would
inelose my note.
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You would hardly know me if you were to see me now,
for everybody says I have grown so much lately, and you
have been gone such a long time. Why, it must be two
years and mere. You remember that orange pip (i #) you
set in my garden? Well, it has come up (% i % W), and is
now quite a nice little plant. I have named 4t after you
(BB A & Z), and I often make papa and mamma laugh
when I say, “I’'m going fo look after (&) Uncle Robert (X 2 %)
now;” or, ““I must go and water (£ %) Uncle Robert.”

I often read those pretty books yon gave me, but I do
not think they are so interesting as the letters you send us,
in which you tell us the wonderful things you have seen.
Oh, uncle, how I should like to be with you! But, perhaps,
you will take me with you when I am a grown up man, and
can be of use to you.

You do not say, dear uncle, when you think of coming
back; but I hope it will be soon, for I should like to see you
very much, and I have a great many things to tell you.

Hoping this will find you quite well,

I remain,
My dear upcle,
Your very affectionate nephew,
Tromas,.

86. Froma ¥ oung Lady to' Her Cousin, with a
Description of the New House
Horrorp Housge, Buarnrry, Oct. 10,
My prar Cousin,

Now that the bustle and worry attendant on removal
are over, and we have, as the saying is, put things “a little
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to rights,” I will attempt to give you a description of our
new domicile. It is a square, compact building, containing
twelve rooms. It stands on a gentle slope, a short distance
out of the main road, and from the upper windows commands
an extensive view (W B 2 B5) of the surrounding country.
All the rooms are spacious, light, and airy, especially the
drawing-room (% %) and parlor—the latter being fitted with
bay windows (P B Z %) which give it an appearance of
greater extent, and render it particularly pleasant. Papa
has a study which can be made very snug in winfer, while
in fine weather its aspect is very cheerful, as if looks out into
the back garden and adjoining meadows (B LE W Z R H R
B E B ), This said gavden is large and well stocked with
flowers, plants, and fruit trees; and there is attached to it a
small piece of pasture land—just the thing for our pony (# 2
B %R FE ZB), and some-day we may arrive at the dignity
of keeping a cow.

Qur house is more conveniently fitted up than are ihe
majority of town residences (RR BB ZRMABERBE
Z K & 8). We are well supplied with (% #) good old-
fashioned eupboards, sideboards, ete., which modern builders
affect to think out of dalte (R & #¥) and unnecessary. Our
domestic conveniences are also on a liberal scale—kitchen,
pantry, scullery, ete., well provided with all means and
appliances. We have an excellent supply of water, gas laid
on, and, in short, the houss approaches as nearly fo the
perfection of a human habitation as possible.

Papa is perfectly satisfied, mamma is delighted; and we
are all of us pleased with our new aequisition.

Before closing this episile (%), I have to give you an
invitation from mamma to spend a fortnight with us at
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Christmas in our new house, so that you may see and judge
for yourself. And now for the present farewell, and with
love to all.

Believe me,
Your affectionate cousin,
CecmLy.

&7. From a Father to His Son at School

Crove Vs, MmroxN,
March 19, 1917,
Ay pEAR HARRY,

This is the first letter I have written to you since
vou left home %o begin the new period of your life at school
(BEAEF ZF e M), and I think that perhaps it will

serve Ip ‘tmpres (FEHR&ZEB) stll more
distinctl? the importance of much that I have said to you
of lnte (& H). I know that intentionally you will cause us
(t &%) no disappointment with regard {o (8 1) your conduct
or your studies, but you are still very young, and know
nothing of the temptations (5t 42 Z ¥l &%) with which youth is
beset, nor (# i A — know % H# L X B % %) of the evils
which arise in axise in after, life from habits confracted (3 &%) at
school er the mﬁuence of un_prmczplecl associates (I B %
gz ‘Fl’-%-‘.[t is my earnest hope that you may choose for
your own friends clever and industrious boys, from whom
you may learn how to coMsBINE (b F Z with & 41 ¥ A
f& s ®” #) accuracy and expedition in your work with
proficiency in all manly sports and games. -113.1‘1_t I would
vather that your friends were not brilliant (8 #) and unable
tv be of worldly service to you than that they were clever
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and unprincipled. Education is a most important thing, buf
its object (H %) is the formation of character (1 % Z % &)
rather than the acquisition of learning (¥ M Lk Z % #),
and morals far outwexgll ‘Latin and Greek. I shall be proud
if you become a fine scholar, Qhyk heartbroken (3% £) if you
are not & good man.

So, my dear boy, I beg you to avoid everything that your

Bible (¥ %) and your conscience (& ) warn you is not right. -
You will find there (80 #5 52 48 B % B . k) all that you need
to enable you to decide ($E % & ¥ W) if you are compelled to
make a choice between fwo lines (= #) of conduct; if, while
you are still little, you find yourself uncerfain (R 4k # )
after prayer, then write to me and you shall have the best
-advice that a very loving father can give you. Whatever
you are doing, whether it is work or play, put your whole
heart (%) into it and do your best (& 71 B Z), according fo
the rules. You may nobt always be successful, but you can
always be feithful (& #), and while the world erowns
“guccess,” it is God who crowns “faithfulness.” Do your
duty to Him and aim at (& %) becoming a Christinn gentle-
man (£ B & B 8 3 F), and all will be very well.

Next to that (3 2R) is the duty you owe to your parents,
and you caunot do that better than by working hard to
acquire all the knowledge that a good school can put in your
woy (—E#Z B K ER%K Z ). You will understand some
day (% B) what I mean now when I say that it is a great
privilege to have a good education, and that, therefore, a
great responsibility is laid upon you to make the most of it.
Both your ‘déa.r mother and I have to make some persondl
sacrifices (%M A ZHE) in order lo (3 Bl) place these
advantages in your way; it is 2 happiness to us to do so, but
you must not forget that you can repay us a thousandfold
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(F4%) by giving us the cause for gratitude and pride that
parenis can only obtain from the success of their children.
We are both looking forward (51 4 Wi &) confidently to that,
and you must not disappoint us. '

For much of your time, of course, you will find employ-
ment provided in your lessons during school hours and in
your school games during playtime; but there will remain ()
a.great deal (¥ %) of time fo dispose of (¥ HE) as you like, and
you must never waste it. Make a point of finding something

.to do, and do it hard. Indolence is about the worst habit a
" man can form, and remember, too, that doing nothing is not
the only way of wasting time. It may do you even mors
harm, for instance (%), to read pernicious literature (F %
2 #). You will doubtless find plenty of (& #) books
in the school Tibrary (% % & Z @l % #). Read history
and biography, both for instruction and amusement (8% ¥
BUEHZ A WRY B ), and if you feel inclined for
something lighter, read healthy stories of adventure or
tales founded on fact (it R % X). Whatever it is, so that it
_is good, read it attentively and methodically (% 3% & %X ),
and you will be surprised some day to find how useful a
store of general information you have unmsciously (% & )
aequired.

There is much that I should like to say, but something
of what I omit your good sense (B #{ Z 3= & ) will supply.
Write to us often and unreservedly. Always look upon us
a8 your best friends, and hide nothing from us, not even
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your faults; I have been young, and so I can mseke sllow-
ances for what youth does, provided it is neither mean (% &)
nor vicious (i % B E).
Your mother sends her fondest love, and
I am,
Always your affectionate father,
JAMES (GBANT.

88. From a Son at School tp His Father

Harvarp House, CLinToR,
March 21, 1917,

My prar FATHER,

Your long letter pleased me very much indeed, and [
promise to try fo be all you expect from me (. ¥ Fi & & K3
BB 2y As far as I can tell at present the boys here
are a nice sef (%) of fellows. Some of them are rather noisy
and find i difficult to seitle down (% % #%) after the holidays,
but 1 think they mean well. Of course I do not know
any of them yet, so that I cannot tell you very much about
them. The head master has been very kind to me, and
I like the look of the assisiani masters (B} # %), Alto-
gether I think I shall enjoy being here (% /5 4& 1), and although,
of course, 1 would rather be at home, I am not homesick
(% B ). .The library is not large, but I suppose it is 2
_pretty good one; we have got Scott’s novels and Dickens and
Thackeray, and some sex sfories (B R ¥ 2 & Z & ¥).
Mr. . . . is very porticular (¥ &) about the books, and
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nlways seea for himself what books the fellows take out from
the library. I will write home regularly every week and
tell you everything that happens.
With love to mother and yourself,
Iam,
Your affectionate son,
Hawry.

89. From o Lady to Another Respecting Her
Daughter at School.

Corzese Roap, Dorwics,
February 22, 1917.
My prar Miss GrEY,
I have just written to Caroline (A %) about her studies,
and I shall be glad if you can spare a moment (8 B & Jr B)
to read the letter, as I am anxious that she should not
forsake (3 %) her study of English for the sake of music and
French. Mr. Sinclair and I will feel indebted if you will be
good enough fo impress this upon her (IF 4b B W A | Z & ).
We are already grateful to you for the progress we under-
stand she is making, but we shall be much more so if our
wishes are carried ouwt (K. % % X). Girls, you know, are
fond of the brilliant side (3% ¥ J7 ) of everything, and good
a3 my little Caroline is, she is not without the common
failing, and I dare say thinks more of the piano and French
than those troublesome English verbs, which wused to (B ¥)
vex me s0 much.

We shall be glad to hear from you &b some leisure
moment.
Believe me,
My dear Miss Grey,
Yours sincerely,
Mary SINOLAIR,
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40. Answer to the Above

PenEURST COLLEGE, REIGATR,
Tebruary 24, 1917.
My pEaR Mapam,

Any wish of yours I shall always be anxious to see
carried out to its fullest extent (% ). You may rest assured,
therefore, that everything will be done here to promote (38 &)
Caroline’s English studies. Although she has certainly dis-
played great eagerness (¥ 7% 4 K 31 &) to bscome proficient
(¥ F1 ®) in French and music, I must do her the justice to
say that she is a diligent English scholar, and promises to
surprise you in this respeci (# 8t %) when she goes home. I
am in hopes that her progress will go on still more rapidly
now that she kas overcome the main difficulties of her iasks
(BEEBDR P 2K MEEIE), she fakes quile a keen inierest
(4 % 8 F Z 8 5k) in each new fenture (¥ ik %) in her educa-
tion as it opens up. I wish all my other pupils were equally
zealous; were that the case (B% 8 1 ¥h), my own duties would
become very pleasant indeed.

Caroline was good enough to let me see your lstter, and
both it and your kind one to myself were read by me with
no little gratification. )

I remain,
My dear Madam,
Yours very sincerely,
JANE GREY.
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B. Invirations axp Oraer LorTeRs BurweeN FRIENDS
2. Invitation fo @ Picnic Party

RiversIDE, RICEMOND,
Dee. 27, 1917.
My pEAR MRS, MARTIN,

We are getting up a picnic (% 1 ) on the cobperative
principle. Would your young people care to join the party
on Saturday next? If so, and if you will let me know your
decision, Maggie (A R) will call upon (# &) your daughters
and arrange what they shall bring. It iz quite a simple
affair; not an elaborafe enfertainment (¥ % Z 2% %) by any
means. Just the young people, with my sister and myself
a8 “Direciors (i§ & A).”

Yours sincerely,
EsTHER CAVENDISHE.

2. Reply
Parx Gars, 8. W.,
Dee. 27, 1917.
My prar M=rs. CAVENDISHE,

My children are very pleased with the prospect of the
picnie, in which we are very glad that they should unite
under your kind care. If Maggle can caii (% ¥) this afternoon
or to-morrow we will consult about my share of the provender
{#% #&), and make the necessary arrangements for conireya,nce
and meeting on Saturday. Where will the picnic be held
(& 47)?

Believe me, with kind regards,
Yours truly,
Ersie MarTIN,
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8. Reply Declining
Parx Garm, 8. W,,
Dec. 27, 1917.
My praAr MRs. CAVENDISHE,

We are greatly obliged to you for thinking of us in the
matter of the pienie, and the children would have been de-
lighted to accept your kind invitation had they not been
engaged (&% % 2 #) on Saturday. They are going to their
uncle’s house at Frodsham (3 8&) upon a long-promised (X &)
visit. Otherwise I need hardly say we would have been very
pleased for them to join the party.

With our united kind regards,
T am, yours truly,
Brsre MarTIN.

4. From a Lady Inviting Her Son’s Friend (an Invalid)
to Visit the Family

Tar HicELANDS, CHEDDAR,
October 18, 1917.
Dgpar Stm,

Edward’s (A #) parcel, which you were so good as fo
take charge of (i% BR) before leaving India (£ ), arrived this
morning, increasing the obligations we were already under
for your kindness to him abroad, and as we are all anxious to
thank you we shall be happy to see you here as soon as you can
conveniently travel. I understand from his last letter that
you were nof; very well on leaving, and your object at home
is more to regain strength than to visit much. ButI am in
hopes the voyage has benefited you so materially that you
will not feel it necessary to deny (£ ¥&) your friends, ourselves
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among the number, the pleasure of seeing you. The air here
ig very mild and pure, and more than one physician of my
acguaintance recommends this neighborhood as one of the
best for recruiting (8 #) an invalid’s strength. I think it is
worth a trial before you decide in favor of any other.

I am,
Dear Sir,
Yours very truly,
Crara HOWARD.

Frank Vincent, Esquire.

5. Thanking a Friend for Hospitality After a Visit

14, HormBy STREET, W.,
July 18, 1917,
My pEar Mzs. BripgEs,

We reached home safely and comfortably on Tuesday,
fe ling so much better for the change of air (% # Z £ #) and
for the pleasant time we had enjoyed at your house. My
husband says he feels quite refreshed, and we both enjoyed
ourselves extremely. We envy you your charming home and
its surroundings (B #). Tell Bobby (A 4&) I will not forget
the chocolates (— & 3% 4) he likes. He shall have them in a
day or two when I have been to the stores. Our servants
had put everything straight (4% & %1 % & £ %), and they appear
to have been industrious during our absence. My husband
gave me striet injunctions to send his very kind regards to
you and Mr. . . ., and to say he has sent Albert (A &) a
small book on wood carving (& Z & #1), which will assist him
in his efforts. I must now proceed upon a round of calls,
and will only add my kind love to you all, and remain,

Youw:s sincerely,
Licy Firrp.
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6. Asking for an Invitation

6, Roumr Roav, 8. W.,
A August 1, 1917,
My pzar Mgs. ALLEN,
We have a young friend, Miss . . ., staying with us for
a few days somewhat unexpectedly, as she has been com.
pelled to alter her arrangements. May we bring her with us
to your garden party (B #) on Saturday, if your list is not
already full! Both Mr. . . . and myself will be very grateful
if you will send my daughter’s friend a card for the féte (i %).
With our united kind regards.
I remain,
Yours sincerely,
Eva Tican.

] 7. RBeply
My pEarR MRS, TigHE,
We shall be very pleased to see Miss . ., on Saturday.
Pray bring her with you at 3 o’clock without ceremony (45 1

2 &%), Iu haste,
Yours sincerely,

A, ALLEN.
Tae LAURELS.
Thursday.

8. Invitation to @ Dinner Party
132 Booxe Roan,
Oct. 19, 1921.
My pear Miss Crana,
Will you favor us with your company at dinner on Tues-
day next? It will be quite a family gathering (R A Z 3 ),
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but Mr. Wang and I should not consider it complete without
your presence. 1 will take no deénial.
Believe me,
Yours sincerely,
Avicr Wang.

9. [Invitation to Garden Party

14 Park Roab,
Ang. 10, 1921.
Duar Mrs. King,

We should be very pleased if you and any of your party
would come over on Thursday next, the 13th instant, any
time between three and seven o’clock to play lawn tennis.
We have asked only our immediate neighbors, but we expect
some good players amongst them.

Sincerely yours,
Frora Moggis,

10. Asking a Priend to Call Upon Another Friend
of the Wriier
UrrerroN GARDENS, Barram, N,
August 1, 1917,
My peAR Eumma, ‘

Some friends of mine—Mr. and Mrs. Arnhem—have
come to reside in your neighborhood, and it would please
them and ourselves very much if you could manage to call
upon them. The Arnhems are wery old acquainiances (X %8

# %) of my husband. Mr. Arnhemisin . . . (state business),
and his wife iz an extremely pleasant and ladylike woman,
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very musical, and a great favorite. I am sure you and
Mr.. .. will like them; they are so free from all affectation
(& — 3= 3 85 & W) though they are extremely well-to-do
people. Albogether, I am sure you will consider them an
acquisition to your neighborhood (Bt BB M Z % 18 %), and with
this assurance I venture to ask you to call upon Mrs. Arnhem.
I shall be glad to hear what you think of her.

I trust you arve all well. The weather is extremely irying
(¥ %) but we must expect these rapid changes in England
(3t #). Maud (A &) desires to send her love to you, and
with kindest regards to yourself and Mr. . . .,

I am, my dear Emma,
Yours sincerely,
Racparn Dove.

1. Reply lo the Foregoing

17, Latren Mansions, S. W.,
August 2, 1917,

My pEaR RAcHAEL,

- I have not replied to your letter before, because I was
desirous to tell you my impressions (3 ) of your friends the
Arnhems as you asked me to do. FEthel (A %) and I called
(% #) yesterday and were fortunate in finding Mys. Arnhem
at home, although it was not her day (G X B % Z B), We
both thought her very nice, and Ethel is really charmed with
‘Miss Arnhem-—a quist, self-possessed (8 &), and really clever
girl. I am sure, my dear . . ., we shall be excellent friends
with the Arnhems, and hope that some day you will come
over and meet them at luncheon (4 %).
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Arthur bade me send you his very kind regards, and
with Ethel’s Iove and mine to you and Maud, I remain,
Yours affectionately,
Exmra Bugrns.

12. From a Lady, Inviting Another to Meet o Friend

RiveRrsSIDE, STREATLEY,
December 19, 1917.

My pEar Mrs. MAuricE, o
Miss Brownlow, from Southwold (3 4), is at present (H ¥1)
_on a visit here, and has expressed a wish fo renew the intimacy
(£ | # %) with you which was begun when you were living
at Southwold a few years ago, and as I am guite charmed with
(% &k ¥) ber simple, unaffected manner and really striking
intelligence, let me add to her wish an entreaty that you will
come to us before she leaves for the West (81 8 £ M ). She
has not yet fixed a day for leaving, but she has so many
friends, not only in the West, but it appears to me in all
parts of the world (& 2 it 51), that I shall consider myself
highly favored if sheremains with us over Thursday. Pray
come by the noon train (3 4 B K E) to-morrow, and we will

walk as far as the station to meet you.
Believe me, my dear Mrs. Maurice,
’ Ever sincerely yours,
GRACE ADAIR.

18. Answer, Accepting Invitation
TaE TERRACE, READING,
) December 21, 1917.
My pEean Mgs. ADATR,
You are very kind in expressing Miss Brownlow’s wish.
and adding your own entreaty, that I should meet her. I
particularly (% 5) wished to renew our former intimaocy; so
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many changes, however, have taken place since we met that
I thought it unlikely ske would care to remember me. But
it appears I have been doing her an injustice, for which I
shall endéavor to make her amends (W B & B 71 8 8 %)
to-morrow. It is quite impossible for me to Jeave here before,
but T shall take care nob to miss the noon train, and if you
are both at the station I shall be delighted.

Believe me, my dear Mrs. Adair,
Ever sincerely yours,
BEumny MAURIOR.

14.  Answer to Invitation, Negatively

Tat TerrACE, READING,
Dec. 22, 1917,

My pEAR MBS, ADATR,
It would give me great pleasure were I able fo asece
(8% 8 78 5.) Miss Brownlow before she leaves this part of the
country, as I remember more than one act of kindness of
hers by which I benefited before she went abroad. And I
never had an opportunity worth speaking of at the time I
refer to of thanking her as she deserves to be thanked. You
may be sure, therefore, that no slight matter detains me at
home, now that she is with you, bub so far as I can see at
present 1 shall be compelled (%) to remain stationary for the
next few weeks. Both Jane {A &) and Martha (A 8) are
confined to the house through illness; it is not really serious
" yet, T am glad to say, but might assume a dangerous form were
it aggravated (£ Bl) by any want of attention on my part (£ R
# ®). You and Miss Brownlow would, I am convinced, be
the first people to blame me were I to Tun away just now,
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and on that account, if no other, I must deny myself the
gratification held out in your kind letter. You will add to
my indebtedness by assuring Miss Brownlow that she has
always occupied @ high place in my esteem (B B 8 Z fir i),
and accepting yourself my warmest thaiks for writing so
urgently.
Believe me, my dear Mrs. Adair,
Ever sincerely yours,
Emry MAURICE.

15. From a Lady Reminding Another of @ Former Intimacy,
and Inviting Her to Poy a Visit

GrasMERE, HiceE WYCOMBE,
June 17, 1917.
My pEar Miss SEDGELEY,

As T understand from my husband that your brother
thinks of becoming one of our neighbors, I shall be happy if
we can have you here while you are aiding him in looking for
{® ) a suitable house, that is, if you have not entirely
forgotten the intimacy which was begun at school when we
were both Mrs. Torson’s pupils. I, ab Jeast, have not forgot-
ten it, and if T may be allowed to express an opinion, you
were, in those days, the friend in whom I expected to see
the least change when we grew older. Of course since that
time changes have arisen which have banmished (3% %) many
recollections (3E i) of school days, but I am loath to think
that they have quite dismissed me from your remembrance;
at any rate (3% i1 M), I shall be delighted if you give me
the opportunity of judging, the more so as I feel confident
you are still the same kind friend I parted from with so
much regret,
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We are very quiet and have plenty of room, and, I know
sufficient of the neighborhood to be able to say where the
nicest places are, May I say that you will come?

Believe me, my dear Miss Sedgeley,
Azios PooLe,

< 16.  Answer, Affirmatively

Hnisipr, SYDENHANM,
June 20, 1917.

My pEAR Mgs. PooLE,

So far from forgetting my school days, and our old
intimacy, I look upon both as among the most pleasant
passages in my life (F & B Wit Z #¥), and I am more sensible
now than in girlhood of the many acts of kindness with which
you loaded me when I was most in need of (% ) sympathy.
- I thought of writing to you when my brother told me
you were living at High Wycombe (# %), bub, to speak
frankly, T was in doubt as regards the propriety of intruding,
a8 I heard you were, like myself, o keen lover of quiet (& % &
#% %) with all that the word implies. You may be sure,
therefore, that your kind letter was a very sweet addition to
yesterday’s correspondence, and it would indeed be a sad
display of callousness (# % £» M) were 1 to allow it to remain
for  moment nnanswered.

" My brother has fizxed upon your neighborhood because
_he thinks it is the prettiest he has yet seen, and his taste in
topography (B ), I have good reason for saying, is exquisite.
Of course, I should like to have an opportunity of seeing
what he thinks is nice, especially as regards (8] ) a house, for
men, a8 I dare say you know from experience, are apt to
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forget that comfort and happiness consist of (B 1) something
more than beautiful uplands and dlooming hedgerows (5 % ut
% Z & Bl). Consequently, I will not affect a diffidence which
you know is not natural to me, but will take you at yonr
word, and fransplant (#% /&) myself and belongings to Grasmere
(# 4) on the . . .th, unless a day sooner or later is motc
convenient to you.

Believe me, my dear Mrs. Poole,
Yours sincerely,
NrLLy SEDGELEY.

17. Answer, Negatively

Hisipe, SYDENHAM,
June 20, 1917.

My pEar Mzs, PooLE,

I think it is so improbable my brother should fix
upon . . . , nobwithstanding his inclinaiions (i F), that T am
not disposed to put you to any inconvenience as regards
(B ) bedroom accommodation. It pleases me to think that
you remember me, and still more that you wish our former
intimacy to be renewed, and were I nob in a manner tigai o
this spot (7 # % % ¥ #), I would, without ceremony; take
possession of the place in your household that you so kindly
are willing to make mine for a day or two. But until my
brother has actually made up his mind (¥ ®) to begin
housekeeping, and has taken a lease of a house, I have
decided to remain here.

Believe me, my dear Mrs. Poole,
Yours sincerely, -
NrLLY SEDGELEY
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18. From a Lady Inviting Another fo Visit Her in
Painful Circumstances

RosexearE CorTace, CROYDON,
February 28, 1917.
My pEAR Mgrs. WALLAGE,

I have been taught by former experiences io value friend-
ship (B B X 7)) such as you displayed on more than one
occasion, when others stood aloof (% i), and my dearest wish
is that you were with me now, for my need of advice and
sympathy is greater than I can find words lo express (2% B
HERABEEMBEAMRE L) Poor Haery (A &), I am
afraid, is dying, and I dare not leave her even if I could find
the will o go downstairs and put things tn order (H # K).
Between two duties I am distracted, and I write this in the
hope that you will come to me and give us all the benefif of
your love and aid. Consider me your afflicted sister who can
scarcely say more than “come” (I F & % 1 W 5t ik B 2 #),
and my gratitude shall be boundless.

Believe me, my dear Mrs. Wallage,
Ever yours sincerely,
Axnie Howagbp.

19. Answer, Affirmatively

Tee LAwr, REDHEILL,
Mareh 1, 1917.

My pEAR Mzs. Howarp,
I shall say no more until I see you than that you may
expect me by the noon train to-morrow, which Edward tells

e will arrive at Croydon (¥ %) about . ... Let no one meel
me (M A %), for I ean easily walk from the station, and
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the bag I intend bringing (3% # % Z f1 %) can be brought over
by the railway porter (¥ 3 # X). Give poor Mary my love,
and say that Robert has set out (# H) to gather her a bunch
of the wild flowers that she has often said are so lovely, and
which T shall take care to preserve unharmed on the journey.

Believe me, my dear Mrs. Howard,

Ever yours sincerely,
Mary WALLAGE.

20. Answer, Negatively

Tee Lawxy, REDHILL,
March 1, 1917.

My pEar Mrs. Howarp,

You will think it cruel (X &)} for me to say that I cannot
lkav the house just now, but were you eognizant of the
difficulties by which I am beset (R E R VB KR Z A #),
you would forgive me. Like yourself I am confined to the
bedside. John came home to me on Thursday more dead
than alive, and is only slowly getting out of the reach of
danger. T trust dear Mary is not so ill as you suppose, for
she is one from whom I should find it very hard to part (8% &
$E 2133 ) were your forebodings (% ¥ 35 R & % E) on the
eve of (4 &) being realized. Tell her how anxious I am
about her, and if you can depute (&) any one to write, let me
know the doctor’s opinion. Praying that the Almighty may,
in His great goodness, relieve us both from the shadow (5% 8;
) which is on our thresholds (/9 1).

I am, my dear Mrs. Howard,

Ever yours sincerely,
MRy WaLLAGE.
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21.  Invitation fo Stay in the Country

Hern Castir, CARSCHESTER,
May 1, 1917.
DEAR Mrs. WALLAGE,

Will you and Colonel Wallage give us the pleasure of
your compeny at the Castle from Tuesday, the 19th, to
Saturday, the 23rd? We can give the Colonel a little shoot-
ing (3T ) if he cares fo framp (¥ EE), and there are some
charming excursions (3 47) in the neighborhcod. We expect
the Blairs (A %) here on the 8th. I think you and they are
old friends. With kind regards.

I am, yours truly,
GERTRUDE ALLEYNE.

22. Reply
Trar Ermes, May 3, 1917,

My pear Mrs. ALLEYNE,

The Colonel and myself are very pleased to aceept your
kind invitation for the 19th, and we shall be glad to meet
the Blairs again. It is some years since we encouniered (& #)
each other. Will it suit you to receive us about 4 o’clock on
the 19th? The train we think of fraveling by (J U ¥ 47) is
timed to reach the Castle at 3:35. With kindest regards,

I am, yours very truly,
Erarn WALLAGR.
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28. From o Lady, Inviting an Acquainiance to Visit
Her at the Seaide

Seavrew HousE, VENTNOR,
Sept. 27, 1917.
My prar Miss WiLriams,

If you have not yet promised fo join your friends
elsewhere, we shall be delighted to have you with us before
the season grows much older (#5 ¥ ¥ iK). We are quite in
order here, and have really nothing to do but extract (32 £)
as much enjoyment as possible from our surroundings while
the fine weather lasts. We are living close to the beach, and
not far from the fields, and the room you shall have com-
mands a view of the most attractive part of the local scenery
(A& B R). Mr. Hummond and the girls add their entreaties
to mine, and beg that you will fix an early day for coming,
so that you may see the place at its best. Do write to tell
us you are coming, say on the . . .th, and we will meet and
welcome you at the station.

Believe me, my dear Miss Williams,
Yours sincerely,
ANNIE Hammonp.

24. Answer, Accepting an Invitation
CoesEUNT HOUSE, HAMPSTEAD,
Sept. 29, 1917.
My pear M=s. HaMuoxND,

Your kind letter came as & most agreeable surpriss, and
it would be unpardonable remissness on my part wers I lo
delay a moment (& %) in thanking you for it, and accepting
with much pleasure the invitation which it conveys (1% 3£). I
had no ides you were thinking of me or of my ¥ants, in the
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midst of the attractions of a walering place (A F W R
& & 1) so cheerful and pretty as Ventnor (8 #4), and while
you were all conspiring to give me pleasure, I was trying to
make myself confented with (# %) the idea of a day or two’s
holiday ramble near home. So you can irmagine my happi-
ness when your letter arrived, opening up the prospect not
only of s most delightful change, but of what I value more,
a renewal of the acquaintance with Mr. Hammond, yourself,
and your danghters, which I feared was likely to cease, so
slight were my claims fo be remembered.

X shall make a point of (# &) being ready on the . ., . ,
and shall leave by the . . . (& ¥ #£ ), which, I understand,
is timed {o reach . . . (H &) at about . . . (B &), when I shall
seize the opportunity of telling you how very deeply 1 am
indebted (2 i%) to you for your kinduess.

Believe me, my dear Mrs. Hammond,
Yours sincerely,
ELsie Wintiaws.

C. FormaL INVITATIONS AND REPLIES
1. Wedding Invitation

Mr. axp Mns. A. B.
request the pleasure of your company
at the reception in honor of the marriage
of their daughter,
C. D
- to
Mg. E. F.
on Wednesday evening, November the twelfth
at seven o’clock.
184 Kiukiang Road,
Shanghai, Chiua.
1909
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2. An Imvitation fo Attend a Birthday Celebration
Mr. awp Mgs. A. B.

request the pleasure of your company
at dinner at their home
on Monday evening

May eighth, at eight o’clock

to celebrate the eighty-first
Birthday of their beloved mother

R. S. V. P.
(% M % 1§ £% B X Respondez 8%l vous plait
ZHEUHNREEEGARR
189 Park Road, Shanghai.

3. Official Reception
The Governor of Chekiang requests the Company of Mr.
A. B. Lee at the Reception in honor of His Excellency, the
Governor of Anhwei, on Tuesday evening, January the nine-
teenth, at nine o’clock. )
Executive Mansion.

4. Invitation to a Teo

Mz. anp Mgs. 4. B.
at home
on Wednesday svening,
January fifteenth.
Tea 8 to 10.
85 Wuchang Road, Chengtu.
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&.  Invitation fo Dinner

Mr, A. B. requests the pleasure of
your company at dinner
at his home, January fifteenth

at seven o’clock.

6. Acceptation

Mr. C. D, is pleased to accept
Mr A. B.’s kind invitation
to dinner for Wadnesday the fifteenth instant.

7. Regret ‘

Mr. C. D. thanks Mr. and Mrs. A. B. for their kind in-
vitation to dinner for next Monday, May the eighth, but
regret that owing to an important engagement in Nanking
for the same date, he is unable to accept the same.

Mr. C. D. presents his wishes to Mrs. . . . for many
happy returns of the day.

85 Consul Street, May 5.

8. Another Regret

Mr. and Mrs. A. B. express their regret that, owing to
illness in their family, it will not be possible for them to accept
Mr. and Mrs. C. P.’s invitation for the thirteenth instant.
January 10.
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D. Requesrs
1. Letter Respeciing Lost Luggage

OARLANDS, CROYDON,
April 1, 1917,
SIr,

Allow me fo inform you that a black leather trunk (K #i)
belonging to me was lost during the journey from Manchester
(# &) to London (3t B ¥ 4%), by the mail train (8] &), which
arrived at Huston (4 4&) Station about 7 p.x., (post meridiem
Z ¥, {E “F 4 fif) yesterday. I saw the trunk placed in the
guard’s van at Manchester, but when the train reached
London it had disappeared (% %). I gave notice (3 H1) of my
loss to the Station Master (£ #i ¥ &), and I now beg to
extend the notice to headquarters with a view lo (» £X) give
you an opportunity of instituting « search (F # 3% &) for the
missing property (% %), as well as (3) to preserve what claim
I may have against the railway company to make good the
ioss. The trunk contains silk dresses, shawls, efc., worth
£ ..., the amount which I shall claim from the company
in the event of the search proving unsuceessful.

I am, sir,
Your obedient servant,
Mary Crocmax.

2. To the Sanitary Inspector, Complaining of
Defective Drains

345 HieH StrREET, LONDON,
July 24, 1917.
Deag SR,
‘We have been alarmed recently by an epidemic (¥ 47 #3)
of sore throats (W& ) in our family, and our medical man (%8 £)
suggests that the cause (J& [} is probably to be found in some
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defect in the sanifary arrangements of this house (% R #: 18 # B
Bk L& 2 % ). Wil you, therefore, kindly send a
compelent (8% Wk 4F 49) person to test the drains (12 #) thor-
oughly, and communicafe with (3 %1} the landlord in the event
of any defect being discovered?
I am, yowrs faithfuily,
Kare RISBEE.
To the Sanitary Inspector,
The Town Hall.

8. From a Lady to Her Landlord, Respecting Repairg
3 Mavarove TERRACE, S. W.,

June 9, 1917,
DEraw SiB,

You will oblige me &y instructing your agent (5 5 Z &
# A) to call and look at the condition of my upper rooms
with a view to (B #X) putting them in a stale of thorough repair
(%22 & ). Owing (H), I think, to (&) a loose slate, water
found its woy fo (& W 7 A) the ceiling during the recent rains
(3 B # X) and caused several portions to fall, damaging ! oth
carpets and furniture. While your representative (R 2 A) is
here, T would like him to Jook at the wall paper of the lower
rooms, and the dilapidated state (¥ #%) of the scullery (I X &
#£ Z Bi) and the washhouse (if Fi). He promised to repair
and improve the condition of the house when I became your
tenant (8l 55), but so far, nothing has been done. I am
unwilling to leave tlis house, but unless it is rendered more
comfortable I shall be compelled to look for (¥ %) another.

Trusting I shall see him as soon as possible,

I am, dear sir, ‘
Yours truly,
Erraxw Kipwan,
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4. Requesting a Friend to Engage Apartments

15 Buorranp Roap, N,
March 2, 1917.
My DEaAR CraRa,

If you have a moment to spare during the week, will
you engage (H k&) for us three rooms in some pleasant cottage
near where you are staying, as I know you detest by-lanes
and the holes and corners of a small watering pla:ce. Rent
moderate (Hl & & ), of course. You might engage the rooms
for six weeks if they please you, as I have every confidence
in your judgment (¥l ). Write as soon as you decide, and
we will arrange (¥ {%) for leaving. You will pardon me for
troubling you, and

Believe me, very sincerely yours,
Grace HawTHORNE.

5. From a Lady, Requesting Another to Settle a Bill
and Ask for Abatement

KmeoeN Rosp, N. W.,
February 8, 1917.
My prar Evony,

When you have an opportunity of passing Brown’s (A %)
will you call and seftle my bidl (i i) there, as it has been
standing over some fime now, and I don’t wish them to
think I am careless? I have sent you a cheque for ten
rounds, but T wish you would say that I expect an abatement
(& 2; #7 $1) of the account, as the muslins (# % %) were not
1t all 20 nice as those I had formerly. One of the pieces was
soiled (3 1), and slightly torn (% # # 2%) at the borders, and
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the others lost much of their color in the washing (It ¥).
They are very respectable people, and I am sure you have
only to say that I have been disappoinfed, to get a reduction
from the price. Do not, however, trouble yourself much in
the matter, or, indeed, waste a moment more than you can
sf)are, Jor I would rather pay the whole bill than have you vexed
or inconvenienced (B A EEBHE2C FBEZX S REEER
R ).
With a thousand apologies for trou’ ling you,
I am, iny dear Emily,
Yours ever sincerely,
May Graxr.

6. Answer fo the Above

CroMwrLL Roapn, S. W.,
Feb. 10, 1917,
My prar May,
1 experienced neither trouble nor vexation (R EZ H#
9 45 4%) in calling at Brown’s (A 4&), for they promptly made
a very reasonable allowance, and apologized (3 #) for the
mistake made in the muslins. I kave now fourteen shillings of
yours (% % - W8 % 4}, which you can either have through the
post office (B ¥ i), or from Jane (A 4), who is g ing home
in a week or two, and will of course rall (38 35) when she
arrives.
(ive my love to all our friends, and dear May,
Yours very sincerely,
EMiLy GREENFIELD.
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?. PFrom a Lady, Requesting Another to Malke a Purchase
on Her Behalf

Tee Evreie, ForesT Hii,
January 29, 1917.
My DEAR NoORa,

I am unable to leave home at present, and I require
seven yards of black silk, the quality and breadth (i ; )
of which, as you will perceive from the inclosed pattem'
(B R 15t Z B #), are peculiar, and only oblainable (1 7 &
Z 1), I think, at . . s (E# &). Will you wken shopping
(% & H 4 B % 2 8%) make the purchase for me, and request
the shopman fo forward () the parcel as early as possible,
together with the account (% ¥)?

I was glad to hear from John Smith (A &) that all your
little omes (/> 3%) were well, and that Mr. . . . was more
successful than ever (¥ B). We are all uncomplaining, and
enjoying the delightful weather which has succeeded the
gales. With kind love, '

Believe me, my dear Nora,
Ever sincerely yours,
Bzerr FosTER. .

8. Amswer to the Foregoing
GroucesTER Roap, S. W.,
January 30, 1917.
My pEsR BrLL,

We were all pleased to hear you were not numbered
|among the grumblers (48 A), but I am quite sure that even
ihad you cause you would never complain, that is, in the
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aggranating manner (B % Z# ) in which most people,
ourselves included, are now doing. Of course, I called at

’s without loss of time (F R B¥), for your commission was
a capifal excuse fo have a peep ai ( % iF) their newest things,
T succeeded in maiching the silk exactly (B VE ¥ 4F o6 83 @0 R
#% /3), and the manager promised to send off your parcel at

once, so that I suppose you will have it some time to-morrow.
With kind love,

Believe me, dear Bell,
Ever sincerely yours,
Nora Brarrawarrs,

9. From a Lady, Inviting Another to Aid a Charity

Tar Grove, READING,
Nov. 19, 1917.

My prar MRs. Brack,

Numbering you as I do among the phtlanthrapzsts
(#% %) of our little world, I have no hesitation in saying
your ajd is reguired in a new channel which we are en-
deavoring to open up before fhe severity of the winter approaches
s height (BERZEHHA T E 2 ¥). By “we” I mean a few
friends who, like yousself, think that the shorfest roue to
happiness (iF ¥ % 2 {¥ ) is that which brings something in |
the shape of comfort to those who are desiitute of (Z) it but
know what it means. We are striving lo raise (3% %) sufficient
money to buy sixty loads of coal, the quantity which we think
will enable our poor (# A) to keep warm for a month or two;
and if the calls on your goodness are not too great already, !
shall hope to say that you have joined us.

Behave me, my dear Mrs, Black,
Ever sincerely yours,
Mary FoRMAN,
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10. Answer, Affirmatively

StrEATLEY PLACE, READING,
Nov. 20, 1917.
My DEAR Mgs. ForMAN,

I am sorry you took the trouble of explaining that you
required my aid, for your name alone 1s sufficient lo open my
purse strings (R UM BRER 24, T T #2285 4), and
make me desirous of coniributing (38 ) to any scheme which
is sanctioned by you. Let me, therefore, hand you a cheque
(% ¥) for three guineas as a first subscription, which I shall
increase when my funds have impioved.

I am, my dear Mrs. Forman,
Ever yours sincerely,
Crara Brack.

11. Awnswer, Negatively

StTrREATLEY PLACE, READING,
Nov. 20, 1917.

My DEAR MRs. FORMAN, ) :

It is very hard for me to say “No,” but as it unforfe-
nately (R %) happens (%) I have lost so much by the failure of
the . . , , that I hall be competled to economize (& ) for a
long time fo come (& %), and deny myself the gratification of
aiding in the work you have in hand (iE % # #). As soon,
however, as my means (4 i) improve, you may rest assured
I shall not withhold from the poor anything I can by any
means (¥ & 4 §7) save or spare.

I am, my dear Mrs. Forman,
Ever yours sincerely,
CLara Brack.,



94 SELECTED ENGLISH LEITERS

12. Asking for the Loan of a Book

My prar Topp, ~
Can-you favor me with the loan of Haydn’s “Dictionary
of Dates”? I will reburn it to-morrow.
Yours sincerely,

GEORGE RANSOME.
Brook Place,

Monday morning.

18. RBequesting that « Letter Inclosed May Be Redirected

56 WiLpe STrRET, S. W,,
February 1, 1917.
Draer Six,

The inclgsed letter from myself to my old friend Wilfred
Stanley has been returned to me from the Post Office, with
an tntimation (58 %) that he has “gone away leaving no address”
(AE it B % ¥ i a). As the subject of the letter is of
importance, I shall be greatly indebted to you if you wil
redirect the envelope and post (# %) it to him. I believe he
keeps you informed of his movements.

Thanking you in anticipation, I am,

Yours faithfully,
HERBERT SwrTH.

14. Letler to a Stranger, Asking for the Address of a Friend

56 WrLoe Srreer, S. W.,
February 1, 1917.
Dean 81,
Although I fave not the pleasure of your acquainiance
(3 ok 3% ifl; E % 7 4 &) T think my name may be familiar
to you as that .of an old friend of your friend Wilired
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Stenley. I am anxious fo communicate with (R .. .3 M)
him immediately on a matber in which he is interested, but
have carelessly mislaid the memorandum (# & £) he gave me
of his several addresses during his tour abroad (7 ¥ JF B 4T
# ). It occurs to me that you may be informed of his
movements, and I shall be greatly obliged if you will let me
know where I may address a letter to reach him in the
course of the mnext few days. Apologizing (3 %) for the
trouble I am causing you by my carelessness, I am,
Yours faithfully,
HERBERT SMTTH.

15. Requesting an Iniroduction for Business Purposes

19 Serpon Avenus, N.,
Jan. 25, 1917,
Dzar Tom,

Will you kindly give me an sniroduciion (# #) to your
friend Mr, Franklin? I want to see him wupon a maiter of
business (W B ¥ 2 % ¥) which T believe he can carry out (H 47)
for me, if he will, and I shall be very much obliged o you
if you can manage the interview (B 45 ¥& #%). This may be to
our mutnal advantage, and I shall be pleased if I can
anipray (Y B M JF ) reciprocate (% #) your kindness.

Thanking you in anticipation,

I remain, my dear Tom,

- Yours very truly,
Avicr, PATERSON.
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18. Reply to the Above

4 Brick Courr,
Jan. 26, 1917,
Drar ALicE,

Inclosed is the introduction to Mr. Franklin, as requested.
You will ind him a thorough man of business (¥ 5 W Z f %
A #1), as no doubt you anticipate, but 1 think my nofe wil
prove an “‘open sesame” (¥F ¥ # %) for you, and that yow
business will receive his prompt and careful attention.

Trusting you will be able to come to a satisfactory
arrangement, I am,

Yours sincerely,
Tom Horper.

17.  Requesting an Introduction to an Acquaintance

TeE GARDENS, BRIXTOY,
July 30, 1917.
My pEAR SIR, i
-~ As T intend seiting oui (& 5) immediately for Brugs|
(t %’5), I shall esteem it a favor if you can oblige me with @
letter of introduciion (5 % 1%) to Mr. Roberts, your old frient
of whom we were speaking the other day.

1 remain, my dear sir,
Yours very sincerely,
FREDERICK JOYCE.
{Name and Address.)
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18. Soliciting the Loan of Money from a Friend

MarmNE Viira, TorQUAY,
May 19, 1917.
My pDEAR GrRAa®AM (or Mr. Graham),

1 believe you will be ready to acknowledge that ever since
you first knew me no person was ever more backward in asking
favors than myseif. But an unexpected affliciion (& & &
Z ¥) in my family obliges me o solicif your assistance (% K
£ #5) to the extent of £20 for abouf six months’ time, at the
expiration of which I pledge myself faithfully to discharge
the obligation. If, howerver, I am asking you to inconvenience
yourself, let no necessities of mine influence you, for it would
pein me greatly were I fo think you were a sufferer through
oliging me (R B ERB AT RMHE). Before I couid
prevail upon myself to write this I have endeavored to obtain
the money from people whom T myself on several oceasions
bhave obliged, but I regret to say without success. Some of
;them were themselves in want of ready money, and others who
were better off excused themselves on different grounds (B &
Ha ). Iam thus forced (3% #38) to make known my position
to you, and solicit the favor I have already mentioned.

Regretting that this step should be at all necessary,
believe me, my dear Graham (or Mr. Graham),

Yours fzithfully,

Epwarb MARSHALL,
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19. Answer, Affirmatively

- Tae CLorsTERS, HAVANT,
May 21, 1917.

My prar MarssaiL (or Mr. Marshall),

I could not hesitate one moment in answering your letter,
and sending you a cheque for the sum you require. A
to (£ R) repayment, I shall not look for (R #) it until you
have got over (#) your troubles, and have a few pounds %
spare. 1 am sorry you did not apply to me in the firt
instance (% — %), and so spare yourself the vexation (8 )
which you must have experienced lately. Rest assured that|
1 thoroughly sympathize with you, and ever believe me to be,|

Your sincere well-wisher,
Harorp Gramawm,

20. Amnswer, Negatively

Trar CroisTERS, Havan:
May 21, 1917,

-My pEAR Sir (or Dear Sir),

- T am exceedingly (¥) sorry that your request comes t
me at 8 time when I am so pressed (% ) by my own affais
that I cannot with any convenience comply with (R & & 7
. it. On any future opportunity, when 1 may have money 1
spare, I shall be ready to oblige you.

Tam,
Yours faithfully,
Harorp GramaM.
(Name and Address.)
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21. Requesting Shipowners to Take a Youth as
an Apprentice

Gavre House, MORTLOCK,
Mareh 15, 1917,

GENTLEMEN,
My object in addressing you is to inquire whether there
is at present a vacancy (% it % $%) for an apprentice (% )
on board (% ) one of your ships, as my eldest son,
Frederick, nearly fifteen (% 4% 1 I}, is bent on (& W) going to
sea. He is strong, healthy, and active, and, if afforded
% %) opportunities of learning seamanship, would, 1 think,
prove a reliable sailor by the time the term of his apprentice-
ship (2 8 ¥ ®) had expired. I am anxious that he should
sail in one of your vessels, ag I have every confidence that he
would be encouraged to make himself useful. Should you
favor me with an affirmative answer to this, I shall esteem
myself indebted to you ($% 5% ¥ ﬁ%); and will embrace an early
opportunity of waiting upon you with my son, with a view
to entering upon and settling the necessary arrangements.

I am, gentlemen,
Your obedient servant,
Hexry Lowoob,

Messrs. Black & Co.,
Winchester Street,
London.
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22. Requesting a Professional Man to Admit a
Youth as a Pupil

Bura Loper, SYDENHAM,
May 18, 1917.
Dear Sz,

If you have still a vacancy for a pupil, T shall be glad to
place my son Edward under your care (% & ), as he is
desirous of learning civil engineering (£ &K I B), and I am
convinced that in no other direction (IE B1i%; % 5 %) is he
likely to make himself souseful. He is now almost seventeen,
and is both tall and strong for his age. He has been educated
at (8 & 5% ) Harrow, and, according to the principal’s report,
he possesses the qualifications necessary to fit him for a
profession such ‘as yours. As I am anxious to see him aifached
to an office staff (A 3 2 P #3) as soon as possible, perhaps you
will favor me with a line in reply to this, naming the terms
of admission of a pupil, should you be willing to receive him.

T am, dear sir,
Yours faithfully,

WarTer TRENCH.
{(Name and Address.)

28. Requesting a Merchant to Take a Youth info His Office

17 CarpENTER ROw, 8. W.,
May 31, 1917.
My pear WrieHT (or Mr. Wright, or if merely an acquaint-
"ance, Dear Sir),
I wish to place my son William in an office where he will
get a thorough knowledge of business as it is transacted (% &
%) by methodical people (B # FF Z A), and, as I know of
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none better than yours, I am writing this to ask you to find
him something to do. He is nearly sixteen, a strong, healthy
lad, energetic, and well-disposed (¥ # B 1%). He has left school
reputedly clever and industrious, and, I imagine, only wants
a little training (B B) to be made useful. If you can see your
way (8% ) to admit him as one of your juniors I will regard
myself as your debtor (% ¥ Z £), and I have every confidence
that the boy himself will recognize the obligation (B &) by
studying how to please his superiors. Perhaps you will let
me know if you can make an opening (% fit) for him.

I am,
Yours faithfully,
GEORGE FORSYTH.

24. Requesting a Friend to Obtain a Situation for the
Writer's Son

5 Fourox Roap, N.,
April 4, 1917.
Dzrar Sm,

My son, Edward, has now finally left school, and I am
anxious to see him employed in some good house of business
(i% J%) where he may learn what will be of advaniage (& T %)
to him in after years. I know, however, so very little about
business, and so few pecple connected with it (% W 5 @), that
any application I might make on his behalf (B ¥ %) for a
situation would, I am afraid, prove fruitless (R & ). I
venture, therefore, to ask you to aid me in this matter, by
bearing Edward in mind, should a vacancy occur (% & 7 % 8t)
in the offices of any of your cify friends (% b #% W #). He
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has been very diligent at school, and promises to acquit him.-
self ereditably (% 1% M) in whatever he undertakes; but, being
@ partial judge (% — 75 B 2% ¥), I perhaps ought to say
nothing on that score. He is sixteen, #ll for his age (V5 Z
EETR Y KB E), and excoedingly active. He is quite
eager to begin life, and has urged me repeatedly to write fo
you on the subject, forgetting how little time you can have
to spare {0 atiend to (¥ & X) such requests as mine.

Trusting I have not already encroacked (% #5) upon any
of your engagements.

Believe me, dear ir,
Yours sincerely,
Herey WINGFIELD.

25, Letter to a Friend, Asking Him to Use Influence
to Secure an Appointment for a Son

Tae AVENUE, ST. ALBANS,
October 18, 1917.

Drar JACRSON,

My son Arthur has decided fo apply for (i k) the
secretaryship (% 3 Z ¥2) of the new hospital a6 . . . , and as
I know that you are one of the Governors of that tnstitution
(B% b 3 % & R), and take a prominent part in its administra-
fion (& #), I write to ask you for your kind interest on
bis behalf. The appointment is a fucrative one, and I
confess it would be a relief to me if he could secure it and
80 become wholly independent of assistance (522 B ¥#; F &
B#® . ..) from his father, who has other children to
educate and start in the world. But I would not oblrude
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this -consideration wpon your friendship (R U s EH B) if it
were not the only one. I am confident that in many
respects (# £ J7 H) Arthur is a particularly eligible candidate
for the post. He is methodical and careful in his work, and
could be relied upon to discharge the purely clerical part of
his duties punctually and efficiently ; his integrity is unques-
tionabl ., and he has a winning manner that ingratiaies (¥ iF)
him with his fellows and inspires them with what may almost
be called enthusiasm over anything upon which he himself
is keen. I venture to think that this is an invaluable quality
for a man entrusted with the supervision of the detailed
working of any institution.

Tf within perfectly proper limits you can see your way to
press his application I shall be infinitely obliged to you, and
I am confident you will never have reason to regret anything
you may have done to secure the appointment for my boy.

With kind regards, believe me,

Yours sincerely,
ArrrEp Hunrmve.

26. Letter to a Friend, Asking for a Nominatiop fof a
Boy to a School

Prmvoe ArLFRED’S RoAD, SToRE NEWINGTON,
London, Nov. 21, 1917.
My pEaAR. . .,

I am anxious to enter my eldest boy on the foundation
(# 1 £) of . . . School, of which I see from the lists you are
one of the Governors. Will you do me the great kindness of
giving me a nomination (8 &) for him? Acquainied as you
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are with my circumstances (58 B ¥ &), you will be able to
understand the importance to me of the great reduction in the
expenses of the boy’s education (3% # R & Z R X & &) which
could then be effected, and if you are not already committed
to others, I shall be intensely grateful if you will render to
me this valuable and most helpful service.
With many thanks in anticipation, I am,
Yours faithfully,
CHABLES LANGTON.

27. Another to an Acequainiance

Remount Roapn, Haprey Woop,
October 24, 1917.
DEar ME. . ..,

I see from lists supplied to me that you are one of the
governing body (% B B) of . . . School, and presume upon an
acquainiance (7% 45 7 & Bl &) to write and ask whether you
can give me the great assistance of a nomination for founda-
tion for my eldest boy. I attach high importance to a publie
school education, and should be thankful if T were enabled to
give my sons the benefit of one, but it is nof in my power
FE& NP R) to do so unless I am assisted in some such
way as this. I have no doubt you are besieged with requests
{3 # A 23k 5t) such as mine, and for various reasons you
may find yourself obliged to reply in the negative to me; if,
however, you are in a position to give me the nomination
you will do me the greatest possible kindness, and place me
under an obligation which I shall make it my first thought to
endeavor in some way to discharge.

Awaiting your reply, I am,
Yours faithfully,
WiLLiam Rinaway.
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28. Another to a Stranger

BerrsrorD CoTTAGE, WEXFORD,
October 24, 1917.

DEear Sz,
T am most anxious to obtain for my eldest son & nomina-
tion to the foundation of the . . . School. I know none of

the governing body personally and have no private influence
(# 71) which might secure for me what I so much desire.
Uuless, therefore, I abandon the idea altogether, I am com-
pelled to address myself to a stranger (& R H & %), May I
suggest then that mine is a case which comes within the
original intentions (F3) of the founder (WF B & %£)2 1
were in a position to pay the larger fees required for boys
not upon the foundation, I would gladly do so at the cost of
any personal sacrifice (W A ¥y £ #), bul they are wholly
beyond my power io afford (5 Fi R & #:48). It is no improper
desire to spare my own pocket that prompts me to apply to
a stranger, but an indubitable anxiety to leave no stone
unturned to secure for my son the benefit of a public school
training, which, without the assistance of some charitable
foundation, he will not be able to enjoy. It is right that
I should put youw in a position to make some inquiries about
my own aniecedents (3 IE) and standing (% #), and 1 therefore
add that . .. and . .. have known me and about my
affairs for many yeers, and will, I am sure, reply frankly to
any questions you may ask.
I am,
Youra faithfully,
Tromas MooRE,
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29. Asking a Lady to Sing at a Concert

Ter Vicarace, DUNSTANTON,
Nov. 22, 1917.
Dgar Miss Euron,

We are getiing up (% &) a concert (¥ % #) in aid of our
schools on the 30th; will you be so good as to let your name
appear on the program (¥ F 8)?

It would be a great attraction, I can assure you, without
flattery, and I hope you will be able to oblige.

Yours cordially,
HeNrigTTa WINTHORPE.

E. LE'I'I‘EBS RELATING TO BETROTHAL AND MARRIAGE
1. A Lady, Writing to Her Lover on Christmas Eve

Warwick TerracE, CLIFDEN,
Christmas Eve, 1920.
" My DEAREST HARRY,

My first duty, as well as my greatest pleasure, is to write
to you and wish you a merry Christmas (¥ 42 ¥ 3), and to
expfess.to you a little of my great hope that your life may be
blessed and your path prosperous (8 B I, M2 & #). 1
wish, indeed, my dear, I had some better gift to offer you
to-morrow. But the will is here, though not the power, and
-you will take that will for the deed, and believe that conld I
show more substantially than by words my warm wishes for
you it should be gladly done.

On this Christmas Eve (8 % &) 1 have a solemn hap-
piness in my heart which it is beyond my power (I®) to
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express—a happiness that bringé my spirit to its knees as it
were, and dims my eyes. Heaven bless you, dearest, for all
your goodness fo me, and may the kindness and love you
have given me be repaid tenfold into your own bosom by
Him with whom all goodness dwells. Good-by, and with
much love and many a warm wish for your future.
Believe me,
Ever your own,
BERTHA.

2. From a Lady to an Admirer Whom She Has Seen on
Several Occasions
CasTie HOUSE, SHALFORD,
May 12, 1918.
Dear Srr,

T assure you that I feel highly flattered by the letter you
sent me yesterday, but we have met so very, very seldom that
Tam afraid you have acted from impulse (B % B Wi B) rather
than from the good honest sense (Wi & M B B K Z & #8) which
your friends, and I among the number, give you the eredit
of possessing (BB & P& #%). You know far better than
T that impulse, however honorable and generous it may be,
iy, in matters that concern one’s whole life (B % & 2% 1% i@
#4), aften the agent which produces unhappiness in days fo
come (% H). '

You will say, of course, that you wrote to me calmily
{4 ) and deliberately, but I cannot think so, fur @ moment’s
rflechion (Fe B 2 K 48) would have told you that o imagine I
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could consent to such a hasty proposal (BB W U RE R &
Z & %K) were not to pay me the respect you profess to do.
I am not conscious of entertaining any deeper feeling than
esteem for you, and I wish sincerely you had thought a little
before writing, and saved me the pain of saying “No.” Isay
«“No”; but let us remain good friends and forget this incident.
¥ remain,
Your sincere well-wisher,
Many FRAYNE.

3. From a Lady to Her Fiancé, Complaining of
Hig Silence

Harrierp TerBACE, WORKSOP,
QOctober 18, 1917.

It is quite a fortnight, my dearest Tom, since I heard
anything of you. Why do you not write to me? Have I
in anyway (# % ) offended you, dearest? Do not be so
unkind as to punish me if you consider I have done wrong.
If I bave not offended you—and I cannot think that !
have—your continued indifference is unkind in the extreme.
Mother is very angry about it!

I do hope, for her sake and your own (M & # & B & &t &,
if not for mine, that you will at once write and explain (¥ ¥).
You probably do not think what it is for me, day after day.
to be waiting in vain for (3 %% #) vour letters, and not»
sign from you ever comes,
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4 Uine (—17.%F) or so, even to say you are well, or very
husy, would assure me that you were not indiferent. But
nearly two weeks’ silence is hard to bear (¥ &), Tom, dearest;
and I do hope you will write immediately on receipt of this.

I cannot write more, for I am very miserable. Do please
answer this letter; and with love,

Believe me, my dearest Tom,

Your very true and devoted,
Margares.

4. From a Lady, Upbraiding Her Fiancé for Not Writing

Harrerp TerrACE, WORKSOP,

October 20, 1917.
Dear Tom,

You have not yet replied to my letter as I begged you
to do on Monday. 'This note is the last I shall address to you,
for it is not right for me fo keep begging of (38 K) a man to
write. AIll honorable and good feelings should equally impel
him to reply on receipt of the first complaint.

You are making me very, Kvery unhappy, and mother
plainly says that I ought fo put an end fo (B2 #) our engage-
ment. She will not believe you are true to me; but I believe
in you, and would forgive your éxtraordinary silence if you
would write at once.

Bdward is going to . . . to-morrow, and will eall at your
address. Please do write at once.

I remain,
Yours truly,
MARGARET,
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6. From a Lady, Complaining of Her Lover's Silence

24 Pomp STREET, BAT,
August 23, 1917.
My DEAREST FRANK,

Your silence makes me very uneasy. I have not heard
from you since the . . ., a very, very long time, I think. I
fear greatly something very wrong is the matter, because it
is so unlike you to leave me without a word of inguiry. I
am very much distressed and depressed (i ¥), and nothing
will cheer me but & letter from you. Write immediately

To your own
Eve.

6. From a Young Lady fo a Friend, Comgplaining
of Coolness

Rose Corrace, WEDNESDAY.
My DEAR ADA,

I cannot any longer refrain from writing to you upon a
subject which has for some time past given me considerable
uneasiness.

I have noticed that your manner towards me of late (£ %)
has not been of that free and cordial nature which charac-
terized (B2 31) it formerly. There exists a coldness (& %) and
restraint (i X) guite foreign to your noture (RE ZFE A N
% &), which is painful for me to witness, and still more
painful fo reflect upon (8 ).
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I cannot bear to think (R Wi 1k tk48) that a friendship of
8o long a standing (X s & A Z % 1§) as ours has been, should
be broken off (i; ), or disturbed by some trifling misunder-
standing (# #) which might be easily adjusted or explained
away. I cannot charge myself (B &) with having given you
cause of offense, but I may have done so unintentionally,
and I therefore beg of you to tell me unreservedly (F 1% )
whether I have said or done aught to offend you, and ¥ will
willingly make all the reparation in my power.

Did I not set a high value on your friendship (EF BB E
Z X #), I should not have taken the trouble to seek this
explanation. I trust, then, you will view my motive in iis
proper light (R S2ZE B IEEE 28 1), and prove that
you also appreciate my good opinion by acceding to my
request.

Trusting that I shall soon hear from you, believe me,

my dear Ada,
Yours very sincerely,

Magria.

7.  Answer fo the Foregoing

Tar Lmes, TEURSDAY.
My DEAR MaR1a,

I hasten to assure you that your misgivings (8 3B) are
perfectly groundless (%€ # #8), and that I entertain for you at
ths present moment (B ¥} the same feelings of friendship and
esteem that I always have.

While you, on your part (¥ ¥k 77 ), are unconscious of
laving given offense, so am I on mine (3 B J7 M) of having
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exhibited any coldness towards you; at the same time I plead
guilty to nob having been so cheerful and light-hearted (B 78)
lately as is my wont, and this may have tinged my manner
with a reticence and reserve which we are all apt to (% %; B B)
attribute to inconstancy or coldness.

The truth is, my dear Maria, that there have been some
troubles in our family lately, which Y have taken very much to
heart (b 2 B3k ¥k R, and which in spite of (¥ 1)) 2]l my
efforts to shake them off, oppress me heavtly (B & E ). 1
cannot well explain this matter to you in a letter, but 1 hope
to see you in a day or two, when I will tell youall. Ishould
have confided the secret to you before, but I did not wish to
harass (55 4%) you unnecessarily, and I gave myself credit for
being able to disgnise my feelings sufficiently to prevent your
detecting anything by my oulward bearing (5% %), Since,
however, I have betrayed myself, and you exact this con-
fession from me, I shall, when we meet again, unburden my
mind (8 2 & %) to you, and seek consolation in that
sympathy which I know you will be ready to accord.

" Meanwhile, again assuring you of my unalterable friend-
ship, believe me, my dear Maria,
Yours very sincerely,
Apa.,

8. [Inguiring Why ¢ Lady Has Not Written

{Place and Date.)

My DrAREST GRACE,
What is the matter that I have not heard from you for
three weeks? You last wrote on the Ist, and this is the
20th. You surely cannot conceive (%% &) how uneasy
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your silence makes me, or you would write oftener. I fancy
rometimes you are ill, or kave mef with an accident (¥ 27 & #
Z #), and at the bare thought I grow sad and frightened.
But someone would wrife, were either the case (R - X HE B X
—, A% % ). I do not for a moment think you delay
writing to fease (¥ %) me, bubt through that feminine
weakness . . . procrastination (B #&). “Feminine weakness,
indeed!” I think I hear you say. Well, dearest, I admit
that my own sex is not quite blameless in that respect.
Still, when delays of three weeks arise in our correspondence,
I think I have some right to say cross things (% # Z J).
Suppose I were fo pay you back in your own coin (U & ZH R
% 1% &), and write at long intervals, would you not complain?
Really, I am very anxious, so much so, that unless you write
at once, I shall have a fit of despondency (% 4 ¥ 3¢ 1€ =).

I saw a nice cottage a day or so ago that would just
suit us, were you to “name the day,” an early one, I hope,
and allow me to insfafl () you in it. I won't describe it,
nor tell you any more of my plans, until I hear from you.

Now write by return of post, if only & line, dearest, and
believe me -

Ever your affectionate
Fraxk.

9. An Answer to a Lelter Written on New Year's Day
{Place and Date.)
My DEAREST MAGGIE,

I was very glad to get your letter yesterday, as I felt
rather depressed and out of spirits. My reflections were
somewhat in unison with your own (¥ 2K ¥ & L & — ¥,
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with regard to what the past year had not accomplished, and
mixed up with some forebodings for the one now eniered upon
(% 7% Z % 4). Still, when I Jook back I have to be
grateful for ihe year now dead and gone (¥b & ¥ 2 % %)
Your affection had not, I know, grown less, though those
foes to love (B 1% 2 #)—separation and uncerfainty—are in
the field. T often feel your watchful love and sympathy is
still with and blessing me (I R & § 3 ¥ £ &), though
parted so far from me. Then in the past year I think I have
made a few new friends, whose names are added to the Iist
my heart keeps (& th 41 58 Z ¥ 4 R k). I often sigh for the
old ones, though I ought to remember it is the wisdom of
God to fill up with new Lopes and new interests what their
loss makes vacant. Christmas and New Year always sadden
me; they force one to think of what wonld be best forgotten
—failure, loss, disappointment, and death. But these are
gloomy thoughts which I will pui aside (3 # %), and with
you join in the hope that this fresh year upon which we
have entered may bring with it its smiles for you and me.
Write to me, dearest Maggie and believe always in

Your affectionate
Epwarp.

10. A Letter of Bxpostuiation

Tar CrEscENT, BANNOW,

, Feb. 18, 1917.
"My pEAR Pamie,

I have lately observed with very great sorrow that your

inierest in my society and my plans has been rapidly lessening
(ERAFEZBE L% M), until I fear now it has no
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real existence (B 4 T % ¥ B). You come here very seldom—
never to spend the evening as you used to do, and when I
express a wish of any kind it seems to foll on a deaf ear (] f&
% % % ¥l). How has such & change been wrought? I have
never been exacting nor jealous, nor troubled you when 1
$aw you were weary or more disposed to visit other friends
instead of coming to me. I fear there is something wrong,
some trouble approaching which will make this poor heart of
mine acke (B & > 7). When first you came it was with a
smile and a willing step (Bt #: B R #8). You were impatient
until we saw each other; and when we met, you thought the
time flew fast away. Now your step is slow, and there is no
smile; the time hangs heavy, and the moment you seem
pleased is when we are not alone.

The change has been noticed, not by me only, but by all
here, and much surprise has been expressed at it. But how
can I explain when T myself am in the dark? Isit that you
are tired of (f& ) coming here, and wish fo break off (& #%)
the engagement, or is there some great sorrow hanging over
you? If you wish to leave me you have but to speak and
you are free. If it be trouble, why not tell me and leb us all
gather round you and save you from 6?2 You are sadly
mistaken if you think I would care for you less were you
poorer, and as mistaken if you think me a bar to another
attachment.

You will write and tell me what I am to think, for this
dreadful suspense is more than I can bear (F b & # Z &€
& R ¥ ).

Still your own

MARGARET.
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1. From a Lady, Exploining a Misunderstanding

Ter RETREAT, COOMEE,

March 23, 1917.
My pEAREST EDWARD,

You surely never really thought that I was guilty of
“flirting” (R F B %) with a stranger at the Wilsons’ even
though a report was spread to that effect (3 3 5 35)!  Yebthe
tone (B AR) of your letter, more than your words, seems to
imply that you accepted the statement as true, without even
asking me, with whom you profess to have reposed undoubted
confidence, whether or not I had allowed a stranger to pay
me marked attention. My dear, I am sorely grieved to think
(& Z /8 ) that you are capable of doubting me, for I fear
there is unhappiness in store for us both if you allow idle
tales to catch your ears (i % #%5). The true story of my
meeting with the stranger is this. He has recently returned
from the West Coast of Africa (M 3 ® ¥ = V9 ¥ ), where
he saw John, who gave him a letter of introduction to my
father. I saw him on the night of his arrival at the
Wilsonsg’, and was introduced to him as John's sister. Was
it not natural that I should inquire for my brother and ask
him questions about the mode of life (4 ¥ ¥k B) on the West
Coast? I was interested, not in the man himself hut in his
story, and listened eagerly as he told it, and from my atten-
tion of it probably arose the ill-natured report that reached
your ears.

I have entered into this explanation because I feel you

.were not really yourself when you wrote. You will write to
me by return, dear, and say that after all you didn’t beiieve
what was told you

About your own
GRACE.
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12.  Congratulating an Engagement

(Place and Date.)
MY DEAR . . .,

Permit me to be amongst the first to congratulate you
upon your engagement to Miss (or Mr.) . ... We only
heard the news this morning, and are very pleased to think
that you have the prospect of so much happiness before you.
We know Miss (or Mr.) . . ., and can heartily congratulate
you upon your choice. The girls are wild at the news, and
want to know when “the event” is fo be (it % ¥ B £ By B 17).
Come and see us some of these days when you can spare a
day (% E#¥#—H 2ZM). My wife will write for herself and
the girls, but I cannot resist the temptation to send my good
wishes to my young friend . . . with mine own hand.

With very kind regards (or kind love).

Yours truly (very truly, or sincerely),
Epcar DUFFIELD.

18. Another to a Gentleman (Intimate)

(Place and Date.)
My pEar Harorp,

I am really delighted to hear of your engagement, and
hasten to send you my warm congratulations (i %8 Z W ).
The longer I live the more persuaded I am that the married
life is the best and, therefore, the happiest for every man;
the responsibilities it involves are heavy (ih % FF [ Mz T E
& |), but its compensaling privileges are rich (X FiE %
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H{ F%); on the other hand, the bachelor’s life, being self-
centered, is selfish and must in e end be lonely (% E & %
% 18). )

My wife would like to call at once upon Miss . . ., and
I bope you will bring her to luncheon and introduce her
at the earliest possible moment (8 8 A & £ Z #¥) to the home
life (% I 4 18) of one of your old friends. Assure her from
me of as warm a welcome here as you have always found,
and when she comes I will congratulate her in person upon
the admirable judgment (¥R & ¥ £k 2 ¥ 2% 75) she has dis-
played in her choice of a hushand.

Yours, as ever,
Wasurer Lows.

" 14.  Amcther to a Relative (Disapproving)

) (Place and Date.)
My pEAR PEROY,

Your letter announcing your engagement to Miss .

. certainly surprised me. I had no ilea that you were con-
templating (B #t i+ ¥) any such step, and I hope that you
have well considered the matter and that you will not find
out, too late, that your ardor kas carried you too far (B Z 8
i B8 B & B).

As for my consent and approval, they do not count (R B
B E). If you had considered me 2t all you would have asked
my apinion (& B #H £ & A) before you committed yourself,

"and then I would have told you that I considered you rask
and impulsive (M FB 2 F kB IEHM). I cannot prevent
your being engaged, but I cannot congratulate you upon the
step (8 7 ¥b %). The young lady is doubtless all you picture
her, and I have nothing to urge against her personally. But
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consent and approval I cannot give., You are too young and
inexperienced, and too impecunious to induige in such a
luxury as a wife for years to come, and a long engagement is
a mistake. I remain, my dear Percy,

Your affectionate uncle,
FrANK RICHARDS.

15. Fizing an Barly Day

17 NortE RoaD, CHEPSTOW,
February 20, 1917.
My DEAR (or dearest} Percy,

I need not hesitate in saying that your proposal is very
;1greedble to me; indeed, it is much more so than I can
express here, or could tell you even were you at my side.
People generally disapprove of (K #) early marriages, and
were I differently situated I dare say I should agree with
them; but, as it is, I think there is great justification for the
step (B 4L 7847 ). Besides, knowing each other as we do,
1 think our prospect of happiness is quite as bright as that
of those who wait longer. At any rate (% % i 47), I believe
you to be so good and true that I have no fear of the future.
Troubles may come upon us, of course; we may become very
poor; but, whether you are richer or poorer, I shall always
strive to be to you a true wife.

Everything you say about a house and housekeeping
is all I could desire, and I sincerely hope I may be found
deserving of all your care and forethought (W ). Now, as o
{# 3%) that other very, very important matter, what shall I
say? It is comparalively easy to talk about what may be
coming (B REXRZFWERES), but to fix a date, or to
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speak in more conventional fashion (8 #; i 47), to name a day
for our marriage is a task of some difficulty. I am sure it is
simply- naming the day when my greatest earthly happiness
will begin, and I know that I am dc;ing you a great injustice
in seeming reluctant to reply at once to your request. I
am very far from tempering with your great kindness and
love for me; but you know women kave not the decision of men
BAZHESHIRERBA), and T am but 2 woman., I
must now, however, name the day, come what will, I
say . . . and now I have named the very earliest.

Your affectionate
Lizzie.

16. Congratulating a Lody on Her Engagement

Erm Roap, WESTLAND,
Oct. 24, 1917.

My pEAR BERTHA,

I was deeply interested to hear of your engagement
(= 1§), and write fo congratulate (3% ) you heartily. George
('k:f?é &) is a favorite everywhere, and I am sure that while
your news will couse many @ pang of envy (3 ¥ HH B IFHEA
A% i 7 B), yet everybody will surely consider George a
very fortunate young man. The course of true love will,
I know, run very smoothly in your case (& b # ), and you
have my best good wishes for o happy married life (& #&
¥ ).

Your affectionate friend,
WINIFRED.
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17. To a Young Lady on Her Engagement

Warrey LopgE, Harrow,
Sept. 18, 1917.
My praREST GRACE,

Surprises never come alone. We heard only last week
of . . s engagement, and now your success. Allow me to
congratulate you with all my heart upon your choice of a
partner for life (# 8 Z#). Mr.. .. is a pleasant, gentle-
maniy man, and I think you a very fortunate girl to have
secured such an enviable husband. Where do you intend fo
settle down (& #)? Have you decided? Come and see me
as soon as you can and let us have a quiet chat about
Mr.. ... Everyone will envy you and him, according to
their sex, for I am afraid that you, my dear, have turned
many heads and fluttered many hearts in your time, short
as your career has besn, and Mr. . . . is quite the handsomest
man I know. ‘

Tell me all about him when you write—and éoon, for we
are anxious to hear how it happened. You have kept this very
guiet (5 R ¥ E); bui you need not be secret any longer.
Ted sends his kindest regards to you, and wishes you every
happiness, now and in future. With all my heart I con-
gratulate you once more, and remain ever, dearest,

Yours affectionately,

Mageie Brown.
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MY DEAREST AGNES,

I hardly know how to begin my letter. Your news is so
unexpected, and &y no means (4 R) pleasant, I am sorry to
say. Forgive me, dear, but I really cannot approve of (7t #)
your se'ection of Mr. . . . as a husband. No doubt he is an
attractive man, and a great favorite; bubt these universal
favorites seldom make the best husbands (BEH B R H LA X
#%). They have been made so much of (& R it & £ ZER)
before marriags, that they are apt to think themselves neg-
lected after marriage vnless their wives are very atfentive to
all their Little humors. You will think me unkind in thus
throwing cold waler (¥ B ¥ 38) upon your prospects. Idonot
mean to be unkind, I assure you, but I cannot congratulate
you so warmly as I would have done had you chosen a
different type of man (fi T A #1). I understand thatMr. .
has no profession; that in sself ts @ mistake (sh % B & — £t .ﬁ)
No man, unless born to wealth and prosperity, can afford to
be idle; and a Iazy husband is in the way at times,
n0ssesses o common gense so sound as to be uncommor. (& —
BREZEATRIFSALE.

However, I trust that you will be happy, and enjoy
your future together. I wish well to you both, and shal
‘have much pleasure in being indroduced fo (B 5 ¥|3) Mr.
. . . when you can find time to bring him here. Though he
is not the husband I would have selected for you, I have
little doubt that your good sense will riumph in|the end
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(% 4¥ # ). Write to me soon, and tell me your arrange-
ments. When the time comes, I dare say I shall find some-
thing for your wedding or your new home, but don’t be
precipitate (F &).

Your uncle unites with me in love and best wishes. I
remain

Your affectionate aunt,
MarTHA DALRKELLY.

19. From a Young Married Lady to a Friend After Marriage

WratraM, KENT,
Oct. 25, 1917.

My pEar NEivy,

T left home, as you know, not in the best of spirits,
although the only reason I had for feeling sad was the
separation from old and dear associations (REH B ® 2
it 51). My husband, too, experienced a feeling of a similar
kind (3% %5 R ¥ Z £5); so on that point we were in entire
sympathy with each another, until we reached our destination.
Then the change of scene, the meeting with nice people, and
the delightful weather caused a reaction, and we were soon
briskly at work sight-seeing and pleasure.making. We were
not (JE), however, unmindful of home (% BR). On the
contrary (5 &), we often wished that you and Fred were
with us, enjoying, as we did, the sweet air and the quiet
besuty of the little hamlet,

We left on the ... and made cur first attempt ai house-
keeping (312 % B # K ¥), an attempt which I cannot say
bas been so far successful, but Jack has been so thoughtful
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and so constantly with me that the froubles incidental to
newly-married life seem as trifles (— 3% # & 2 #) not worth
thinking of. You will, perhaps, ask me whether I would not
free myself from my cares (B% %) and be single again were that
possible, rather than continue in my present state? And I
answer, “No.” T am so happy iv the enjoyment of Jack’s
confidence that I wouldn't change again for a queen’s ransom.

You must come and spend some time with us when*ve
bave got all the workpeople out of the house, and then I can
tell you all about our trip, whom we met, and all the rest of
it. Give my love to all our friends, and believe me,

Sincerely yours,
GracE REDMOND.

20. Stating Objections to an Farly Marriage

LermvsTER Loper, IcETREM,
Febrnary 18, 1917.

My peaR FRED,

You may be sure 1 was pleased to get your last letter:
your letbers are always pleasing, but that of Tuesday seemed
to Toe more delightful than all the others put together. It
expressed your anxieby that we should not be long separated,
and pleaded so earnestly for an early marriage that it makes
mwe almost miserable to say no ($ K B § %F). Buf, my dear
Fred, while anxious to relieve your anxziety, I am equally
anxious to consull your best interests (B & = # % &% M), and
prove myself a true friend now, as I hope to prove myself «
true wite in days to come. You know as well as I do that
although money cannot but happiness, we cannot be happy
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without money, that is, without an.income sufficient (2 24 =
¥ %) to maintain a home such as you have been acc stomed
to. We mizht, as you suggest, begin married life in furnished
apartments (% B E W B % F B B £ 57 84 #); but I am afraid
you would soon grow weary of {3 ) such a life, and wish
that we had waited g little longer until you had a little
cottage of your own in which we could do exactly as we
pleased. We are both young, and able to wait a long time.
You are rising in the world (€ # £ B A 7+ I8), but if burdened
with (¥ &) a wife your progress would be slow; you would
have less time and thought o devote fo (% i» ) your business,
and I should be miserable knowing that I was the cause
thereof. No, my dear Fred, we musin’t dream of marriage
yet awhile, not until I am convinced you will not suffer
by marrying me.
Write soon and say you are not angry with me for
speaking so plainly and so much against my own wishes.
Ever yours sincerely,
HerTYy.

F. Lerrers oF CONGRATULATION 4ND CONDOLENCE
1. Congratulating a Gentleman upon His Marriage
{Place and Date.)
Desw . ..,
1 have just received a little missive (3 &) which informs

me of two happy hearts made one. I wish you much joy.
You have my earnest congratulations on the event, and good
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wishes for a long and serenely happy married life. May each
succeeding year find you happier than the one before (B F 2
KR LAE.
God bless you and yours, and surround you ever with His
choicest blessings (B R & 5 i U ¥ ).
Your friend,
L. L Wu,

2. (Congrafulating a Lady on Her Marriage

Tar Corrace, MARDEN,
QOct. 23, 1017.

My pEaR AGNES,

You are now married, and it is to wish you joy of the
occasion "that I am writing this. The course of true love, in
your case, has, I am sure, run very smoothly (¥ if) indeed.
I it continues to flow as sweetly through your new life, yon
will be one of the most enviable of women, and I think it
will, because I know your husband’s character to be open,
honest, and manly, and your own—well, I shall only say you
aré ag worthy of his devotion as he is of yours (th 2 E B H A KL
BHRZH{EH). You may be certain that you have wel-
wishers ip all direclions (% i), not only among your friends,
but in a host of young and old acquaintances. You will be
sorely missed, my dear Agnes, but there is not one of your
friends selfish enough o wish you any other than your present
ot (R MR B 12 2 S P98 f8 78 BRI ).  We regret your
absence, but we rejoice that yon have such a fair prospect
before you of rest and happiness.



SELECTED ENGLISH LETTERS 127

We shall see you occasionally and hear from you often,
let us hope. I will not add more now-—not more than to
wish you a sweet, calm life as mistress of a happy English
home.

Ever sincerely yours,
Frorexce WHITE.

8. A Leiter of Congratulation for Graduation

1,020 Ereiy Roav,
Oct. 5, 1919,
My pear Me. Suxw,

Having learned (7% %) that you have finished your course
(& ) in the Preparatory Department (¥ #) of Nanyang
College (8 # & *B), and that you kave won great honor (i 2
% #) in your final examination, I am glad indeed to extend
my hearty congratulations to you, not only hecause you
have received a certificate (8 &), but also for your perseverance
(i ) in finishing the course. Although your first step (% %)
in education is now over, still there are many more steps for
vou to take(# 97). So Isincerely advise you not to be contented
with (# &) your present achievements (B # 2z & 3h), but fo go
o (85 3 3 17) to get the highest degree in education possible;
for you know it is said, “A little knowledge is a dangerous
thing.” Also I hope that you may afterwards have an
opportunity lo go abroud (B % % @), and that on your return,
you may do your best to benefit our fellow countrymen (I & W
3 U FEA).

Very sincerely yours,
Cmas. S. Woxg,
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4. A Reply to the Above

- 87 TatwaN Roap,
October 6, 1919,
My prar Mr. Woneg,

Your letter has been received. I fesl very grateful to
you for your kindness in congratulating me, and at the same
time, ¥ feel very unworthy of such praise (3 B i #), as what 1
have aligined to (& Z 57 ) is only elementary. I thank you
very much for your advice, which I will take lo heart (& R
i), As I am well aware (i &) that my knowledge is insuf-
Jicient (R &), I assure yov that I will continue to study, and
will also look for @ chance (¥ #8) to go abroad, in order to (¥ )
get a Western education. Eventually, I hope my aim may
be realized, as “Where there is @ will, there isa way” (B X &
#&). With this proverb, I encourage myself.

- Hoping that you will write to me often, so that we may
always keep in louch (¥ i # &) with each other, I remain,
Yours very sincerely, '
Sux Yor Howg.

5. Congraiulating a Friend on Passing Successfully a
School Examination

CANTON, Jan. 20, 1919.

Dear Ling,

1 was greatly pleased to hear through your brother (¥ 4
5, 3%) that youn have passed through the prescribed course of
study (TR 22X in St. Joiw's College (E ¥ 8 X B, St.
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&0 Saint 2§ %) and have graduated with honors (%% ).
Knowing how deeply your parents and relatives have been
interested in your success (B it B 2 X 3 & KK ¥ B # fn), ibis
particularly gratifying fo kave you reward them (% % % %) by
the achievement of such rapid progress (¥ % & ¥ 2 % ).
Accept my best wishes for your future success.
Your sincere friend,
B. D. Cawane.

6. Upon the Birth of a Child (To the Father of the Infant)

SmaxemAI, May 3, 1919.
My DEAR ARTHUR,

Let me heartily congratulate you upon the “auspicious
event” (% ¥) which happened yesterday. So it’s a boy!
Well, may he grow up to be a blessing and a help to his
mother and yourself. We hope he and his dear mamma are
getting on splendidly (1% B). Let us know how they progress.
T daresay they can spare you sometime for an evening now,
so come across and dine with us and have a chat, Assoon
as permitted, Mrs. . . . will call and see your wife and baby;
but don’t wait for that to come here. Butb wishes and good
luck to the lad, says

Yours very truly,
JAMES PENFIELD.
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7. Another (Familiar)

Seawemai, Feb. 18, 1919,

My peAR Jack,

1 have just seen in the papers the announcement (B %
of the birth of your son and heir, and I am impelled fo
express immediately my delight at this fresh happiness of
yours. I shall hope to hear that all is going well (& % IE F)
with mother and child, and that there never was a finer or
more satisfactory baby. In all earnestness, old fellow, I
congratulate you heartily on the birth of a boy who I hope
will survive fo carry on your name (¥ 1% E A) and in whom
you will live (3 % % ) after you Rave made your exit from
the world (8 ). Tt is a splendid thing for & man to be able
to feel that he has perpetuated (% %) himself, and o look
forward not to a solitary old age, but to a cheerful evening of
life (P& 4% 8 Wi 47) brightened by the presence of sons and
daughters who love and honor him. It was a shrewd knowl-
edge of hnman nature that made the Psalmist say, “Happy
is the man that hath his quiver full of them.” May that
happiness at any rate be yours.

Wilt heartiest congratulations to your wife as well, I
am,

Yours, as ever,

GrorGE FIELDING.
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8. To a Lady, Condoling with Her in Her Bereavement

Mayrierp Corrace, TWICKENHAM
February 24, 1917.

My pEAREST BERTHA,

What can I say that will in the smallest degree (F %)
express my sorrow and regret? The terrible newsof...’s
death reached us this morning, and we were so shocked thai
we could not at first realize the fact (¥ 55 1t %). Poor dear,
what can I do for you? Is anything possible? How can we
assuage your grief af the loss of () such a husband and
father—such a friend? Any consolotion (% %) 1 could offer
would be vain if you were one of those who sorrow without
hope. But I know that you feel, as we feel, that the parting
is but for a while (¥ ¥¥), and that in a fubure happier state
you will meet dear . . . again.

May I come and see you? Do let me comfort you if I
can. Can . . . do anything? If he camp, let me know.
I am sure my dear busband will assist you in angway (% &
17 %) you may desive. I will not write more at this time;
any intrusion upon your sorrow will be painful. Good-by,
my dearest Berthe, and believe me, with our heartielt
sympathy,

Your affectionate
Mary ARMSTRONG.
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9. Another—Respecting the Death of @ Child or Near Relative

Tar Dery, Norwoop,
February 24, 1917.
My prARr CARRIE,

We are deeply and sincerely sorry for your great loss
(W ¥ 2 #%). How you must be suffering, poor thing! and
how we sympathize with you and Mr. . . . in this terrible trial
(7 o6 o # 2 & %k 45)! Tt seems incredible now; but depend
upon it there is some conselation, some all-ruling reason, for
such a severe blow (— % #Zl 2 47 #2) as this. At a time when
Death isin the house, any writien consolation and sympathy
must scem cold and lifeless (3% %€ 4: $); but believe that we
truly, most deeply, deplore the loss you have sustained, and
pray that God will give you strength to bear the blow (i B & 8
B b /& ) which He in His mercy has seen fit to infliet
upon you. '
* My husband unites with me in kindest condolences and
sympathy, while, I remain, my dear Carrie,

Your affectionate friend,
Avice Grey.

10. To a Gentleman in His Bereavement
Tae GROVE, HIGHFIELD,
Qect. 19, 1917.

My pEAR Mz. PrincE,

My husband has just informed me of the great and
irreparable (B % 75 %) loss which you and all your friends
have sustained, and I cannot refrain from sending you a few
lines to assure you of my true and fullest sympathy for you
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and the dear children, who must be heartbroken. Your dear
wife and I were friends for years, and we lmew her worth,
her {rue kindness of heart, and umnselfishness. Bay God in
merey lemper this blow to your heart (38 ¥ b B B 0 Z T 8)
is my sincere prayer. My husband may perhaps see you;
and if he or I can be of any use (X # % H) to you or to your
children, you have only to call upon us; we will gladly do our
wimost (# 71) to assist you if you need help in anyway.

With very kind regards and good wishes for you all,
believe me,

Yours sincerely,
Eiory Carrow.

11. To a Friend on the Death of @ Mother

TreNTsiN, June 1, 1919.
Dear. . .,

I have just learned on my return from a visit in the
country (5 I8) of the death of your mother. Having suffered
the loss of my mother when I was a child (RTF B & T M
E o pHR), I know how lo sympathize with you in your
afflictions (M B R B 2B W X ¥ R @ B 5 %), thoush,
fortunately for you, your mother lived to guide the footsteps
of her boy till mankeod’s years (B & # & X A) had erowned
his intellect with judgment (¢ & i) and fizxed moral principles
(A ZEH). It can be truly snid that in the training
of her family, in the church, in the social circle, she always
did her duty nobly, and was an ornament to sociely (¥ &k
% %). Ripened in years, and fully prepared for another
state of exisience (il %), she passes on now to enjoy the
reward of a life well spent on earth.
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Restored to maidenhood pﬁme, we cannot doubt that in
the flowery walks (13, &7 R 1 ¥ b % 5 X % #) of spirit
life (% # 4 35), she is the same good woman that we knew
so well here. ’ -

Truly yours,
B. 0. Ix

2. To a Friend on the Death of a Brother
Haxgow, Aug. 10, 1919.

DEar ...,

I have learned with profound regret (¥% Z) of the death
of your brother. I condole sincerely with you on the sad
event, and if ssvmpathy of friends can be any consolation
under the trying circumstances (1 f§ & ¥ #), be assured that
all who knew him share in your sorrow (3 3 3 &) for his loss.
There is, bowever, & higher Source of Consolation than earthly
friendship, and, commending ycu fo that, I remain,

Yours faithfuily,
J. G. NEE.

18. Toa Lady Who Has Lost Her Husband; or, To a
Qentleman Who Has Lost His Wife

Loxpon, July 4, 1919.
My pEaR Mzs. (or Mr.) ForLEs,

You will not, I bope, think me infrusive at such a time
if I address to. you a few lines to assure you of our (my) deep
sympathy and sorrow for your bereavement. Nothing that
one can say in such circumstances can adequately express the
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feelings which all enferiain for you (BY BHE ZRB WA A
£ E W A Z &), but it will be soms little consolation for you
to remember even in your deep grief that your . . . was held
in such high esteem by wus all (5 & ¥ 2 18 57 $k &%), and that
we sincerely mourn the loss of a friend and neighbor who
had endeared himself (herself) to everyone.

You will, T trust, pardon my suggestion that if I can in
anyway be of assistance to you in your trouble you may
command me. Trusting that time will heal the terrible
wound you have sustained. I am, with true sympathy,

Yours sincerely,
ApTHUR FRITTERS.

14. To a Lady or Gentleman Who Has Lost a Father

New Yore, March 5, 1919.
My pEAR MRS. BLUNDRLL,

We were greatly shocked this morning at seeing the
armouncement of your father’s death in the paper. We fad
no idea (¥ X&) that his atfack (%), of which we heard, was
likely to terminate so sadly, and we feel most deeply for you
and yours in these melancholy circumsiances (8l & Z ¥ ).
Pray accept expression of our heartfelt sympathy and regret
for your loss, and be assured that these are no mere formal
words of sorrow. Your father had so many friends, and had
so endeared himself to us that we feel we too have lost a

friend (or a dear acquaintance).
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My brothers and sisters mourn with youn, and pray that
your natural grief may as soon as possible be lightened to
‘you. Believe me, dear Mrs. Blundell, with our united kind
regards, )

Yours very truly,
FrEpERICK PALGROVE.

15. To a Lady Who Has Lost Her Husband (Official)

N=ew Yorg, May 13, 1919.
Drar Manam, '

It is with deep regret that I undertake the sad duty, on
behalf of my commitiee (% T ¥ % H), of expressing the
universal regret with which we bave learned the fact of
Mr. ...’ death. I am desired—and indeed myself feel
compelled—fo express to you the general sorrow of your late
husband’s colleagues and their sincere sympathy with you
and your family. TFew men had a larger circle of true
friends (B¢ % & # Z &) than had your hushand, and we can
only estimate your loss by our owr® which is really great
and irreparable.

Be assured, dear madam, that my colleagues and myself
are- only foo willing to do anything in our power io lighfen
your present heavy burden (B I A H ¥ Z & XIE H); and
we hope that if necessary and desirable you will apply to us
at any time when we can be of use.

" With every kind wish for yourself and family, believe me,
"dear madam,
’ Yours faithfully,

Jony Howarp,

(Chairman).
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G. MisceEunaneous LerTeErs axp Brigr Notrs

1. From a Young Lady Who Has Recenily Become Possessed
of a Fortune, to One Not So Fortunate

Barrvmena, IrRELAND, Jan. 4.
My pear Lizzy,

You will probably be surprised to hear that since I last
had the pleasure of seeing you, I have, by the death of a
distant relative (3 #), unexpectedly come into possession of
considerable property. The will provides a handsome income
for me until I am of age (W% %), and I am then to have the
uncontrolled management of my forfune (B ).

Knovwing that since the death of your dear parents your
own lot in life (31 3% & %) is no longer (5 #) the happy one
as it was, I hasten to propose to you to become a skharer
(% Z %) in that good fortune which has been snaiched from
you and lavished upon myself.

You need have no scruples of false delicacy in accepting
this offer, for I am already greatly in your debt, for many
favors and kindnesses received from you and yours during the
period (% 4U) of girlhood. I therefore trust you will not
thwaert (§8) me in my desire to be, not generous, but just. -

I should like to see you at once over here; and as the
journey is expensive, and the wish is mine, you must do me
the favor io apply the tnclosed to (AF B L 3k % JH ) the
extgencies of the trip (I 17 b Z & %),

When we see one another (£ #l) we can talk matters
over; trusting you will not lose a moment in acceding to my
desire. Believe me, my dear Lizzy,

Your ever affectionate friend,
Enmea,
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2. Answer to the Foregoing

16 Herbert Street, LONDOR.
" January 6.
My pEAR EMma,

Many thanks for your noble and generous letter just
received; your conduct is no less than I expected of you, and
for once Fortune has been reasonable in the selection of a
recipient of her favors.

‘While proffering (R #) you my warmest expressions of
gratitude for your affectionate kindness, I must, at the same
time, protest against the idea of becoming a pensioner of
your bounty. I am blessed with good health, have received
8 liberal education and ought to be able to earn a decent
Livelihood (& % B Z £ 1),

I will, however, most gladly pay you a visit, and as there
are some relatives of mine residing in your neighborhood, it
is possible that my journey will lead to definite advantage.
The inclosure you must allow me io regard as {if 1) a Joan.

I shall start from here in four or five days, and will leb
you know, the day previously, exactly when I am coming.
Meanwhile, believe me, my dear Emma,

Your affectionate friend,
Lazzy.

8. Before Leaving Town

CroyLAaNDS, BRIXTOX
y * Qct. 21, 1919,
My pEAR ATICK,
I have this year been denied the pleasure of anticipa-
ton . . . (F M Z¥) the most delightful of all pleasures in
my opinion. John had quite made up his mind ($¢ &) that
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it was impossible to leave business, and I, like & dutiful wife,
agreed with him that it was impossible. Fancy, then, my
surprise when he walked in Iust night and coolly told me o
pack up (% 25) and be ready lo siari for (Bd 8 =) Portend
(# 4) to-morrow. I could almost have cried with vexation;
I had planned nothing; weeks had rolled past and not a single
castle (X1 #) had I built, and, of course, the packing and the
bustle have not left me a moment to dream of the delights
of Portend. T am writing this during one of the lulls (K. 7 &
¥2 Z B¥) of preparation, as I wouldnt for the world leave
town without saying good-by, wearied though I am. We
shall stay a month, John says, but really there is no certainty
when one’s husband is in business, more especially since the
introduction of telegraph wires into every civilized nook and
corner of the world. I think the telegraphists, or whoever
are the responsible people, might have regarded the Highlands
as sacred, and allowed visitors fo recruit quietly for a few
weeks without being liable at any moment to be forn from
the sweet heather and plunged twenty-four hours after in the
smoke of the mefropolis (3 #). But I mustn’t complain,
nor must I write another line, for the din has begun again,
and T am wanted. - Good-by, give my love to everybody at
home, and believe me,
: Ever yours sincerely,
Ersie STIRLING.

4. Letter on Arrival

Trr Noox, PorTexp, N. B,
Oect. 27, 1919,
My DEAB AL_ICE,

We arrived at our destinaiton (B &) #) yesterday, and
found our old nest ready for us, I was very thankful, for
the people are the dearest old couple in the world, and the
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cottage, or “hut,” as John calls it, besides being a model of
cleanliness, is at the foof of @ great mountain (X M Z #) clothed
in deep, thick heather fipped with (2 #i £ %) rich purple
bloom. Before I awoke I dreamed we were still in town
with the word “impossible” ringing in my ear. Nor could I
quite believe we were in the north until I drew up the blind
(5 % &) and saw the bloom and the monster hill towering
high toward the sky before me. John had been out Aours
before (% 4 #% iz #1), bathing and watching the fishermen
delivering their cargoes of herrings caught during the night.
How restless men are when they go anywhere. I felt fatigued
(& Z), and made up my mind fo remain indoors (% 5 M &)
for the day, but he had rembled over half the place before
breakfast. He has assumed the air of a mountaineer, and
poohpoohs (B% BJ everything I say. I wish you were with us,
and sitting beside me at the parlor window. It looks out on
a lazy blue loch (&€ # W 35, 1€ <" £2) several miles wide, at
least, it seems so, for the sheep on the hill opposite look
exactly like moving white pebbles.

I was myseif too lazy to do anything this morning
in the way of unpacking. It spoils one’s pleasure to be
regular in one’s habits here, or to plan, or hurry, or perch
one’s self, as John does, on peaks and old ruins for the sake
of (& ... % 8)the view. I can see him from here smoking
on an ancient wall, which was part of a sironghold (B %)
belonging to a royal Celt (% B % £ #), whose name I never
can recolleet  Now John, T know, is not thinking of the Celt
‘or his bones, or even of the wall he is sitting upon., His
thoughts are in Fenchurch Street or in the Exchange, or
somewhere near Cornhill. Wait until to-morrow when he
misses “The Times” (% V& +%). He will then drive me to
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Portend for the sake of ordering his favorite newspaper, and
I shall then have an opportunity of telling you something
about that time-honored burgh (H & & i % & Z 3 &).
Now, good-by, and believe me,
Your sincere friend,
EvLsie Stermag.

&. Describing a Visit

TraE Noox, Porrenp, N. B. (North British Z %),
Oct. 29, 1919.
My DEAR AvLicE,

As T anticipated in my last letter, John soon became
snconsolable (F: ¥ ¥t 57) for the want (8t Z) of his beloved
“Times.” The ruins, the loéh, and the lovely scenery around
us were no longer (R ) attractive. The craving for news was
triumphant, and the result was, we drove to Portend. 1 like
shopping there; not that I am ever in absoluie need (& %) of
any of my purchases, but the difference between the shopmen
there and the same class (B shopmen) in London is 80 marked
(& A) that I never lose an opportunity of paying them a
visit. They are neither fussy nor absurd (% E ®iJF & & )
in serving (¥ %) their customers, and whether you are a
stranger or not, a lady or a gentleman, the bargaining goes
on (® & Z #&17) under a running comment on the herring
fishing and the turnip fields in the neighborhood. Axnd then
you see the beauties of the Kighlands (% 3% # W & & & ),
some of whom are indeed very pretty girls, but they are
strong, I fancy, both in mind and body, and filled with
fine old Highland pride, without, adds John, in the true
spirit of the South, “a sixpence to bless themselves,”
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1 think Portend is the quainfest (B & % #) old place in
these islands; the houses, judging from the size of the door-
ways, secem t0 be sinking into the earth through sheer age.
There are “barns” supposed to be haunted (¥ 2l) by witches;
particular wells out of which some ancient kings drank; huge
stones said to have been pitched by o race of gianis (E A &)
in some game of the period in which they lived; and nearly
every big house has a legend attached fo it. The great man
of the place is the Provost, before whom fall, metaphorically,
all the natives below the rank of Baillie (%1 2 ¥ & B U F),
when he thinks proper to walk abroad. The ministers, too,
are regarded as standing on some lofty pinnacle (43R 1E),
frowning ($: % %2 ) on evil doers, and commending, the
honest butchiers-and bakers for their sweet bread and whole-
some mutton. And there is @ great deal of (# %) downright
honesty in these parts. If the tea is bad and bifter the
grocer is not aware that any better kind exists; but, with
regard to (£ R) the articles praduced on the spot, such as
butter, cheese, and bread, you may rely upon it they are
genuine.

I was not allowed to remain long in the burgh. John
having arranged for his paper, wondered what on earth I
could see in the place to wish to stop in it, so we drove home
(& % 3% %), by a narrow road skirting the loch (¥ ), which
had suddenly awoke from its slumbers and was covered with
myriads of ripples (8 ¥ Z # #). Wo enjoyed our drive
immensely.

I will write again soon, but must close now. Good-by,
my dear Alice, and believe me,

Ever yours sincerely,
Erste STirLNG.



SELECTED ENGLISH LETTERS 143

6. Returning Home

Taw Noox, Porrexp, N. B.,

Nov. 3, 1919.
My pEAR Aricw,

Our holiday having almost come to an end, we leave here
on Tuesday. We were just beginning to feel thoroughly at
ease as the month began to draw to a close, and I knew too
well there was but a poor chance (B % # &) of our remaining
beyond that time. I did venture to say how nice it would
be if we could remain a week or two longer. “Impossible, my
dear,” said John, so snappishly that I said nothing more. I
thought men did not know the meaning of “impossible.” I
feel quite sad at the prospect of leaving. I have made a host
of kind friends who have begged me to stop all through
the season (3 ¥ —F Z %), but duty, you know, calls.
John’s unusual snappishness convinces me that he also
would like to stay, but how can he, when his partner is ready
to begin his holiday in Wales (3 £)?

The last few days have been spent in visiting (%5 % R 8§ X
Z ), and really if I had been a blood relafion (i £ 3 ) on
the eve of departure for the Antipodes, greater kindness
could not have been shown me, and I'm sure I have dons
nothing to deserve it. But it is natural for these simple
Highlanders to be hospitable (% R ¥ %). They entertain a
stranger as a point of duty, and not with the view of (B #)
amy return, Of course, I don’t refer to the hotel-keepers;
they are lowlanders, on money-making bent (# # 4% & & Z 7).

Good-by, my dear Alice, and helieve me,

Ever yours sincerely,
Evsre STiRLING,



144 SELECTED ENGLISH LETTERS

7. On the Way Home

QUEEN’'s HoTkL, GLASGOW,

" Nov. 5, 1919.
MY pEAR AvICE,

‘We had such a rough passage from Portend that I feel
quite unable to travel farther to-day. We shall stay, there-
fore, here to-night and leave by the mail train for town
to-morrow. I don’t remember having suffered so much in
my life as I did on board the Highland steamer. When we
left, the prophets (EH § %) assured us that although the
weather was a “bit breezy” (%% B. # 8), the passage would be
pleasant enough, What can be their notion (% #) of bad
weather, I wonder! No sooner had we crossed the bar
than the vessel-began to pitch and roll, and as the wind
rose, the dreadful motion increased so much that I was
glad to get below, and allow myself to be “stowed away” in
a corner of the cabin. Of course, I soon became sick and
helpless, and poor John was little better. To make matters
worse, he, through a mistaken sense of duty, almost smothered

- (2 &) me beneath rugs and blankets, while I grew se
feeble as to be unable to utter a word in the shape of
protest. What became of him I don’t know, and he is
unable to recollect himself, until the steamer got round the
Mull ($5 55 B W), when the sea grew less tempestuous (B ¥
#i 8). I saw his white face bending over me afterwards, and
he looked so utterly wretched that, sick though I was, I
jmplored him to lie down and lake carz of (W %) himself.
- Hour after hour this misery continued, even after we got
into smooth water (4 M. ¥ Z # T .E), so thoroughly upset were
we during the gale. Even now, the chair on which I am
sitting seems to rock io and fro (A1 ¥ % 1), and now and then
(% %) I have to stop, and assure myself that I am not really
at ses., :
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Bverybody here says that a good dose of sea-sickness is
beneficial. It may be, but I think it is possible to be
benefited without having to pass through such an ordeal
(BEE28E%5). I hope so, at least, for if ever I require a
benefit I shall not lock for it at sea. How can people sing
«] love the sea,” when it makes one so miserable? I think
their point of view (B 3&) must be Brighton pier. BubtI must
stop and rest, so as to be in “trim” (8 M%) for the
journey to-morrow. Give my love to all at home, my dear
Alice,

Ever yours sincerely,
Ersie STIRLING.

8. At Home

CroyYLANDS, BrIXTON,
Nov. 14, 1919.
MY DEAR ALICE,

I feel ashamed of the letter I sent you from Glasgow
(# 4). You will regard me as a miserable being (3 & A) for
making so much of a few hours’ tossing in a Highland
steamer. I ought to be a better sailor, I know; when I goto
gea again I shall try. John has quite recovered his spirits
and his looks, and has the audacity (IZ Bi) to tell me that he
was on deck during the gale (k B)—a “stiff breeze™ (8 38 2 #
B) he calls it, but I am certain it was a gale, or a hurricane
(B @), or something of the kind. I heard someone moaning
near me in the cabin, and I am certain it was John, but he
stoutly denies it (%2 & % 22),

I think the passage, rough though it was, has done me a
grest deal of good (& & R %), I feel better and brigker (& &)
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and stronger than I felt even when at Portend. What a
delightful place that is! We shall go there again next year,
and you must come with us and get thoroughly upset at the
Mull. I found the house in very good order (76 & % %) on
arriving, so that I have not much to do beyond seeing the
people who are calling, now that they know we are at home.
Some of them have been farther away, but, on comparing
notes, I find there are few who have enjoyed themselves so
much as we have done. The Contineni (8 #il X i) is expensive,
and the traveling is fatiguing (£ %), so that, taking everything
into account, I prefer the Highlands. You must come up to
town soon, and hear all T have to say, before my memory fails
(& ‘’EE L #). Good-by, my dear Alice,
Ever yours sincerely,
Ersre Strevine.

9. Making Ihquirz’es Concerning a School (Boys® or Girls’)

16 Horer Roap, S. W.,
: June 12, 1917.
Dear Mzrs. AproN,

Will you kindly give me your frank opinion respecting
Mr. (or Mrs.) . .. School? Qur libtle lad (or girl) must go to
some such establishment (B ¥Y) next term (T 2 M), and as
your nephews (or nieces) are, I think, at Mr. . . . ’s {or girls at
Mrs. . . .’s) you can no doubt recommend his (her) school.
‘We do not propose to send Willie (Laura) to @ very expensive
school (% Fl & & Z 1), but I think Mr.... willsoit. I
your reply be favorable, as far as your experience goes (8 & &
¥z 5 %), T can then wrile for a prospectus (B % & &) of
the school, but I would rather have your opinion first.
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Pray excuse my troubling you about this, but I am
sure you will not mind my asking. Ihope Mr....and all
your children are quite weli. With kind regards.

Yours sincerely,
Mary Dry.

10. To a Gentleman Guing Abroad

Loura Roap, CAMBRIDGR.
My prar Davip,

You will get this, I hope, before the steamer leaves for
(B3 #&) Southampton (#i4), and perhaps it will comfort you
to know that there is one here praying fervently (¥ i 5 B)
for your safety on the voyage out (% 3£ 4t B¥), and during your
stay abroad (% # ). I wish I could say farewell again,
as it was said when we parted, but as that cannot be, I must
content myself by writing ib. I feel assured that you are
sad enough, without being made still more so by any words
of mine, and I would fain write cheerfully to make, if
possible, the moment of departure (8 3} Z 8§} less painful.
But when the heart is low (& 3%), as mine is, the words will
ring mournfully (2% #). Yet I could not let you leave
us for so long a voyage without a line of comfort (— 17 B # Z
%), or without telling you how much you are missed already,
and how anxiously I shall count the months and the years
until you are on your way home. Ah, me! what a time of
watching and waiting! But you will write offen, very often,
as you promised, and thus make the waiting less sorrowful.

And now, my dear David, good-by, and that God may
bless and prosper you in your exile is the prayer of

Your ever affectionate
Axice.
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11. A Leiter of Apology

May 1, 1915.
Dzar Mr. Sox, )

Since our last disagreement (% #) several months ago,
our friendship has been rather strained (¥ i #:). The
anguish (3% %) and remorse (¥ §#) occasioned by offending
you are getting foo acute for me fo refrain (R #FE &) from
writing to ask for your forgiveness. As you remember, the
couse (£ H) of our disagreement wag small. It was chiefly
due to (B B) our hot temper (% 1%). Every young man is apt -
to lose his temper, even though he should not. While we
were both at fault, my fault was greater because I was the
first to hecome angry. '

I now bheg to offer you my apology (# 2B) in the hope
that our friendship may be renewed. I can assure you that
T shall do my best never again to lose conirol of myself (3% 1 8
WE L, RS RN

Trusting that throogh the kindness of your heart you
will forgive me,

Yours very sincerely,
Woo Hoxg Smve.

18. Answer to the Above

May 1, 1915.
Drar Mr. Woo,

I am very glad indeed to have received your kind letter
of reconciliation (& i M i8). With respect o (B§ ) our
contention (% k), the point (& B M) is really very slight. Ii
has given me great uneasiness to stay all day long in the
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same classroom with you and o treat (% #8) you as a stranger.
I have often thought of writing fo ask for your pardon K &
K #), bubt regret that you wrote first. As the fault is
certainly on my side, I cannot refrain from blaming myself
for carelessly offending you. Since you are now so kind as fo
Jorgive my foult (EHFHE R E), I am only too willing to
accept your reconciliation. From now on (B 4 B %) lebus
forget fhe past (£ #) and be very faithful to each other as
long as we live. With best wishes,

Ever sincerely your friend,
York H. Suxw.

18. Leiter to a Stranger, Talking About Various Things

Osxranp, Cauir., Feb. 22, 1918.
Drar FRIEND Acposs THE PaciFic:

1 do not know your name yet, so I must address you in
this way. You are wondering who I am, so I will introduce
myself at once. My name is Harold Wright. I am an
American high school boy and would like to kave (8 8%; 3 15)
as my friend a boy in China of about my own age. That is
the reason I am writing o you. )

My father has a position with an importing firm.
Yesterday afternoon I called at (3% L) father’s office to come
home with him. He infroduced me to a Chinese merchant,
Mr. Wang, who is now traveling in America. While father
was talking to another gentleman, I kad a nice chai (% 3%)
with Mr. Wang. He told me many interesting things about
China, but what I heard made me w sh to know more (ERE
3 # 5 41). So when he told me that he had a son in school,
I made up my mind (¥ &) I would write to you, and ask him
to send you the letter.
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I intend to be a wide-awake business man when I grow
up, s0 I am beginning now to find out ail T can about other
countries. Father says the world is growing smaller (1 5 H R
b, BREEKEE S 28 all the timeo, because of
modern means of communication (3 ¥ % H Z K 4), and that
we should become well acquainted with (¥ 3%) and learn to
understand our peighbors. Father says the opening of the
Panama Canal (B & & X ) is one thing that will help as to
do this.

T wish you could spend a day with me at the Exposition.
It is held in honor of (3 £&) the opening of the Panama Canal,
you know, and there is so munch to see that one hardly knows
what to look at first. The grounds are very pretty, with
flowers and greén lawns, and the buildings are very Iarge.
The domes of the big buildings are tinted in light, pretty
colors, so that people’s eyes will not grow so tired when they
are sight-seeing as they would if the buildings were all white.
When the sun shines brightly on many large white buildings,
. it almost blinds one. We like to say that California is the

“land of sunshine and roses,” for we have & very mild climate:
with sunny days almost all the year round (B 48).
Y have seen several aérial meels (ZE R & &, WA M RIE
2 %) on the Exposition grounds. There were many kinds of
flying machines laking port (X €), and the aviators do won
derful things. The newspapers call the aviators “birdmen,”
and some of their machines are so pretty and graceful that
' ‘they look very much lika huge birds when they are high up
in the air. Do you enjoy secing (¥ R; % &) airships? If
you would like to hear about the Exposition, I will tell you
mare in my next letter. ‘
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To-day is Washington’s birthday, so I have a holiday.
Of course, you know who Washington was, because you now
live in a Republic too. X think it is just fine that you do.
This afternoon we are going to have a baseball match
between the Sophomores (£ Bl X B £ = 4 # 4) and the
Freshmen (% B & 8 3% — 4 #& #2) in my school. I am “pifcher”
(#t &) for the Freshmen, so I must get ready for the game
soon. I wouldnt miss a baseball game for anything., I
think it is about the best sport there is, don’t you?

Please tell me something aboub yourself and your school.
Do you live in, or have you seen a walled city? A walled
city always sounds like a storybook to me, and I Iike to
imagine what one would be like. I don’t know whether it
would be pleasant or not to live inside one. My home city
is across the bay from Sun Francisco (% & ). Shall T tell
you something abouf my home and the city where I live, in
my next letter, or shall I tell yon about something else in
America?

Sincerely your friend,
Harorp WriGHT.

14, Answer

Sz. Jorx’s UNIVERSITY,
Shanghai, China,
March 20,-1915.
Mz. Harorp WrIGHT,
Oakland, Calif.,
U.S. A

My pEAR FRIEND:

Your welcome letter of Feb. 22nd is received. I cannot
tell you how glad I am to have a friend across the Pacific.
1 shall look forward to (1% B3) the coming of your letters with
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keen interest (SR A Z B uk BB Zb). Iam glad that you
have met my father. He has told me in his letters many
interesting things about your country, but, of course, he is
too busy to write of things that a boy would like to know.
The coming of your letters will make more real my work in
geography and history. Then, too, letter writing will give
me good practice in English composition, only I wish I could
write better English. But I am sure you will overlook my
mistakes, as English is not my native language. What is
more, I hope to come to America to study some of these days.
8o anything that you tell me about your great conntry will
interest me. '

I suppose it is my turr (8 & 2 Z ¥¥) to ell you something
about myself. Well, I am a student in the Preparatory De-
partment, of Sk Jokn's University (% 8 KX #), which is
situated a short distance to the west of Shanghai. We have
about 400 students. We bhave a pretty campus, with big
lawns and beautiful frees. We have a number of foreign
teachers, most of whom are Americans, and we also have some
Chinese teachers who studied in America, so I dare believe
(i %) that my school is not much different from yours. Bub
I have to study Chinese, and that is something you don’t
have to do.

You ask me if I live in a walled city. My house at one
time was within the native city of Shanghai. It was a walled
city then, but the wall was pulled down & couple of years
(% #) ago. Our people are now building a tram—I am told
.you call it street car in America—lining along the spaces
where the wall stood. Our native eity is not large and our
wall was not high and strong like those of Nanking and
Peiping. You may not know that Shanghai is made up of
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the native city, the settlements under foreign conirol (¥ & Z
# B > 4 A), and distriets to the north and south of them
under the control of Chinese. My home is now in the northern
district outside of the Infernational Seitlement (4 3% F¢).
H you could see one of our walled cities, you will find that
life within it is really (RF BHEXFE X, EH M M likea
storybook i &, 885k & & #2). I hope that you will be able
to see the walls of Nanking or Peiping some day.

Yes, I know who Washington was, I remember one of the
first stories I read in English was about Washington and his
hatchet, and I have not forgotten the lesson it taught me yet.
Do you Imow that our President takes Washington as his model
O EEES & )

So you are the pitcher of your baseball team! How nice
it must be to fill such an important position! I am not so
keen on baseball as you. T like to see the game when it is
well played. I have tried to play the game a few fimes, but
somehow I could never find the ball with the stick. I dare
say you can show me a trick or two. I like football better,
and I play in the second team of the College. Our College
nearly always gets away with the prizes in athletics, but this
year Nanyang University beat us in football 4 to 1. A true
sportsman feels happy whether he wins or loses, does he not?
‘We shall have our Second Far Eastern Championship Athletic
Games (% = %k % % 3E Bl X &) here in May. Ishall try to tell
you of them by and by. I understand that you will have all
sorts of athletic contests and sporte at the Panama Exposition
(2 & % % &). Please tell me some of the doings along thés
line (B B ou 38 ¥ &),

How I envy you for living so close to San Francisco
during 1915! T shall be glad indeed if you will kindly tell
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me more about the Exposition. Do tell me what you think
of the Chinese exhibit after you have visited it.

You ask me if I enjoy seeing airships. Ido; but T am
not so fortunate as you in having a chance to see them often.
I only saw one about four years ago. Shortly afterwards
the machine came down with a crash and the “birdman”
was killed »ight in viewof (EA .. . B Z 0 EERAZH)
thousands of people at the Races. I see by the papers that
flying machines are doing wonderful things in the Buropean
War. With kind regards,

Yours sincerely,
Wane FRI-TING.

15. Brief Notes. (9 Specimens.)

a. [Regquesting the Recipient to Come
' {Place and Date.)
My DEAR Bm,
T shall feel obliged if you will favor me with a call at
your earliest convenience. I remain, my dear sir,
Yours faithfully,

WarreER SPARROW.
{Name and Address.)

b. Informing the Writer's Oali

(Place and Date.)
Dzraz Bi&,

I beg you will have the kindness to inform me at what
time I may call to consult you respecting a letter from London
which I received yesterday.

Yours very truly,
THOoMAS AQUINAS.
(Name and Address.)
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¢. Answer to the Above

(Place and Date.)
My DEAR SIR,

1 shall be happy to see you to-morrow at any hour which
may be most convenient to you.
Yours faithfully,
HeNry Barrow.
{Name and Address.)

d. Imwwvitation to Come to Discuss Some Business Matier

Mr. Henry Glen will be glad if Mr. Edwards will call upon
him this afterncon at 3 o’clock to discuss some important
business.

21 Russell Street,

{Date in full . . .)

e. Answer to the Above

Mr. Edwards respectfully ackmowledges (or hastens to
aclmowledge) Mr. Henry Glen’s note, and will wait upon
him as proposed.

25 Bedford Crescent,

(Date in full . . .)

. Taking Something by a Bearer

Mr. Fraser requests Mr. Burton to give the bearer the
dressing case which he purchased this morning.
18 Kennington Street,
(Date in full . . .}
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g. Asking for Books

Mr. Hall would feel obliged by Mr. Fraser’s sending him
on Friday the books mentioned in the-inclosed list.
Caithness House, .
Wednesday.

h, Asking for the Return of Book

Mr. Smith begs Mr. Granston will be so good as to send
back the volume of Scott which he lent him.
10 Somerville Street, ‘
Saturday.

i. Answer with Book Refurned

Mr. Granston herewith returns Mr. Smith’s book with
many thanks. He has read it with much pleasure.
Marchmont Cottage,
Saturday.

CEAPTER I
SPECIMENS OF BUSINESS LETTERS
‘A. LzTTERS OF APPLICATION, OF DISMISSAL, OF RESIGNATION
AND THER REPLIES
1. Applicaiion for a Posiion as Clerk (Lady)

Sz (or Gentlemen)

With reference fo (F 1) your advertisement in the «7T'els-
graph” (B & 4) this morning I beg fo offer myself (F &) for the
position as clerk (or other capacity, as advertised). I have
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had ten months’ experience in the house of Messrs. . . . , (&
% & 7 W), and they will, I am sure, be so good as fo testify fo
my qualifications (8 93 & 2 ¥ #) for the position I desire.
I am ejghteen years old, punctual and methodical, and can
give you the highest references as to character, ete., if
required. I am receiving twenty shillings a week at present.

Yours faithfully,

Saran Ernus.
40 Eldon Road, 8. W.,

June 10.

2. Application for a Situation as Cashier
GENTLEMEN,

Seeing your advertisement in the “Times,” of this date,
for a cashier, I have the honor to apply for the situation.
My qualifieations will, I trust; be considered satisfactory
when 1 state that I have filled (3¢ &) the position of cashier
for two years in the establishment of Messrs. . . . and . . .,
who are cognizant of my wish to improve my position, and
who will be glad o forward my views (R E & ZH Z). My
departure (% ¥) from them is quite voluniary (B R B ),
and they will, I believe, give me a good character for steadi-
ness and trustworthiness. '

Yours faithfully (or Your obedient servant),

Mary JECERS.
22 Elder Villas, N. W,

July 9.

8. Another Application (General Form)
Dear Strs,

My friend Mr. . . . has kindly informed me that you are
looking out for (i) a clerk [(or amanuensis (%% %) or
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secretary (B %), or typewriter (T £ A), as the case may be
(% % 4% % BT %)), and has suggested that I should apply to
you for the appointment. I am well accustomed fo business
(§% & ¥ ), can write shorthand (3 3£ #) (here mention quali-
fications), and am not afraid of hard work., Mr. . . . made
no reference to salary, but no doubt we can easily come fo
terms (% &) if you think it worth your while (R B F MR B #
%) to grant me an interview and will make an appointment
for that purpose.
Yours truly,
R. Jacoss.
14 Paris Road, 8. E.,
July 17.

4. Application for Employment as Bookkeeper

23 Brrrox Roap, S. B,
Nov. 1, 1917.

Sz,

In answer to your advertisement for & “young lady #o
keep the books (3R fE) at a family hotel,” I beg to introduce
myself to your notice as a person fully qualified to perform
the duties of bookkeeper satisfactorily. I have been ac-
customed fo (B i) keep the books of a larger establishment
in the country, and attend both to the local and to the general
correspondence of the hotel. I left recently on account of
(E1 B) « change in the management (¥ & 5 A), by which new
employees were introduced, but I can confidently refer fo
(3% & ) the present manager as well as (&) to the former
(% #% 2 A), should you entertain this application. My age
is nineteen.
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Inclosing the names of the gentlemen to whom I have
referred, I am, sir,
Your obedient servant,
Marcarrr Kiva.
To the Advertiser, B. L.,
10 Rose Street, E. C.

&. Application for Bmployment as Workmistress
Crixr CorTAGE, CHEDDAR,
March 21, 1917.
S1x,

I beg to become a candidate (¥ ¥ A) for the position of
workmistress now vacant in the Somerset County Lunatic
Asylum, and with that view I inclose copies of testimonials,
the originals of which I-hope to have the honor of presenting
to you in person when the examination of candidates iakes
place (£47). I am quite prepared to undertake the duties
(B ¥5) named In your advertisement, having had an experience
which extends over (i) a period of three years in dealing with
(% ) female clothing and bedding. I have not hitherto
taught females to read and write, but my own education
having been fair, I could undertake the duty reguired confi-
dently. The salary and the separate remuneration (¥1%)
are perfectly satisfactory, My age is twenty-four. I have
been married, but now I am a widow (¥ #) with no family.
I have the honor to be, sir.

Your obedient servant,
Saran PURVES,
To the secretary,
(Address)
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6. Application for Employment as a General Servani

Sea View, TorQuay,
June 2, 1917.
Mapam,

Being informed that you require the services of a general
servant, I beg most respectfully to apply for the situation. I
have lived in (3% % *) Mrs. Baxter’s family for four years,
and I understand that she will give me a good character if T
am successful in afiraciing your notice (31 B % §&). Sheisnot
wighful that I should leave, but I am desirous of making a
change, by which I may better my position to some slight exfent
(# #®). My age is twenty-nine, and the wages I now receive
are . . . pounds per annum. I am, madam,

Your obedient servant,
Briza PAUMER.

7. Leiter of Inquiry as Regards the Character
of @ General Servant
Sea View, Torquay,
April 2, 1917
Mapam (or Dear Madam),

Mary Gray, your housemaid, knowing that I require a
servant, has written applying for the situation, and refers me
to you (H &R E) for a character. As I want a girl
immediately, I shall be glad to engage (& /) Mary, if you can
speak generally in her favor.

Your obedient servant (or Yours sincerely},
GRACE ABERCROMBIE,
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8. Answer o the Above, Favorably

MEeaTH COTTAGE, BROMLEY,
April 3, 1917.
Mapaw (or Dear Madam),

I hasten to answer your note of yesterday about Mary
Gray. She has been with me for four years, and is both
industricus and honest. She is strong and used io (1)
hard work, so that I consider her well able to perform the tasks
of a general servant (GE1F F % L& & W % {£). I do not like
parting with (& %) her, but if you are desirous to employ her,
I shall not stand in her way (B ).

Your obedient servant (or Yours sincerely),
BarBara Barpwin.

9. An Unfavorable Answer

Meata CoTTAGE, BROMLEY,
April 4, 1917.
Mapay (or Dear Madam),

My answer to your note as fo (B 1) Mary Gray musé, I
am sorry to have to say it, be unfavorable. I was upon the
point of dismissing her when your note arrived, as I consider
her quite an unjit person (¥ & # & Z A) to be left alone in the
house. She is excessively indolent (i 18 @) and very fond
of a class of company that a girl ought not to see.

Your obedient servant (or Yours sincerely),
BarBarA BALDWIN.
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16. Prom a Young Lady, Applying for o
Sttuation as Typist

Forest Roap, HAMPSTEAD,
Nov. 1, 19117.
Dear Sz,

I beg io offer my services (H ¥) for the vacancy which
you adveriise (& % %) in “The Daily Telegraph” (B # &) of
the 2nd inst. (instant Z &, ¥ “A B” ). 1 am an expert
shorthand-typist, speed 80 cr 90 words a minute (& — 7 #E £
2 ATH T I wos educated by (¥ R) Miss Tuldon, at
the High School, Roman Road, Croydon ({t 4), and if you
will apply io () that lady, she will furnish you with an ex-
eellent reference in regard fo (B B) my abilities. Age 16.

Hoping you will entertain my application, I remain,

Yours respectfully,
MasEL STEREO.

1. From a Lady in Answer to an Advertisement
for a Governess

87 Howarra Hr, S. B,
Sept. 25, 1917.
Mapawm,

. Being qualified to underiake the responsibilities of (& ...
Z R) a governess, 1 beg you will permit me to call upon you
and place myself on the list of applicants (3% ¥i 4 ¥) for the
position which. I believe is vacant in your establishment.
DUntil recently the education of two young ladies of good fam-
ily was entrusted to my care, and I am at liberty to say that
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the most implicit confidence of their parents was placed in me
(i & 8 L) from first to last (2 #%). It will be pardonable if I
add that I retired from my responsibilities leaving the ladies
excellent English scholars, fair linguists (G5 £ @& % §), and
good, if I may not use the word accomplished, musicians.
I am permitted to refer to their parents, who express them-
selves desirous of furthering my aims.

Your obedient servant,
MARGARET GLEN.

{Name and address stated in advertisement.)

12.  Aunswer o the Above, Affirmatively

Rivspare, Dunwics,
Sept. 27, 1917.
Mapam,

I am indebted for younr letter of yesterday, expressing a
wish to see me about the position I have vacant, and if you
can conveniently call here, at, say, eleven (+ — 4 #i) to-morrow
morning, I shall be at home.

Yours obediently,
Sopara NELSON.

18. Another Answer, Affirmatively

RirspaLe, Dunwics,
Sept. 27, 1917.
Mrs. Nelson begs to thank Miss Glen for her letter of
yesterday. Mrs. Nelson will be at home at eleven fo-morrow,
when she will be pleased to see Miss Glen on the subject of her
communication ($1 # % 8 18 £ £ B).
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1% A Boy's Application for Employment

Higu StreeT, CaMpEN Towy,
Yebruary 27, 1917.
Si=,

T beg leave to apply for the vacant situation in your
office. Having only recently left school, I have had no
actual experience (¥ 8 #83K) of an office boy’s duties, but
being able to caleculate accurately and write neatly and
distinctly, I probably could make myself useful in a very
short time. T have been taught at home to pay the most
respectful attention to my elders and punctually perform my
tasks (BT M Z W %), and when sent with messages,( or
letters to the city, go and return without losing time (9% &) on
the way)

My father, who is a respectable fradesman in Camden

ragesman
Town (3 &), will be glad to wait upon you and deseribe my
character and gualifications (& #%), should you think this
application worthy of notice. My age is fifteen.

Your obedient servant,

Francis WaLyoN,
To the Advertiser, M. K.,

‘14 Fleet Street, E. C.

15. A Junior Clerk’s Application for Employment

Jomxn StrEET, HigHEGATE,
May 18, 1917.
Sim,
In reply to your advertisement for a junior clerk (R % %
#8), which appeared in “The Daily Telegraph” of yesterday,
I beg to apply for the vacancy as a youth anxious to make
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himself useful in a good house of business (W3 aw). I
have already had some experience as a clerk, though not at
the entering desk, yet, being a fair writer and an accurate
calculator (8 B &), I trust I should succeed in giving you
satisfaction. I bave for the last six months been employed
by Mr. Stanhope, tea broker (3% 3 %k Z 3 %), of Mincing
Lane (¥ 4&), who will speak favorably of my abilities and
character, should you take this application into consideration.
The salary which would induce me to leave Mr. Stanhope
would be £30 a year.

Your obedient servant,
Wirriam Lows,
To the Advertiser, W. F., '
10 Market: Street, Manchester.

16. An Efficient Clerk’s Application for Employment

CorrLeeE Row,
Oct. 18, 1917.

Sz,

Allow me to address you on the subject of your advertise-
ment, which appeared (% &) in “The Times™ this morning, for
a clerk practically acquainted with bookkeeping (i§ 3t £) and
accounts generally. I am prepared to give you ample as-
surances of my qualifications for the vacancy, and, if required,
a guaraniee (f% i) for the faithful discharge of amy trust
reposed on me. I have a thorough knowledge (52 2 i 3)
of the system of bookkeeping (7 i #) pursued by large firms,
and have been accusiomed fo (K #4) deal with accounts of
almost all kinds. My experience extends over a period of
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geven years, and my employers during these years have been
gentlemen of considerable responsibility. My age is twenty-
three, and the salary I skould look for (5 % &) would be
£120 a year.
Your obedient servant,
ErNEST JOHNSON.
To the Advertiger, J. D.,
The Temple, Liverpool.

17. To a Lady, Refusing Asststance

Foster LaNE, LONDON,
Nov. 18, 1917.
Desr Miss . . . {or Dear Madam),

1 beg to ackatowledge the receipt of your letter of yester-
day’s date, and in reply to express my regret that it is out of
my power (k8 & BT ) to render you the assistance you seek.
The claims of my own-relatives and friends are paramount
(8 ), yet were I aware of any such appointment or occupa-
tion as you desire, now vacant, and you had leslimonials
-(% #®) as to fitness for it, I would mention it to you. Un-
fortunately I can do nothing more.

Yours faithfully,
ErxEsT LOCKYER.

18. Another

FosteER Lang, Loxpox,
Mr. Lockyer presents his compliments to Miss . . . and
regrets that he is unable to assist her in the ailainment (3 )
of her wishes for employment,.
February 22, 1018,
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19. Reguesting a Reference on Appoiniment

4 NeavEr Roap, N.,
May 1, 1918.
Dear Mr. Joxzs,

I venture to write and ask if you have any objection (X %)
to be my reference (& Z 3 A) as to character, ete.? T have
the chance of an appointment in Messrs. . . . as cashier,
and have taken the liberty (B BE) to mention your name as a
reference to the firm. So, if they write perhaps you will not
mind saying anything you can in my favor (1% 8 ®), as you
have known me a good many (#) years now. Thanking you
very much in anticipation (¥ %) of your kindness, I remain,
dear Mr. Jones,

Truly and faithfully yonrs,
K. MayER.

20. From o Lady Writing to Another About
a Nursery Governess

RocrmovnT, WELLINGTON,
Oct. 25, 1017.
My pEar Mrs. CoLrIxs,

You know so many nice young people, girls who are not
called accomplished (% o1 #& % 3 &), but who have had a fair
English education, and are intelligent, amiable, and neat, that
I wish you would ask one of them to come to us, and fake
charge of (& ¥) my two little girls. Since Miss Marley left,
they have been learning only a few simple lessons, and are
growing wp (4 £} like wild things, so difficult it is for me to
be in the nursery during the day. You know much better
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than I can explain the kind of girl I want and the salary
T ought fo pay, so if you can think of somebedy, and induce
her to call upon me as well, you will be doing me & particular
service (¥ B Z 3¢ 8).
Yours sincerely,
MaRrY HALLIBURTON.

21. Answer, dffirmatively

TaE PARADE, SOUTHSEA,
Oct. 24, 1917.
My pEar Mrs. HALLIBURTOR,
I have asked Miss Slater to call upon you to-morrow, as
I think she is exactly the kind of person fo lake charge of (I £
M 5% 2 B A H); and do justice to, your little girls. She is
very intelligent and good-fempered (% 1% & ®1), and, from what
I know of her antecedents (% E), you may leave the nursery
to her without any anxiety.
Yours sincerely,
Isapen CoLLINs.

922. A Letler of Applicaiion for @ Brother-in-Law

607 AvENTE RoAaD, SEHANGHAL,
August 15, 1915.
Mz. Liv TiNg-YUNG,

The Commercial Press, Ltd.,
Local.
Drar Sis:
May I write you to ask if you will be so kind as to find
a position for my. brother-in-law, Wang Wei-teh, who is now
twenty years old? He has finished the Freshman year (K2 %)
£) in college and also the first term (3 — % #) of bookkeeping
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under Mr. ¥. T. Wood at the ¥. M. C. 4. (Kt &, &
Young Men’s Christian Association Z % %) Evening School.
He is taking the Typewriting Course (1 £ #}) at the same
school, and will graduate at the end of the Summer Term
(E=24).

I shall be much obliged to you if you will kindly give him
a irial (3 M) in your firm. We can arrange terms later,
thanking you in anticipation.

Yours truly,
CrEN PEI-sHAN.

23. An Answer to the Above, Negatively

Tae CommEercisn PrEss, Lrp.,
453 Honan Road, Shanghai,
August 17, 1915.
M=z. CEEN PEI-SHAN,
607 Avenue Road,
Shanghai.
Dear M=z. CHEN:

In reply to your letter of 15th inst., I wish to say that
I have spoken to our manager regarding (B8 I*) a position for
your brother-in-law.

As we are now sending about forty students from our
Apprentice School (8 B %K) to our Branch Offices (% 3 f0)
and various departments (% #), we regret that we have no
vacancy (% #%) for him at present (3R #%). However, his
qualifications (& #%) make him a desirable (& #) man for our
business. We shall keep him in mind, and in case of any
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opening (& % % #) we shall be glad to write you again on the
subject, Regretting that I cannot write you favorably,
Yours sincerely,
 Liv Tmve-YUNG.

24. From a Servant Who Has Received Notice of Dismissal,
but Desires to Retain His Situation
February 5.
Bz,

I trust you will pardon me for addressing you on the
subject of our recent misunderstanding (€ R B 4 Z 3% & &),
and that you will be pleased to receive my sincere expressions
of regret for the hésty and unjustifiable conduct into which
1 was momentarily betrayed (— B¢ 2 5).

The long period (8% #1) that I have had the honor of
serving you is-a sufficient proof of the esteem in which T hold
my employer, and the value I set upon my employment,
while, on the other hand (f8 — J5 W), I trust that it alro furnishes
- some evidence of my having faithfully served you. Moss
painful would it be to me under any circumstances (3 A} to
terminate this honorable and happy connection (W %), but
still more painful to quit your service through an unfortunate
incident, which, ever since éfs occurrence (% % % 31), has given
me ceaseless uneasiness, and which I shall ever regret.

I therefore beg, sir, to tender you the most ample and
heartfelt (B > k&% 8 #4) apologies for the indiscretion (% 1)
of which I was guilty, to express to you my unalterable
esteem and respect, and to assure you that you shall never
again have occasion to complain of a similar error.
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Trusting in your leniency (K 1=} to forgive the fault,
and to your kindness in assuring me of that forgiveness, I
remain, sir,

Yours obediently and respectfully,
J. GrEEN.

25. A Letier of Application as Satesman

Krv Ru Saang, CHINEIANG,
September 1, 1917.
MANAGERS,
The Commercial Press, Ltd.,
Shanghai.

GENTLEMEN:

Having noticed your advertisement in to-day’s “Eastern
Times” (B ), calling for (18 %) the services of a salesman,
I beg to offer myself (K ¥) as a candidate, feeling quite con-
fident (K 1£) that I am in every way qualified to fill the position
(% @ 0h 5E). v

Failing health (%) compelled me, at the end of last year,
to withdraw (% i) from the house of Messrs. . . . , in whose
employ I had been for some years. While traveling from
place to place (& 7 4 %) for the benefit of my health, I have
been renewing old acquaintances among our merchants and
obtaining introduetions to many new firms lately commencing
business (¥ 5E B8 % %% %). From this you will perceive that
I shall not fail to serve you to your full satisfaction. For
Surther particulars (¥ #& 3 ), I can refer you to (% % K #)
Messts. . . . , who will give you any information.

Trusting that you will favorably consider my application,
I am,

Respectfully yours,
T, 0. Yen.
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26. A Favorable Answer {0 a Young Man
Seeking Employment

Tuw PARK TERRACE, BRIXTON
January 16, 1917.

My pEarR EDwWARD,

I bave your letter requesting some employment as . .
or..., I will see (3 i) what I can do for you, but fear
any such work as you require (W & 5 K #) will be difficult to
find. However, I will keep my eyes open (i &; E ). Come
and see me to-morrow at one o’clock and lunch (&) with
me; we may kit upon (&% ) something between us.

Yours truly,
FrEpERICK ROBERTS.

87. To a Young Man or Woman Seeking Employment
(Declining)
Caxxoxn STrEET, B. C.,
January 18, 1917.
Desr . ..{orMr. ...}, “

- In reply to your letter about a situation {or work, or an
appointment), I regret to have to say that I am quite unable
to0 accede (% %) to your request. There are no vacancies (£ £t)
at present in my office nor am I aware of (# &) any in the
houses of friends. Should I hear of anything likely to suit
you I will let you know, but at present I have no means of
meeling your wishes (¥ & U & 7 H) for a situation as . . .

or ..., ‘ :
’ Faithfully yours,

WaLrer Finx,
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28. From an Employer Remonstrating with a Clerk

38 Hiem STREET, LONDON,
July 21, 1617.

Dzar Mz. Jouwsox,

I am obliged, although with much regret, to express my
dissatisfaction (A # &) with the manner in which you have of
late discharged your duties in my office. Your service has
merely been perfunctory (¥ %) and rendered with no display
of keenness (¥ &> Z & R) in the interests of the business from
which, nevertheless, you derive your present income; I have
also had my attention drawn to a want of punctuality in
coming to the office and an alacrity (W #) in leaving it before
the stipulated time (3 %E ¥ #) bas actually expired that seem
likely (B) to become habitual if not checked, and that augur
il for your fulure career (BMRBZHBE2FHMZNK). I do
not desire now to do more than remonsirate (¥ %) with you
and suggest the advisability in your own interests of fulfilling
at least the strict letter of the agreement under which you
work for me; but I would remind you that the man who
discharges his functions (% %) in & more liberal spirit than
this is the one who succeeds in life; the man who takes for-his
motto, “Not as little as I need, but as much ag I can,” is the
one who makes himself indispensable, and so secures praciical
recognition of his merit (X Bf L %135 Z & 82), as well as the
confidence and regard of his employer. I beg you to accept
this kindly-intentioned remonstrance in the spirit in which
it is offered, and to remove altogether the cause of the dis-
satisfaction with you which it is my duty to tell you I feel at
the present time,

Yours faithfully,
Hzexry NELSON.
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29. From an Employer, Dismissing a Clerk

(Place and Date.)
Drar Mr. Jomxnsox,

I have already had occasicn to express my dissatisfaction
with the view you take of your duties in my office, and I
hoped that my previous letter would have impressed upon
you the serious comsequences (B B Z B #5) likely to follow
your unpunctuality (R % ¥ #1) and carelessness. Since, how-
ever, my protest kas failed to have the effect (¥ %) I boped,
it is pecessary for me to say thét I cannot permit the kindly
Jeeling I have for all my stoff (FEHR AR EZRF RN
to prevent me from doing what I regard as (i %) my own
duty as a business man, I require from my servants the same
fidelity (3% 15) and punctual attention to their several duties
as I render in my own position, and since you are no longer
(’F %) willing to render these to me I can no longer retain
you in my employment. Please, therefore, accept this com-
munication as formal notice (£ X & %) from me that I
terminate your engagement here on the 20th proximo, upon
which date your successor will relieve you of your duties,

Yours faithfully,
Hrewry NELSON.

80. From a Confidential Clerk, Resigning His Appointment
(Place and Date.)
'Drar Mz. BorLToN,

My agreement (& ) with you contains a clause (#§) pro-
viding three months’ notice of the desive of either party (% —
7 W) to terminate the employment, and in accordance with
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(8% ) that clause I write now to acquaint (% 1) you with my
wish to resign my appointment next Michaelmas (% %% &,
EBELA =+ & H).

Much as I shall regret leaving the service of one who has
been so uniformly considerate and kind to me as you have
always been, I am constrained (% ) in the interests of my
family to do so in order fo take up (B R 3 R) a more lucrative
appointment (A k8% & 2 H &) which through the kind interest
of friends (¥ ¥ ¥ Z B 51) has been offered to me.

Will you therefore kindly accept this formal notice, and
believe me,

Yours very faithfully,
HerperT Musom.

81. From an Enployer, Accepting Resignation

(Place and Date.;
Drar M=. Mmsow,

It is with great regret that I learn your wish to leave my
employment, but I have, of course, no alfernative (£ 8 B; JE B
#) but to accept the resignation (8 #) which you tender in
your letter of yesterday’s date. It is a satisfaction to me to
know that a lucrative appointment awaits you, and I am
confident that you will fill it to the entire satisfaction of
your new employers, and win (# 12) the same implicit con-
fidence (% 7%) from them that you won so long ago from me.
If any festimony (% %) of mine to your kigh principle (& %),
loyalty (& ), end disinterested devoiion (¥ Bt ¥ ¥) to your
duty is of any service to you, it shall be immediately forth-
coming (#). '

With every good wish for your suocess in life, I am,

Yours very faithfully,
Jamrs Bovrrox,
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B. Lerrers RrraTing T0 REFERENCES
1.. Application for Warehouseman’s Reference

Lowpow, Aug. 17, 1919.
DEAR Sis,

James Smith has applied o us for a situation as ware-
houseman, and refers us to you (W & ¥ % & R B). He states
that he was in your employ (%32 R E) about eighteen months,
and left last Saturday because of a reduction in the staff
(A7 hEW®AR). We should esteem it a favor if you would
kindly let us know by return whether his statements are
correct, and whether yow found him honest, punctual, sober,
and tidy in his work.

Please find stamped addressed envelope inclosed (3xW kB
BiERLEREZEH —K).

Assuring you that anything you say will be treated as
strictly private and confidential, we remain,

Faithfully yours,
James Wincox & Gisss.

2. Unfavorable Reference

Lornpox, Aug. 18, 1919,
Messrs. James Wilcox & Gibbs,
LOndOn;
PRIVATE AND CONFIDENTIAL

Dzar Sims,

With reference to (B R) your letter of yesterday's date,
we beg to say that James Smith was in our employ for about
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six months, and was discharged six weeks ago becauss we
were nob at all satisfied with him.

Yours faithfully,
R. Boromn & Sons.

&. Favorable Reference

Lowpon, Aug. 18, 1919.
Messrs. James Wilcox & Gibbs,

London.
Dzrar Sizs,

In answer to yours of yesterday, we beg to say that James
Smith was in our employ about eighteen months, and was,
much fo our regret, discharged last Saturday, owing fo
slackness of trade (H # %W 8). During the time ke was with
us (EHEHUA M HZH) we always found him & most con-
scientious worker, very punctual, and, as far as we know,
strictly honest.

We had an excellent five years’ reference with him.

Yours faithfully,
R. Burormw & Sons..

4. Reply Referring to Former Employers

Loxpow, Aug. 18, 1919.
Messrs, James Wilcox & Gibbs,

London.
Dzrar Sims.

James Smith was in our employ about three months, and
was discharged last Saturday. We beg to refer you for any



178 SELECTED ENGLISH LETTERS

further information (XMW EHM . ..} to his former
employers, Messrs. Alfred Coulson & Co., 25 Birchin Lane,
City, H. C.
: Yours faithfully,
R. BoromN & Soxs.

5. Letter of Engagement

Loxpor, Aug. 19, 1919,
Mr. James Smith,
London.

Dzsg Sig,

With reference to your application for a situation as
warchouseman, we beg to say that we have faken up your
reference with (B EEH ... ) Messrs. Burchin & Sons,
and find it satisfactory. We have therefore decided to give
you a trial, and shall be glad if you will commence your duties
(63 #5 1 £) here at 9 o’clock, next Monday morning. Your
wages, as arranged, are to be 20s. (= 1 52 4, 8. € shillings
Z %) a week, living in (8 I & B} ). Please acknowledge
eceipt of this letter.

Yours faithfully,
Jawss Wircox & Gisss.

6. Letter Asking New Customer for Trade References

Lzrorsrrr, April 13, 1919.
Messrs. Aylesbury & Crowther,

Nottingham.
‘GENTLEMEN,
With reference to your esteemed order, which is now in

hand, we have to inform you that it is our fnvariable custom
(&= #), when opening new accounts (¥i ff #), to be favored
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with a couple of irade references (i3 EZ B%®). In as
much as we have not had the pleasure of doing business with
you previously, we shall be glad if you will conform to this,
and let us have the necessary information at your early con-
venience.
Thanking you in anticipation, we remain,
Yours faithfully,
Rrcearpsons, Lrp.

7. Letter Taking Up Cusiomer’s Reference
Loxpon, April 3, 1919.
Messrs. Parsons & Love, Litd.,
London, E. C.
Dzrar SIms, )

Messrs. Diprose & Co., of Southend-on-Sec (3 4), have
agked us fo open an «ccount with them (¥ Z 4 %), and give us
your name as a reference. Will you therefore kindly inform
us if, in your opinion, we may safely credit them, say, io the
extend of £100 (% —® & Z ), and also whether they are
prompt (& M) in their payments?

Please find stamped addressed envelope inclosed.

Thanking you in anticipation of your reply, and assuring
you that we shall be pleased at any time to be able fo render
you o like service (B & 7A s FE % B % B 8 HK), we are,
dear sirs,

Yours faithfully,
Brown & RoserTsoN, Lo,
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8, Unfavarable Reference

Lowpox, April 3, 1919,
Messrs. Brown & Robertson, Lid.,
London.
Drar Sms,

In answer to yours of even date (4 H}, we must express
our surprise that Messrs. Diprose & Co. should take it upon
themselves to give our name as a reference. The firm in
question (F7 3% 2 & 71) has never had.an account (& & % % (i t8)
with us; as far as we know they are sound enough {# ¥ §),
but we have no certein knowledge of their true financial
position (§5 ¥ & i ). The only transactions (% &) we have
had with them diiring the past eighteen months are two small
orders, both of which were paid for in cash on delivery of goods.

Regretting our inability to assist you in this matter, we
remain, ’

Yours faithfully,
Parsoxns & Lovs, LTp.

9. Favorable Reference
) Lowpox, April 3, 1919.
Mesars. Brown & Robertson, Ltd.,
London.
ﬁmx Sigs, '

In 1'ep1y to yours of even date respecting Messrs. Diprose
& Co., we have much pleasure in stating that they are a small
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but highly respectab.e firm, and very old and valued cus-
tomers of ours, having been established close upon thirty years
(BalE4%E=1#). They do nobt as a rule take their
cash discounts, bub are very prompt in payment at the net
dates. We ourselves have no hesitation in giving them credit
to an amount considerably beyond the swm you mention (& B H
BERZEHEREARREFERL ETHAIRREZAA).

Trusting that this information may be of use to you, we
remain,

Yours faithfully,
Parsons & Love, Lip.

C. Lerrers Rroamine 10 OrbpERING (G00DS
1. A Letier Ordering Goods

CHINEIANG, December 1, 1919,
Mesers. Friedrick Bayer & Co.,
6A Hongkong iload, Shanghai.
Dear Sigs,

We are much obliged to you (# X&) for the samples of
Indigo (5 #%) you sent us the 5th inst. We transmit herewith
(3 % 2) an order for 6,000 bs. (80 libra Z# R, & ¥, R @
pound #1) middling quality (% %) Java Indige (R 8 8%} and
4,000 bs. best Madras (B Jc 8L EE R¥). 4s o (3 5) the cost
(&1 #%), we hope you will allow us Z0%, discount (i %) on
your retasl price (% % %), If you accept the terms we propose
(I 3% o vk BF BH 66 #F), please ship (3%3E) the same by steamer
at your earliest convenience.

Yours faithfully,
Sagy Tar & Co.
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8. From a Merchant to a Manufacturer, with Order

Woob StrREET, LONDON, August 7.
Messrs. Jordan, White & Co.
GENTLEMEN,

1 have the pleasure of forwarding you an orderfor . . . ,
as per samples inclosed.

I'n executing this order (EEL B Z & B 2 #) I beg of you io
be particular as regards quality (H &N &% & Z H 1), ete,, as
I require the goods for a speeial class of customers.

In the event of your being ahle to execufe the order
partially only, or not being able to execute it at all, please
advise me to that effect as speedily as possible, so that I may
acquaint my correspondents with equal promptitude.

Your particuldr aifention to this matter will oblige (% 5 R
oh R D HE O, R ).

Yours truly,
W. PorzER.

8. Answer lo the Foregoing, Executing the Order Perfectly

MANCHESTER, August 8.
Mr. W. Potter.

Drzar Sm,»

Your favor of the 7th inst. has received our immediate
attention, and we are happy to say that we have been able to
execute your esteemed order in such a manner as we think
wilt give you perfect satisfaction.

In order that there should be as little delay as possible we
have forwarded the parcel per quick tratn (8142 #1E E), and
you will therefore receive it early to-morrow.
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Holding ourselves af your further disposal (E B EZE BN
£ J), and assuring you of our desire to attend to your infer-
ests, we are, dear sir,

Yours faithfully,
Brooxks, WarTE & Co.

4. Refusal to Bxecute an Order, Owing to Unsatisfactory
References

Lonpor, October 14.
Mr. W. Jackson.
Sz, .

In reply to your favor of the 11th inst., we beg respect-
fully to say that we must decline executing the order (8 BER)
you have transmitted us on any other lerms than cash (R %
HZRENEWEGR ).

Jn arriving at this conclusion, we trust you will not think
us unnecessarily harsh; but, without entering into particulars,
permit us to observe that our means (¥ #&) are too limited, and
the profit realized by the peculiar class of goods we sell (& %R g
BRSEHNEZ RN are too small to admit of (R 2
DLW . . . ) our opening accounts in the seftlement of which
there might be a want of promptitude and punctuality.

If you think proper io receive our goods on the lerms in-
dicated (3% F a3t 1 & & W I 5 & 2 % ) we will select them
with due care, and forward you the invoice (] %), and, on
receipt of cash for the same, the parcel shall be immediately
dispatched to you.

Yours respectfully,
Punuaw, PrioE & Co.
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6. Refusal to Faecute an Order Uniil References Are
Supplied
Liverroor, Dec. 18,
Mr. N. Ponsonby.
Six,

‘We are in receipt of your favor of the 17th inst., inclosing
erder for goods, tn respect to (H 1) which we beg o remind
you that you kave omitied to furnish us with references (K & &
B L1 88 A), and that you make no meniion of the mode in which
you propose fo pay for the goods (R BV R gk z KB —#).

‘We need scarcely remind you that it is customary, in gll
cases of & first order being given (R B 35 & % £{ B¥), to furnish
satisfactory references or to forward cash; and as we have not
hitherto had the };Iea.sure of transacling business ([ L Z
$ 2%) with you, and have, indeed, no knowledge of you, we
must beg of you to furnish us with the names of some two
or three respectable firms with whom you are in the habit of
{#) doing business, or to express your willingness to pay ready
money for the goods ordered on receipt of invoice.

Yours obediently,
G. Goopwx & Co.

6. Transmitiing Order for Goods

Hige STREET, MACKLIN,
July 5, 1919.
GENTLEMER, ,
I am obliged by your prompt and gratifying reply to my
letter on the 4th inst., and I now beg to place in your hands
an order (&% ¥) for o few additions (% % # .4 K) I wish to
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make to my stock. As these goods are wanted almost daily.

I shall be glad to receive them as early as possible. I need

hardly remind you that much of my fufure business depends

on (. . .5 ) the qualily of the articles (B # 2 £ 1) I offer

for sale now, and I feel assured your parcels (8 %) will afford

my customers (¥ &) no grounds (% & W) for complaint.
Inclosing order sheet, I am, gentlemen,

Your obedient servant,
RoBERT PHITLIPS.
(Name and Address.)

7. Advising the Completion of an Order

Can~ox Streer, E. C.,
July 8, 1919.
DEar SR,

On receipt of (¥ 2} your favor of the 5th inst., we placed
your order in hand for immediate execution (B £), and have
now to advise its completion from our most approved goods
in stock (¥ ). Being without instructions (# ‘%) respecting
(B8 ) the packing and delivery of the parcel, we used oilcloth
(3% #6) and single canvas, and dispatched it to your address
per (&) Chaplin & Horne (5% 4). The invoice, amounting o
(% BI) £54. 3s., we beg to inclose.

Yours faithiully,
Moorzs, RoBivson & Co.
(Name and Address,
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8. @iving an Order for Goods

4 Dogax STREET, LIVERPOOL,
July 19, 1919.
GexrtreEMER (or Dear Sirs),

T will thank you to purchase for my account 200 bales
fair Oomrawuttee cotton, at the market price (i ), on receipt
of this, unless otherwise advised by wire (¥4 & # # %), and
ship the same by a vessel classed A at Lloyd’s effecting
insurance therson as herefofore. For the amount of the
invoice I authorize you to draw upon me af siz months’ sight
(RE=xMA #5), and either attach the documents of the ship-
ment {(3YE H) to the draft (%) or draw against credits,
as you find most convenient. You will advise (& %1) me in
due course of the purehase; which in selection will, I am sure,

: be dealt with carefully.

Yours fajthfully,
Wirrzam CoaTs.’

[The documents of the shipment are the bills of lading
(3% ), insurance policy (V% R %), and, if the draft is
sold to a bank, ¢ letter of hypothecation (35 7 3% 9 %). Credits
sre- instruments granted by bankers authorizing merchants
to draw upon them for a certain sum of money; it being
understood that the drafts will be used only in bona fide
operations (3, & 3 B)].



SELECTED ENGLISE LETTERS 187

9. Executing the Order

341 Hieu STrEET, LowpoxN
Angust 1, 1919,
81r (ot Dear Sir),

We have to acknowledge the receipt of your esteemed
favor of the 19th wlt. (& J # ultimo Z#i &), instructing us to
purchase for your account 200 bales fair Qomrawuttee cotton;
and we now have the pleasure to advise having executed the
commigsion at . . . per candy, which is equivalent to . . .
per 1b., free on board (& T B 4¥). The quality of the sample
selected is very good, and we have taken every precaution
to secure you against disappointment (% % % ) when the
shipment reaches your port. We have engaged freight in the
Dhuleep Singh (8% &), now loading with all dispatch, and we
anticipate advising you by next mail of her departure, and
forwarding to you the accounts of the shipment.

The tendency of prices in.our market is upward (% 1 & &),
and should advices from your part continue favorable we are
confident a considerable advance will take place.

Yours faithfully,

BarLOW BROTHERS.
(Name and Address.)

10. Eaxecubtng Part of an Order and Drawing for the Amount

99 Sr. G1LEs SQUARE, LoxpoN,
Feb. 7, 1918.
DEar Srs,

‘We refer you to our respects of the 1st inst,, advising the
execution of part of your order, and as the late unezpected
alieration of the political situation in Europe (& 4 & H ¥ # £
2 % It % ®) has had a severely hardening effect on our prices,
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we find it impossible to purchase the remainder, and, indeed,
think ourselves fortunate in having secured the parcels alluded
to in our last. We feel pleasure in the reflection that the
change which must consequently take place in your market
will enable you to profit considerably by this shipment, and
induce you to favor us again with your orders.

The invoice amount, £1,462 5s., s placed to your debit
(GEA 4 F Z L), and our drafts on Hamburg (i &) of
this day balance the sum. The bill of lading we have sent
to Bremen (3% 4), and the order for insurance to Amsterdam
(3 &), both by this post (= & %1 B sE 4% 8 8).

Yours faithfully,
GrenTIES, Topn & Co.
(Name and Address.)

D. Sarerivg, FORWARDING, AND CLEARING GooDS

1. Answer to Ingquiry H; hen Next Cape Town Steamer Wil
8ail. Particulars of Goods Asked for

Loxpoxw, April 1, 1919.
Messrs, Duhay & Co.,
London.
Dxar Sims,

‘We have to thank you for yours of yesterday inquiring
the next steamer for Cape Town (M % B8 3% %), and have
plqa:sﬁre in advising that the s. 8, (steamship Z #) Johannes-
burg (4 4) will be loading in the Southwest India Dock (75 ¥
€8 B 4% %) until Friday next, the 8th inst.; following her (82 ¥
#: £ % %) is the Gaika (M &), londing n the Hast India Dock
(3 ¥ 1 % B8) until the 13th inst. We shall be glad to book
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your two cases by whichever of these steamers most con-
venient to you for delivery.

Kindly let us have particulars for insurance and Customs
purposes, and advise us the class of machine these working
parts are for.

Thanking you for this order, we are, dear sirs,

Yours faithfully,
CarvE, SEweLL & Co.

2. Acknowledgment of Mate’s Receipt

Lowpon, Feb. 9, 1919.
Messrs. Furnivall & Sons,

London.

Dxrar Sirs,

We thank you for yours of yesterday handing us Mate's
(8% ) receipt (i ¥ Z S i) for 50 cases Hardware (& %1 3)
shipped to Wellingfon (i &), per 8. s. Waipzra (8 &), on
account of Messrs. Ivy, Watcrhouse & Co., Wellington, New
Zealand (3 R). :

Yours faithfully,
Joxes & Co.

8. Confirmation of Verbal Shipping Rates for Tin Scrap ‘

Jan. 14, 1919.
Messrs. Arthurs & Co.,
London.
Drar Sims,
* TIN SCRAP TO OSTEND.

We are in receipt of your favor of the 11th inst., with
reference to the above and beg fo confirm the figures quoted
by Mr. Jones to you,
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We have sailings to Ostend (# %) every Tuesday and
Saturday from St. Katharine’s Wharf (B A W F % ) and
are willing to carry per each steamer up to 50 tons of Tin Scrap
BREeERZLERAE-THMEDIREF), in bales, from any
Riverside Wharf, within limits, at 6/— per ton, including
Lighterage (8% # % & # 7 Py).

‘We cannot arrange for the packing at the different ware-
houses as that is merchants’ business, nor can we send a barge
to any wharf for less than 20tons (FBE E = tHU R ERE
BAEABEMFE RZE EEHE).

Yours truly,-
For the Union Steamship Co., Litd.,
Epwarp DoNOVAN.

4. Letier Regarding Dispatch of Goods per Passenger
Train, Half Rate

Loxpox, May 15, 1919.
Mr. Jacob Jones,
" Wregham.

Drar Sir,

With reference to your request that we shall in future
send your goods per passenger train (Y % K), half rate (42 &),
we beg to state that before the Railway Companies (. 3% & 7)
will accepb parcels on such terms they require us to sign a
document making ourselves responsible for any loss or damage
intronsit EREBEBPRATREZR).

This, of course, we cannot possibly consent to do, the
Carriers and Railway Companies being the Servants of the
Consignees and not ours.
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You might, however, make a special arrangement with the
Company af your end (RRBERBEAFT 2L MRE), in
which case please advise us.

Trusting that this explanation will be satisfactory, and
assuring you of our best services at all times, we remair,

Faithfully yours,

Tes PeErFEcT Grove Co.

6. Refusal o Divide Parcels of Drapery into Small Lots
Loxpon, June 4, 1919,
Mesars. Frank Histed & Co.,
Sideup.
Draz Sims,

With reference to your request to divide parcels into
28-1b. lots, we regret we could not undertake to do this. The
practice would lead fo confusion and mistakes (AF 8¢ # 8l X 4 &
#%), as well as add to the cost of packing and booking.

We would call your attention to the fact that all the
leading drapery houses in the city observe the same rule in
regard to not dividing (8 F # H S ¥ 3 Z #HE).

Should any remains arise from an order these need nof,

exceed your contract weight.
Yours faithfully,
AgprEUn PEACOOK, LD,

6. Advice of Goods Being Shipped
LiverpooL, April 4, 1919,
GeENTLEMEN (or Dear Sirs),

We were duly favored with yours of the 27th ult., and,
agreeably to your kind order, have shipped on board the Rob
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Roy (B % % g F# X L), for your aceount and risk, in pack-
ages as per invoice annexed (or inclosed). :

We trust that the goods will arrive sound (%3E) and
give you satisfaction. We have added a few articles not
contained in your order, which, from their novelly and excellent
workmanship (B % % 0 Z 8 ¥ & B 1E Z ¥ ), ought to find
a good market in your city.

Yours faithfully,
Crypg, Howz & Co.

(Name and Address.)

7. Reply to a Leiter Advising the Arrival of a Shipment
WxsLLmNGgToN, June 3, 1919.
GeNrLEMEN (or Dear Sirs),

Your esteemed favor of the 15th ultimo I have duly
received, and I am bhappy to hear that the goods per the
Rebert Bruce (i} %) arrived safely and met with your appro-
bation.

Your bill for £200, due 10k ult. (£ A + B 31 19), I have
duly honored. :

On the receipt of the &ilk per the Queen of Burmah (¥ %),
I will write to you again. In ils sale you may rely uwpon my
besi exertions (K L8, BA B BB XL, b7 T HE % &)

Yours faithfully,
Davip Stirrineg.

‘(Name and Address.)
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E. LerTErRs RELATING TO THE COLLECTION OF AOCCOUNTS
AND Bnmis

1. Transmitting Accounis of @ Shipment

New YoRg, March 2, 1919.
Sz,

Concerning our respects of the 30th ult., we beg to advise
having shipped for your account 200 bales cotton, per Dhuleep
Singh (¥ %), for Liverpool (3£ & ¥ i &), the invoice of which,
amounting to £4,300, we inclose. Against the shipment we
have drawn for a like sum at six months’ sight, in favor of the
Royal Bank of India (BB IE 8 K 8 17), attaching the shipping
documents to the draft (B 2 W B R % B 2 L), which plense
profect on presentafion (K EERZFH R F Z).

Yours faithfully,
Barrow BrOTHERS.

(Name and Address.)

8. Inclosing Draft Drawn Against C’onsignmeﬁt ‘
Loxvox, April 5, 1919,
DEar Sirs,

We beg to hand you Bills of Lading for 25 packages
eotton, per Rustam (8 %), consigned o (% FE) your cor-
respondents, Messrs, Noble, Walker & Co., Port-an-Prince,
for sale on our account, and also an invoice for the shipment,

amounting to £1,473 15s. As arranged with your prior, we
have drawn at three months’ date for £1,105 6s. 3d. (d. &
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denarius Z®%, B EH B B Z BB, W E—% - 2 %#),as an advance
of three fourths of the invoice, and now inclose the draft
aoceptance, which kindly return to us in due course.

Yours faithfully,
PrINCE, FosTER & Co.
essrs. Robert Walker & Co.,
Fenchurch Street,
London.

8. Answer Inclosing Acceptance

FexceURCHE STREET, LONDON,
April 6, 1919,
DEs® Sins,

We have to acknowledge reeeipt of your favor of yester-
day’s date, handing (#3) us shipping documents per Rustam
and draft amounting to £1,105 6s. 3d. for our acceptance as
advance against shipment, and in reply we have the pleasure
to mclose the same duly honored. We trust that the result
of the' _venture of your part will be so far encouraging as to
induce vou to ship at regular periods (£ % ¥i) to our friends

at Port-au-Prince.
Yours faithfully,

RoserT WATLRER & Co.
(Name and Address.)

£ Transmitting Account Sales

Porr-au-PruvcE, May 2, 1919.
Dran Sirs,

We now have the pleasure to hand you an account sales
(¥ H 8 %) for 25 packages cottons per Rustam, nel proceeds
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(3 %) £1,780 14s., which we hope you will find correct. This
sum we remib by the outgoing mail to our correspondents,
Messrs. Robert Walker & Co., of London, who will render
you an account and place the eredit balance at your disposal.
The result of the shipment has not been so large as we anti-
cipated, owing to a falling off in the demand for piece goods soon
after the arrival of the Rustam (AR B W S M AR ZRAE
Z §8 B2 B % 2 ), but prices have not fallen below the level
at which they were last season, and we confidently expect
they will advance steadily as the up-country produce comes
into the market. We prefer, however, to sell when a margin
of profii (#% #) can be obtained, rather than hold over goods
in the hope of an advance (MR K D& & 6 % B &), and we
have dealt with your shipment as we deal with our own

purchases.
Yours faithfully,

Nosre WarLker & Co,
(Name and Address.)

6. Rendering an Account Current

Loxpoxn, Feb. 11, 1919.
Dzar Sims,

Inclosed you will find a copy of account current (3 % #)
for your shipment per Rustam, showing a balance in your
favor of £403 9s., for which we hand you a check on the
Blackstone Banking Co. An acknowledgment in course will
oblige (% 8 0% 2 & — % W3k 8),

Yours faithfully,

Rozerr WaLger & Co.
(Name and Address.)
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6. Letter Requesting Payment

AvicawTe, April 6, 1919,
Sm’
1 beg to hand yon a copy of last guarier’s account (.t 2 i
), the amount of which is £12 8s. 4d., and request, if con-
venient, a check during the course of the week (% #h— B 11 Z i),
as demands upor me are considerable just now (H R EH
AREZERE). I trust you found my statement correct,
and were satisfied with the quality of the articles supplied.

Your obedient servant,
FREDERIOK HARRIS,

(Name and Address.)

7. Ldier Requiring Payment

Lowpon, Feb. 1, 1919.
‘s,
Having several heavy engagemenis to meet (BB E R B E
Kk Z & %) early next week I am under the necessity of (% )
asking you to settle my bill for the March quarter to-morrow
or next day. Were I in a position to waib longer for a settle-
ment it would afford me pleasure to do so, but at present it
is quite out of my power (& & Jy Z JF R %&). 1 beg, therefore,
you will hand a check to my collector on Thursday. The
amount of the bill rendered is £12 8s, 4d.

Your obedient servant,
FrupERICKE HARRIS.
(Name and Address.)
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8. ULetter Demanding Payment
Loxpon, Jan. 12, 1919.
131: 8
Having applied to you repeatedly (% F % &), bub in-
effectually, for a settlement of my bill I have now to intimate
that unless it is paid before 12 o’clock to-morrow I shall place
it in my solicitor’s bands for recovery in a court of low (% 3
B 1p),
Your obedient servant,
FrEDERICE HARRIS.

{Name and Address.)

. Customer’s Letter, Promising to Pay

Saw Fraxcisco, July 3. 1919.
S,

It has been through no remissness on iy part that your
bill has remained undisckarged (# i ) so long, but owing
entirely to my inability to collect my own outstandings (3 ),
which amount altcgether to a considerable sum of money.
I have, however, a promise of payment on the 14th inst.,
upon which I can rely, and although I am seriously #n want
of ($t4) money for business purposes, I promise to settle
your hill as soon as the cash comes into my hands.

Your obedient servant,
James WILRINSON.

{(Name and Addres<,}
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10. Reguesting a Delay in Payment

Loxpon, Aug. 1, 1919.

Drar S,
Having a bill for a large amount to meet besides your
own, I beg your forbearance (R & % &) for a few days, say till
the 10th inst., at the expiration of which I trust to be able

to remit in full.
Yours faithfully,

Wrirrran Tosgy.
(Name and Address.)

11, Answer o @ Request for Payment

Lonpox, Aug. 1, 1919.
DEar SIx,

In compliance with (& &) your request, I inclose an order
payable on demand at the . . . Bank {or check as the case
may be) for £159 3s., the full balance due fo (& %) you, which
place to the credit of my account on collection (HER AR R Z i@
A), and oblige,

Yours faithfully,
Josera Kixa.

(Name and Address.)

12, Another Answer

Loxpon, Aug. 1, 1919.
Dear Sim,

I am sorry that it i8 not in my power to pay the balance of
your account at present. In the course of (%...Z W) a week or
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two I hope to receive some money due to me, when I shall
have much pleasurs in settling your account.
Regretting that my obligation to you was not discharged
before, I am,
’ Yours faithfully,

WALTER SANDON.
{Name and Address.)

18. Stating Inability to Remiti

Loxnpon, April 14, 1919.
Dgear Stm,

1 am sorry to say that ab present it is very inconvenient
for me to remit the amount of your claims, £72 10s. I would
feel obliged if you would draw (3 #i) on me for payment at
three months’ date.

Hoping you will see no objection to this course (B 7 it ¥ I
% % 58), I remain,

Yours faithfully,

JAMES MACLOGHLIN.
(Name and Address.)

14. Rewmitting in Payment of an Account

Lonbpox, May 1, 1919,
GENTLEMEN (or Dear Sirs), '

We beg herewith #o kand you (% L) a draft (or check) on
the Chartered Mercantile Bank (% 47 &) for £2,300 in payment
of your account, for which please send us a receipt, and oblige,

Yours faithfully,
Covzrat & Sons.
(Messrs. Nicol & Co., Carwar.)
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15.  Acknowledgment

Laverroor, May 6, 1919.
GeNTLEMEN (or Dear Sirs),

‘We have the pleasure to acknowledge the receipt of your
favor of Ist inst., inclosing a draft (or check) on the Chartered
Mercantile Bank for £2,300 in discharge of (5 fi{) our account,
and, with best thanks, we remain,

Yours faithfully,
Nicron & Co.
(Name and Address.)

16. From o Shopkeeper fo a Wholesale Dealer, Reguesting
Furiher Time for Payment

Reaprxag, March 2, 1919.
DEaR Sir,

I am compelled by unforeseen circumstances (& 5t Z ¥R 8),
gnd much against my will (3% % & 8). to make a request—the
first one of the kind T have ever preferred, and I hope the last.

Owing to the unfavorable state of the weather and other causes
(B X &£ R & & 4 7 K H), business has latterly been so bad
that I have been unable to realize the funds necessary fo meet
my engagements (8 F Z %), and 1 sez no prospect of (¥ &)
doing so at present, unless it is by disposing of my stock (B #
£ &) at a great sacrifice, which I do not think you would
desire me to do.

1'have a number of good accounts, none of which are,
however, due for three weeks (21 1 B = £ #), and T could not
ask for payment beforehand without running the risk of
affending (¥ ) some of my best and largest customers.
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I trust that under these circumstances you will exiend
your indulgence to me (¥ % ), and suffer my account o
stand over (A ), say till this day monik (F B & H), when it
will be punctually met (4n 41 1 #), and the obligation grate-
fully acknowledged by me.

Yours respectiully,

S. TrieY.
H. Malcom, Esq. 214.

17. Reply to the Foregoing

11 Faixirx STREET, LONDON, March 4
Drar S,

I was somewhat embarrassed by the receipt of your letter
postponing the payment of your account, for, to tell you the
truth, I had partly depended on the cash due from you to meet
some engagements of my own (AR SKEFLHEIETAEE
2 #).

1 do not, however, wish to appear harsh and selfish, and
I shall be content to allow the matter to stand over unfil
the time you mention (£ FHE ZM B k). I mustat the
same time request you to be punctual then, as nonfulfillment
on your part would really place me in a position of some
difficulty.

Yours truly,
M. Evans.

18. Complaining of Want of Punciuality in Payment

4 ACKwORTY STREET, LONDON,
January 16.
Mz. T. TARDREW.
Siz,
You wrote to me a month since declaring gour inability io
seitle your account (& Z % 7y t ), and stating in the most



202 SELECTED ENGLISH LETTERS

positive terms that a settlement should be made on the 2d of

the present month. More than a forinight has elapsed since
the day named (JEF Z ¥ P B A = E #), but the promised

settlement has niot been made, neither have I heard from you

one word respecting the affair (B8 # 8k ),

I am now compelled to write to you in more serious terms,
and to urge upon you the necessity of sttending fo this matter
_without further delay.

As & man of business, you must be aware that these
irregulzrities in business connection will not only have great
disadvantage to yourself, but also considerable inconvenience
to me, and T must tell you plainly that if all my@ustomers
woze as tardy in settling their acecounts as you are, I should
soon have to give up business (B ¥ 2% B 5F %),

I cannoti.help thinking that although you may, so other
men do, experience occasional periods of pressure (& ¥ EE 1),
the general irregularity in your payments arises from an
absence. of consideration for others rather than a want of
means; and now that I have thus placed the matter before
you, I do hope that you will not only promptly attend to the
account outstanding, but that you will endeavor to be more
punectual in future engagements.

Yours respectfully,
A. WHEELER.

19. To a Creditor from a Debior Who Has Filed His
Petition in Bunkruptey
April 21,
Drazr Sz,
1 regret very much to inform you that I have been com-
pelled to file my petition (A% 2 %) in bankruplcey (# X).
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Such a course was necessary in the inferests of my creditors,

for Messrs. . . . were pressing me unduly. My failure is due

to the difficulty in collecting accounis and consequent lack of

ready capital (B B 5 & MR A & 28 Z), but I am confident

that the estate will realize twenty shillings in the pound.
Thanking you for your many favors, I remain,

Yours faithfully,
ArLFRED MANNESTY.

20. Letter of Credit

' Nuw Yosx, Feb. 4, 1919,
Sim,

This letter will be delivered to yon by Mr. John Marshall,
eldest son of Mr. Marshall of our firm, who will visit your city
preparatory to a tour through India (% ff 3K 47 4 4% 60 ). His
drafts (the amount £500) you will oblige us by honoring (¥ )
and placing to our debit at the current rale of exchange (5 ¥
#). Any personal attention you may be able to show Mr.
John Marshall will confer an additional obligation on us.

Yours faithfully,
Marron & Co.
(Name and Address.)

21. Tradesman’s Letter Handing Quarterly Account

NEW York, April 5, 1919,

Six,
The quarter ending March SIst(E= A=+ — B L Z—%F)
having expired, I beg to hand you a statement of account (8 H),
amounting to £12 8s, 4d., whieh, I believe, you will find
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correct. I trust the ariicles supplied (Bf & # Z &) gave
satisfaction, and that you will confinue to favor me with
your orders.

Your obedient servant,

Freprrick HaRRIs.
(James Wilkinson, Esq.,

The Grove,
Peckham.)

22. Customer Objecting to a Tradesman’s Bill

Tur GROVE, PECEHAM,
April 10, 1919.

Sz,
I return your bill for the March quarter for correction (3§ E
i), as the prices charged therein are in excess of (& i) those
of any of the other tradesmen in the neighborhood. The
articles you supplied were of @ decidedly inferior quality (%€ £ 5%
B # 1), and not at all what we expected when we were in.
duced to give you our custom. I consider the overcharges
altogether amount to fully 25 per cent, and unless you reduce
your account accordingly I shall allow it to remain unsettled.

Your obedient servant,
James WILKINSON.
(Name and Address.)

28. Reply of Tradesman, Declining to Correct Accouni
April 15, 1919.
8ir,
The prices charged in your account, so far from being

exceussive, are quite as moderate as those of any of my neigh-
bors, and are so slightly above cost that were I to deduct 25
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per cend, I should be a great loser. The articles I supplied
were the best obtainable in the market (H R ETRR KB 2B E %),
and yours is the first complaint I have received as regards (B8
) their quality. It would have been more saiisfaciory fo all
concerned (% % W ¥ ¥ #) bad you mentioned before this
that you were being served with inferior goods; but, seeing that
your orders were given throughout the whole quarter (% ¥ —
Z #) without a single word of complaint, I had every reason
to believe you were satisfied. However anxions I am to
retain your account, I cannot do so af so great a sacrifice as
25 per cent, more especially as I would thereby subject myself
to similar demands from all my customers, which would
stmply result in ruin (B ZLIAT % B). 1 must, therefore,
request you to pay the amount of the bill in full, and oblige,

Your obedient servant,

FrEDERICK HARRIS.
(Name and Address.)

24. Reply of Tradesman, Reducing Account

Nzw Yorx, April 15, 1919,
Sz, )
Although I consider my bill entirely free from anything in
shape of en overcharge (3% ¥ %), I am, nevertheless, willing
to allow you, in this instance, 25 per cent for cash. But I
cannoi on any future occasion make a similer allowance (B 3%
#AERER T EEEHEZES), otherwise your account
would become & source of loss (% & Z &) instead of profit to
me (fiERBAERN). My collector will call upon you to-
morrow at noon for your check.
- Your obedient servant,

FREDERIOK HARRIS
{Name and Address.)
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26. Check Dishonored

Lownon, May 4, 1917.
M=r. Cuarres WIKSLOW,

Derby.
DEeArR Si,

We beg to advise you that your check for £85 7s. has heen
returned to us by our bankers to-day marked ¥/S (not suffi-
cientZ ). Having regard to the difficulty we have experienced
lately in securing seitlements from you (E AE BB ERE B
Z B &) we are not disposed to Leep your account open any longer
(EErHBUFFERY L24%3%), and have accordingly
placed the matter in the hands of (A #k & & 1) our solicitors,
Messrs. Francis, Simms & Wood-head (% 5] £), 14 Old Jewry,
London, E. C., to whom we must now refer you.

Regretting the unpleasant necessity, we remain,

Yours faithfully,
A. Caroorr & Co.

26. Handing Bill for Acceptance

Cawwox STrEET, D. C.,
July 9, 1917.
Dear Sir,

- We addressed you yesterday, and now we beg to inclose
our draft (% E) at three months’ date, for £54 3s., drawn
against goods to that amount, as per invoiee, which please
to honor (7 X) and return in due counrse.

Yours faithfully,
Moorr, Rosmison & Co,
(Name and Address.)
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Form of Bill
3 HigH St., LoNDON,
July 9, 1917.
£54 3s. Od.

Three months after date, pay to our order the sum of
fifty-four pounds three shillings sterling (3¢ B %t #1), for value
received (J1 B (R % B & 5 2 ). )

(Signature.)
To (Name and Address.)

N. B. In Accepting a Bill, Write Across it, “Accepted,
Payable at . . . 7’ (State Where).

ES—RAATEZEZRE REZ L ES “Acespted, payable at
FBRE FH

27. Complaining of a Returned Bill of Exehange

BeresrFoRD PracE, LoNDON,
July 8.
Mr. T. WRIGHT.
S,

I am much surprised and vexed at having returned to me
the bill I drew upon you in accordance with the terms agreed
upon (BRI E Z ) between us. When you found
that you were not in a position to meet (7 ¥t 3 =) the bill,
you shonld have advised me of the fact, so a8 to enable me
to make some arrangement. Your not having done this has
put me to the greatest inconvenience, and I must inform
you that unless the bill is acquitted within ten days, I shall
be compelled lo iake immediale sieps in the maiier (33 ¥ ¥

I AN HE W R ).
Yours respectfully,

N. UnpERWOOD.
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28. To a Creditor, Asking that a Bill Be Renewed

Puringroy Rosap, Matnsrove, KENT,
November 18, 1917.
DEAR Sir,

I notice from my books that the thres months’ bill (= § 5
¥ Z 31 ¥) that I gave yon on . . . falls due (21 #) on Thurs-
day of nexl week, and I regret having to ask you kindly to
renew the same for another month. I have had some very
heavy expenses (| X i ) lately, and have also experienced
considerable difficulty in geiling accounts in (% #). I shall,
of course, be pleased to pay the usual rate of interest on
renewal and the expenses in regard to (8§ #) bill stamps, ete.

Thanking you in anticipation for your consideration, I
remain,

Yours fajthfully,
Hazrrison CIrOLE,

29. Acknouledging Receipt of Invoice and Returning
Bill Accepted
Hier STREET, MACKLIN,
May 19, 1917,
DEsr Stms,

I am indebted for your favors of the 5th and 6th inst.,
inclosing respectively invoice for £54 3s. and draft for the
same amount at three months’ date. T now beg to inclose
the latier (% %, B draft) accepted, and will duly provide for
it as it matures (B 3 AT Z 4},



SELECTED ENGLISH LETTERS 209

T have to thank you for your careful and prompt attention
to my order, and beg you will deal with (i &) my goods, as
regards (B #) packing and delivery, as you have hitherto
dealt with those of your other customers.

Yours faithfully,
Rosert PRILLIFS.

{(Name and Address.)

80. Advising e Bill Returned Under Prolest
July 13.
S,
Your draft on Thompson & Co. (% 7l 4) for £300, due 9th
inst., has been this day returned to me under profest (¥ F) for

nonpayment, and amounts, with charges, to £305 8s., for
which Y will thank you for a remittance by return of post.
Yours respectfully,
JorN BUNSTON.
{(Name and Address.)

81. Remitling for the Foregoing Bili
July 16.
Sz,
I am favored with yours of the 13th, informing me that
my draft on Messrs. Thompson & Co., due on the 9th inst,,
has been returned to you for nonpayment. I rest satisfied

that every exertion fo procure payment (MR RKBEZHRE FH)
has been used, although without success.
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Inclosed you have a check for the amount on Williams
& Co. for £305 8s., the receipt of which please acknowledge
(3% ¥ — W ), and transmit the draft to me.
Yours respectfully,
Cearius BREDWIR.

{(Name and Address.)

82. To a Tradesman, Repwliating Liability for Goods
Supplied
LoxpoX, Nov. 3, 1919.

S,

T am surprised to-day by the receipt of a communication
from you inclosing a bill for £ . . . for goods supplied. Dur-
ing the whole Ren'od of my residence in this neighborhood (% &
& 1 R vk BE Z 6E) it has been ‘my invariable cusiom (R#Z
% #) to pay the tradesmen’s accounts, your own among them,
every week, and I submit courteously bubt Hrmly that in
permiliing so large an account to be debited against my name
(EL£ AT HkZ R %K) without drawing my attention
to the fact you were remiss tn your duly to yourself as a pru-
dentbusiness man (DM ZBAR EREBZRBELFRE
HWRB). I, at all events, must decline to accept any respon-
gibility for the irregularity, and accordingly I repudiate
Tiability (% % B R) for the sum alleged to be due (R Y FHF R 2
#). The goods were not supplied to the order of myself nor
of any person authorized to pledge my credit.

Yours faithfully,
RoBErT JoNES.
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F. Cramvs anp COMPLAINTS

I. Reply to a Claim on Spices

Loxpox, Sept. 11, 1917,
Mzesses. Begrer & Co.,
Dresden.
DEear S18S,

We beg to acknowledge receipt of your favor of the 7th
inst., regarding the difference in quality of No. 220. 30 bags
Spices, shipped on the 31st ult.

We regret to note that you claim that the quality és
inferior to original sample sent (BEERE B ZH Z X)), and
request that we credit you with {d. {(pence Z %) per Ib. This
'we are unable to do, as we forwarded you a purchase sample
prior to shipment, and, not hearing from you to the confrary
(& §), presumed same to be in order.

However, we wish o meet you (& F Z E) in the matter,
and if, therefore, you will send us, by return, a fair sample
of the bulk, we will examine the same carefully and se> what
can be done. )

With regard to (B %) the loss in weight, this could only
have occurred in transit (k2 iR I F Bk & R E), we
having invoiced on the London Shipping weights, of which
we inclose a copy. We would suggest that you make your
claim on the forwarding agent (i EZ & W M), as in a case
of this kind we really cannot aceept any liability.

Yours faithfully,
James Buyrr & Co.
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2. COlaim for “Ullage” Case of Sugar

BerumoNDpsgy, May 16, 1917.

Mzssrs. RicEsrDS & Wymax,

Fenchurch St., . C.
DEar Sz,

I beg to inform you that among the 50 cases W. 8. R.
Cubes (— % $# &) delivered by my carman here this afterncon
there was one “Ullage” (% 8%) case, so marked, which we
weighed and found 20 lbs. short (£ 2 = + &). Kindly send
us a credit nole (38 W) for the shortage,

Yours faithfully,
ArTHUR HACKETT.

8. Acknowledgment of the Above Letter

Lonpow, May 17, 1917.

Mg. ArTHUR HACKETT,
Bermondsey, S. E.

Drar Sz,

We are in receipt of your letter of yesterday’s date
respecting an ~‘Ullage” case, and this morning sent our man
to the wharf to make inquiries. The Wharfingers (1% Bl = A)
state they are unable to account for ike defictency in weight
(| %2 % #¥), as their sheet says that 50 full cases were
delivered to your carman. However, as you say that the
case in ‘question is marked “Ullage,” they are sending a man
down to inspect it.

Yours faithfully,
RiceARDS & WYMaN,
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4. Settlement of Cleim for “Ullage” Case

Loxpox, May 19, 1917.

M=z. ApTAUR HACKETT,

Bermondsey, S. B.
DEARr Sig,

Regarding “Ullage” Case W. S. R. Cubes

With reference fo (B %) the above, the Wharfingers
acknowledge that the delivery of the “Ullage” Case to you was
theirmistale W A BB B ZHETRETERE ZH), and
we have pleasure, therefore, in inclosing herewith a Credib
Note for 2/9.

Apologizing for the trouble the matter has given you, we
remain, dear sir,

Yours faithfully,
Ricrarns & Wynax.

6. Complaint of Belgium Glass, Claim for Damage

Loxpox, Sept. 3, 1917,
Mgssgks., SpEYER & LiTzER,
Belgiom.
DzAr Srss,
We regret to find on opening up the ten cases of glass
delivered here yesterday by Messrs. Brash and Rotheram
(& 7 4) that 109, (81 ten per cent) of the sheets (3 & k) are

broken, 509 show bubbles (4: # W), and nearly all are badly
seratched.
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Will you please instruct your London Agents (3 f& B 2 48
# A) to inspect and report to you upon this delivery, because
we shall have to claim upon you for 339, of the ami. (amount
Z #) of your invoice—the balance representing our estimate
of the glass as it stands?

As we are under contract (R % & & & H) to deliver as-
sorted sizes (& K4 Z ¥ %) of this quality immediately,
and are waiting your decision before cutting up, we look for
(8% %) your immediate attention to this matter.

Yours faithfully,
C. H. Brown & Co.

6. Complaint Regarding Quality of Paper

BaTg, Jan. 17, 19117,
Messrs. RoBixsox & Smrrs,
London.
DEAR Sims,

We regret fo have to complain of the last supply of
“News” (% M #) sent us. It is extremely unsatisfactory,
being very irregular in substance and finish, and when run
{(/8; . #£) on the machine “fluffs” to such an extent that we
are obliged to stop and clean up at frequent intervals.

‘We do not wish to make difficulty over the matter, but
if we keep the paper we can only do so ot a substantial reduc-
Hon in price () R 8 ), to compensate (7 tK) us for the loss
of time in working—a serious item.

We await your reply.

Yours truly,
Westerx Express Co.
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Y. Letter Urging Speedy Delivery of Cloth

Brisror, May 8, 1917,

Mzussrs, STRINGER & Paus,

Bradford.
GENTLEMER,

We are in receipt of your favor of 7th inst., regarding
delivery of remaining 3 picces of cloth B7922 (R # B E Z ¥
%), which you now promise to deliver in about three weeks®
time.

It would be a great favor to us if you could in anyway
expedite the finishing of these 3 pieces, so that they may be
delivered not later than the 20th inst., as we are under an
obligation to finish an order (75 3k M R 22 %) for Curtains, efe.,
by the end of the montb, and delivery even by the 20th
barely gives us time o make up the goods between that date
and the 31st.

Replying upon your previous promise of delivery within 6
weeks of receipt of order (% 8 Bl £ B B % = £ # M), which
would have been about the 20th ult., we felt we could safely
undertake our order for delivery by the end of May. Thke
delay on your part now places us in a very serious and awkward
position toward our cusfomer (B EZBERESBR R ZH
%% R & 2 Hi4), and we must ask you kindly to do your
best to help us out of it.

Please let us have a line (— 47 Z {§) on the subject by
reburn of post.

Yours truly,
MazmsDEN & SoNs.
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8.  Apology for Delay in Execution of Order

Bravrorp, May 9, 1917,
Mzssrs. MARSDEN & SoNs,

London.
GENTLEMEN,

In reply to yours of yesterday’s date, we very much
regret the delay in executing the balance of your esteemed
order of the 2d ult., which has not been entirely our own fault.
There has been, as you are aware, a great difficulty within
the last two months in getting adequate supplies of the raw
material (B #¥). The panicky siate of the market (32 ti Z W )
has now, however, subsided (# B ¥ i), and we have been
able to lay in a stock of material sufficient to execute all
oulstanding orders (F Bl Z & ), We fully appreciate your
position in the matber and will do our very utmost (% 8 Jr Z Bi
) to send off the goods before the 20th, if possible. At any
rate (%% %% 4 §) you can rely upon getting them at the latest
by that date.

Apologizing for the inconvenience that the delay tn
dispatch (3 Z 4§ #) has caused you, we remain,

Yours faithfally,
StrmveER & Page.

9. Complaining of Deluy in the Exzcution of an Order
’ SotTEAMPTION, March 23.
Mz. S. MurrFETT,
DEes® SIR,

On the 10th inst., I forwarded you an order, requesting
you to execute and dispaich it not later than the 20ih inst.
(BAB TR AHFHTE). The23d of the month
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has now arrived, but the goods have not yel come to hand
(3 & & #), neither have I received any tidings of them (AR %
MZFEIFF XS M). This delay has put me to the greatest
inconvenience, and has compelled me io break my faith (% 15 /8)
with some of my best customers. If you found it impossible
to execute the order by the time stzpulated for (RIBLEZH R
#), why did you not write to me to that effect, in order to
enable me to advise my correspondents accordingly?

I now write most positively to say, that unless the goods
are delivered by the 30th inst., at the very latest, I cannot
receive them, as after that date they will be perfeetly useless.

Trusting that you will use crery effort (¥ 7i) to prevent
further disappointment and delay, I am, dear sir,

Yours truly,
B. Coxway.

10. Answer to the Foregoing

17 SEnpEN STREET, LONDOKX,
March 24.
Mr. B. Conway.

Dear S,

I regret exceedingly the ncndelivery of your esteemed
order, and the incouvenience and disappoinimcrt occasioned
you thereby. I can assure you. however, that I ain in no way
responsible for (R & . . . Z &) the delay, but that, on the
contrary, I have used every effor! (#& ) to secure the prompt
execution and dispatch of the order.

It bappens, unfortunately for us, that just at the present
moment the manufuacturers are overwhelincd with business (R %
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iE U 32 B438), and, in & juneturc such as this, there iz no help
for it but to wait patiently the execution in due course of the
orders sent (IR 2 & % % Z R EF).

‘With the hope, however, of prevailing upon the manufae-
turer in this particular instance (3 % R % & = #8) to use a
little extra diligence, I have written him, by this evening’s
post, a most urgent letter; and I feel certain that if my request
can be complied with (88 & K& ), it most certainly will be.
So soon as I receive an answer, I will write or telegraph to
you such positive information as may prevent further dis-
appointment.

I must apologize (# ¥8) for not having written to you
previously; but the truth is, T myself was expecting every
day to hear some tidings of the order which I might send you.

Regretting the trouble and annoyance to which you have
been put, and trusting these will be speedily remedied (8 %),
1 am, dear sir,

Yours faithfully,
S. MurFETT.

G. TraveLrErs’ LETTERS

Z. To His Firm from a Traveler

Tur VILLAGeE Horern, HUDDERSFIELD,
Jan. 2, 1917.

GENTLEMEN,

T beg to inclose a report (8 # H) showing the calls I
made yesterday, and the replies that were made in response
to my applications (# %) for orders.
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Sheets showing the orders which I have secured are also
inclosed,
My return address will be “Mountain Hotel, Halifaz”

(3 &).
Yours respectfully,

JamEs MASTERS.,

2. From a Commercial Traveler to His Employers

{Place and Date.}
Mzssgrs. HarvEY, Joxes & Co.
GENTLEMEN,

On the other side (4 & # Z % — H) I beg to hand orders,
which you will, perhaps, be good enough to execute and for-
ward without delay.

Although my success in this town has not been equal to
my wishes, I trust you will give me credit for having exerted
amyself to the utmost (¥ §5 % ), and that you will be induced
to consider the resnlts under the present circumstances as
favorable as could be expected. You are aware that trade
in the provinces is in a most unsatisfactory state, and in this
particular locality I can assure you that everything appears
to be in a depressed condition; and go where I will, I ara met
by complaints of the unusual badness of business.

I trust, however, that as I move onwards, maiters will
mend (%2R % # #£). No effort shall be wanting on my part,
not only to do a good business with old customers, but to
open new accounts. 1 will not fail to send you, day by day,
an account of my progress, and I hope it will be in my power
toi ncloss in each letter a full sheet of orders.

Yours respectfully,
G. ROBERTSON.
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8. Another

{Place and Date.)
GENTLEMEN,

I beg to inclose a list of small orders which T have obtained
from your old connections (% 3 #) in this fown. I am happy
to say I have been able to extend it by adding two new firms
to your list, and I believe in both instances you will find them
very reliable. I proceed to-morrow to Shrewsbury, where I
propose remaining two days; my address will be, White Harte
Hotel, High Street.

Yours obediently,
RozrrT TURPIN.

4. Another, Bxpressing Regret for Results

Myomsres Horsr, PORTRUSH
Jan. 21, 1917.
GENTLEMEN,

1 beg to inclose a report showing the calls I made yester-
day, and the replies that were given in response to my ap-
plications for orders. Sheets showing orders which I secured
are also inclosed.

I regret very much that the result of my efforts, as shown
by these orders, is so small, but as you can sse from the list
of aalls, eto., this state of affairs does not occur through any
fault of my own. I have worked hard and used my best
endeavors in every dirvection, bub business in this part of the
eountry iz very bad at present and I have also made an un-
fortunate sequence of calls when the people were out of town.
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Agsuring you that my best efforts will be made to improve
affairs, T am,
Yours respectfully,
Tmomas GARETT,

H. Cmovrar LETTERS RELATING TO INTERNAL
BUSINESS ARRANGEMENTS

1. Admission of @ New Pariner

Porrsuovurr, May 13, 1917.
Mzssrs. A. Horprox, Lrp.,
York.
GENTLEMEN,

I have pleasure in advising you that, owing to the lurge
increase in my business engagements (B & X # Bz #% ), L
have taken info parinership (% 3% . . . AJ%) my senior frav-
eler, Mr. S. Wainwright, who has been a representative of
this firm for the past twenty years, and is thoroughly con-
versand with (4 &) all its defails of management. The name *
of the firm will remain as before (— i "3 &).

Thanking you for your kind support and hoping for &
continuance of the same, I beg to remain,

Yours faithfully,
Arthur Waugh & Co.
ArnTEUR WAven.
(Mr. S. Wainwright will sign:)
Arthur Waugh & Co,
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2. New Pariner Advising His Own Customers

Porrsmovrs, May 13, 1917.

Mg, Ponie THEWAITES,
Brighton.
Drar S,

As you will see from the inclosed circular, I have been taken
info partnership (% 48 A B) by Mr. Arthur Waugh, and shall
consequently have to deny myself the privilege of a regular
call upon you. I feel confident, however, that you will accord
to (& ®) my successor, Mr. Thomas Holding,—whom I hope
to have the pleasure of personally introducing to you within
the hext week,—that consideration and support which yon
have, for 8o many years, given to me. Thanking you, I beg
to remain,

Yours truly,
8. WAINWRIGHT.

8. Death of Pariner: New Pariner Admitted

Grascow, May 1, 1917.

MEesses. M. Powgr & Sox,
Sunderiand.

DEeAR Six,

I beg to inform you that, owing to the decease (3f i)
of my friend and partner, Mr. William Morris, I have taken
into partnership Mr. Robert Custance, late of Messrs. Row-
botham & Co. (&5l 4), 19 Renfield Street, Glasgow (M &),
and with his codperation will carry on this business (& ﬂ‘#}
under the style (4 %) of
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Smithson & Custance

All accounts of the late firm of Smithson & Morris (& 8
2 %) will be settled by Mr. Custance and myself.

Thanking you for the support you have hitherto accorded
us, and trusting stild, to maintain our friendly business re-
lations, we are,

Yours faithfully,
Surreson & CusTaNCE,

(Mr. Smithson will sign:)

Smithson & Custancs,
(Mr. Custance will sign:)

Smithson & Custance.

4. Admission of Son as Pariner

Loxpox, Jan. 28, 1917,
Mapame LAROLLE,
London.

Mapam,

‘We have great pleasure in advising (# %) you that, on
and after the 1lst prox. (F A, B proximo Z %), Mr. Walter
Parton, eldest son of our senior partner, will be admitted a
member of the firm (3 B & £ ] B¢ ® Z —), the style of which
will be altered to (1§ 2 &) that of Messrs, Parion, Son, & Walsh
(et Z & A &R

Thanking you for past favors and calling attention to the
signatures at fool (B %), we remain,

Yours faithfully,
PaABTON & WALSH.

(Mr. James Parton will sign:) ...cceeveeernennanneees

(Mr. Walsh will sign:) ............ erreestrrenseraranen
(Mr. Walter Parton will signt)....iveiiniiaiienenies
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6. Retirement of Pariner: Power of Procuration o Chief Clerk

Swaxsea, June 1. 1917.
Mz. W. FoRTESOUE,
Birmingham,
DEear 818,

I regret to inform youn that my esteemed partner, Mr.
James Wilson, has. owing fo continued il health (B & # & %),
decided to retire, and this business will accordingly be carried
on, as from the above date, under the same style by myself
alone.

T have, however, granted power of procuration (13 )
to my chief clerk (3 % i), Mr. Percival Chambers, whose
signature is appended below.

Thanking you for your kind support in the past, and
trusting fo merif s conlinuance (%3 ¥ # % ), I remain,

Yours faithfully,
Fredk. Richards.
(RicEARDS & Wirsox.)
(Mr. Percival Chambers will sign as follows:)
Richards & Wilson,
PP. Percival Chambers.
(Per procuration Z ¥, Wit R X Z ®.)

6. Circular Advising Dismissal or Resignation of Traveler

NEWCASTLE-OX-T¥NE, Dee. 1, 1817,
Mxsses. ANDREWS & HarvEY,
Manchester.
Drar Sirs,

We beg to notify you that Mr. Robert Smart, who has
been our South-West Lancashire representative for the past
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seven years, has now left our service (B B 3% ¥5), and has there-
fore no authority either to collect accounts or take orders on
our behalf.

We have appoinied in his stead (UK 4% %) our Mr. Seth
James, who has for many years had control of our salesroom,
and 1s thoroughly conmversant with the requirements of your
particular district (A SR RABLBZE EZH & % «).

Mr. James purposes to call upon you some time this
month with samples of our New Spring Novelties (B R&BHE
# % Z# 1K), which we trust will sufficiently interest you to
secure your esteemed orders.

Yours faithfully,
Jomwnsox & Co.

EF—hEEEIARtovdler ZHEHRTHERBEERSH
traveler B~ FHEZATEBBRER XN BERZE—
BREM%W T X
It is with great regret that we have to inform you that

Mr. Robert Smart, who . . . past seven years, has now left

our service.

‘We have appointed. . . .

7. Letler from Seller Regarding Transfer of Business

19 Frmay SreEET, E. C.,
July 19, 1917.
Mzssgs. TrORNOLIFFE & Co.,
Bath.
GENTLEMEN,
I beg to say that the basiness carried on by me for the
past thirby years at the above address has been purchased by
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(B # ... &) the old-established firm of Messrs. W.
Roberts & Co. (% 1 &), who will transfer it as a new depart-
ment to their pwn well-known premises at 15 Wood Street,
E. C., as from the 1st prox.

Messrs. W. Roberts and Co. have taken over the whole
of my liabilities, stock, and book debls (8% ), so that I must
ask you to forward to them all amounts due (% R %& ).

Trusting that you will favor them with the same generous
support that you have always accorded to me. and wishing
you every success, believe me to be,

Yours very truly,
JopxN StarLEs,

8. Circular Announcing an Amalgamation of Business

75 WarLine Streer, E. C,,
July 1, 1917.
MEsses. Morrtmver & Co.,

Bristol.
GENTLEMEN,

We have the pleasure in announcing that, on and after
the 3lst July, our two firms of Messrs. Blake & Cosway (& 7
4). and Messrs. Nunn Brothers (% @ 4), hitherto carrying
on business at 19 Ryder Street, E. C., and 147 Watling Street,
E. C., respectively (5; %), will amalgamate (3 & #f) under the
style-of Messrs. Blake, Cosway & Nunn (H & 8 2 4 #), and
the combined firras will transfer their offices 1o more commodious
premises (¥ Yl & % 57 3 4 % 48 7] Z 4b) at the above address,
75 Watling Street, 8. C., to which all communications (% W&
3t ¥ 15) after the 31st inst. should be sent.
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Trusting that the confidence you have hitherto reposed
in us will be continued, and assuring you that nothing shall be
lacking on our part to merib your favors, we remain,

Faithfully yours,
Blake & Cosway.
Nunn Brothers.
(Now Braxe, Cosway & NuxN.)

9. Establishment of a New Bronch

Loxpon, May 1, 1917,
Mzssrs. FREDERICE WORRALL & Sons,
Liverpool.
GENTLEMEN,

We have pleasure in announcing that, owing to the large
increase in the volume of our trade (# 3% § B) with the north of
England (% B & %), we have decided for the convenience of
our customers (% 4 ¥ B & & &) to open a new branch (¥ & )
in Liverpool and have appointed as manager our Mr. Alfred
Fortescue.

Mr. Fortescue, who has been with us (% B % % ¥) for the
last twenty years, has been granted power of procuration,
and we shall feel obliged if, instead of sending your kind in-
quiries and orders direct to our London Works (7 A& S5 = H
HEHRERRYS A YR A AL A, you will, in future, place
them with him. He is, of course, quite conversant with all the
details of manufaciure (B 52 B 3% Z 1% & 2 8 ), and will
be able to answer all inquiries.
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Thanking you for your valued support in the past, and
hoping for its continuance, we remain,
Faithfully yours,
SwrETMAN & JONSON,
Mr. Alfred Fortescue will sign:
Sweetman & Jonson,
PP. Alfred Fortescue.

10. Circulur Announcing Removal of Premises

16 Hiax St., Loxnbow, W. C,,
_ Sept. 25, 1917.
Messgs. JoserpH Cairp & Soxs,
Cheltenham.
GENTLEMEN,

Owing to the expiration of our lease (¥l ¥ & &) and the
acquisition of the site by the L. C. C. (R # ¥ &, s =5
London Country Council Z %) for streef-widening purposes
V-3 EREErg #),.we have removed to the above address,
immediately in the rear of our late premises.

. Being actual manufacturers we are able to guarantee
the uniform quality and excellent workmanship (# ¥ Z T &) ‘
of our goods, and we shall be glad to be favored, as before,
with your esteemed orders, which shall always have our
prompt and careful attention.

Thanking you for past favors and hoping for a continu-
ance of the same, we beg to remain, gentlemen,

Yours faithfully,
Bensamaw Wavaer & Co.
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11, Letter Announcing the Admission of a Pariner

Lownpox, April 11, 1919.
. Br=,

We beg leave to inform you that we have this day admit-
ted Mr. Thomas Smith as partner in our business, here and at
Manchester. In future ihe siyle of our firm (LA S ZHR)
will be Robinson, Smith, & Co., in London, and Thomas
Smith & Co., Manchester.

Requesting you to note our signatures at foot (¥ # B #%),
we are, 8ir,

Your obedient servants,
Rorinson, SurH, & Co.

12. Iniimaling that an Assistant Signs per Procuration
Loxponw, Oct. 23, 1919.
S,

We beg to inform you that Mr. David Moodie is author-
ized to sign our firm per procuration from this date. Re-
questing you to note Mr. Moodie’s signature at foot, we
remain,

Yours faithfully,
Carsrox Grey & Co.

Mr. Moodie will sigh...cecsernee
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18. Inlimaiing the Withdrawal of a Power of Atiorney

Loxpox, Oct. 23, 1920.
Sz,
We beg leave to inform you that the power of aitorney
(£t % ) authorizing Mr. David Moodie to sign our firm per
procuration is withdrawn (¥ @) this day.
Yours faithfully,
Carstox GrEy & Co.

1. Lerrers Repsarmwg To INsuraxce—FIRE Anp Maring

1. Letter Advisirg Damage by Fire

Lowpon, Oct. 14, 1917,
Tae ExceLrent InstranNce Co.,

London, E. C.
GENTLEMEN,
FIRE POLICY No. 1,437,331.

We very much regret to inform you that a serious fire
brole out (¥% ) upon our premises at the above address,
between 7 and 8 o’clock last evening. All the warehousemen
and clerks had left before 6:30, and only the carelaker was
present (EEHE HF A — ATWB). The second floor (= & %)
iz completely gutted, and much damage has been done by
water to the rest of the building, but all the books of account
(12 %) are uninjured. We are at present unable to state any
cause for the outbreak.

Kindly let us know what partienlars you require from us
when making our e¢laim.

Yours faithfully,
Marx RoserTson & Co.
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2. Reply from the Insurance Company

Loxbpow, Qct. 15, 1917.
Mzssrs. MaBx RoserTson & Co.,
London, W. C.
GENTLEMEN,

FIRE POLICY No. 1,437,331.

I beg to acknowledge receipt of your letter of the 14th
inst. adviging of a loss by fire.

If you will have the claim made out on the inclosed form
GEARMEZE L) and retuwrn it to me, the maller shall
receive alfention (B E N BERFTEBNERT THREIL
#* Z®).

Yours faithfully,
SaMUEL JONES.
(Branch Manager)

8. Part Transfer of Insurance from One Premises to Another

15 Jawmes Sv., Havmarger, W. C,,
Sept. 14, 1017,

Tue Excerrent Instrance Co.,
Lendon, B. C.
GENTLEMEN,

REGARDING FIRE POLICY 7,493,784.

Please transfer £800 of the sum insured under the above
policy from the Dante Press, 14 Bouverie S&., E. C., to our
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own warehouse at 147 King St., Covent Garden, W. C. Wae
are now storing the molds that have hitherto been in the posses-
sionof (RES . . . Ji &) the Dante Press.
Yours faithfully,
Epwarps & Braxe.

4. Acknowledgment by the Insurance Co.
Loxnor, Sept. 15, 1917.
Mxsses. Epwarps & BLake,
Haymarket, W. C.
DeAR Sirs,

REGARDING FIRE POLICY 7,493,784.

‘We are in receipt of your favor of the 14th inst. regarding
warehousing of molds at King St., Covent Garden.

As soon as our Surveyor (& % %), fo whom i has been
referved (B 3k B M MU 3 Bt #% %), reports to us, we will again
communicate with (3 B) you. In the meantime the insurance
is held secure,
: Yours faithfully,

W. HENDERSON.

{Branch Manager)

6. Letter Asking for Reduction. of Fire Premium

CARDIFF, Jan. 8, 1917.
Tae ExcerLext Insuvraxct Co.,
Cardiff
GENTLEMEN,
POLICY No. 246,810.

I shall be glad if you will reconsider the rate of premium
(% B % &) charged for my goods in transit shed, which, as
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you know, is occasionally used as a bonded siore (RERB Z
§ 4 B3 & 1) and sforage warehouse (83 ¥ BF).

The following points, in my opinion, warrant its receiving

preferential freaiment (% %) in this respect:

1. The shed is not artificially heated, and the lighting is
by electricity—the primary current being the Great
Southern Railway’s main generating station.

2. There is a first-class equipment of fire-extinguishing
appliances (% ¥ Z 2 /& /A 2), in addition to the
Fire Float (¥ % JA #) in the Dock (¥ 3%).

3. A water main under hydraulic pressure (% EE J1) runs
round the whole dock side, and it can be tapped
at any crane junecture for extinguishing purposes.

4. No power is employed in the building.

Awaiting your favorable consideration, I remain,

Yours faithfully,
Epwarp JOKES.

6. Letter Asking for Insurance of Additional Premises
New Cross, Feb. 18, 1917,

Tue Excrrrext Instrance Co.,
London.
GENTLEMEN,
POLICY No. 123, 456.

I beg to inform you that I have taken additional premises
next deor, No. 62 Waterside, and have a stock of £7,500 worth
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of goods (ZEHF M E LT 1 H % LK), which I require to be
insured n addition to (Im ) the £20,000 on my premises ab
Nos. 50 to 60.
Will the premium be at the same rate?
Yours faithfully,
J. B. Kax.

¥. Reply of the Insurance Co. to the Above

Lonpox, Feb. 19, 1917,
J. B. Kay, Esq.,
New Cross.
Dean Sir,

Replying to your letter of the 18tk inst., the preminm on
the additional insurarice will probably be at the same rate as
Policy No. 123,456, but please fill up the inclosed form (M £ —
% w8 80, and I will let you know definitely.

Meantime, I am holding you covered.

Yours faithfuily,
Henry CHAPLIN.
{Gen. Manager)

8. Inguiry for Blarine {nsurance Floating Policy

Loxpon, Feb. 14, 1917.

Messes. T. Y. Farwrrn & Co.,
QGracechurch St.,
London, E. C.
Dear SiBs,
Please quote us, by return, your lowest rate for a Floating
Policy (& ® b 2 & %), £20.000 4. 4. R, (against all risks 2
% on general merchandise (¥ & B &), per Cunard (M 2 51 &)
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and White Star (Bt 2 ¥ 4) steamers from Liverpool or South-
ampton, to Boston or New York. Also let us know what
additional premium there would be (% mn % B % % F) for
occasional small shipments in wood and zine per s. 8. Russian
(8t 4), Liverpool to 8t. John's (3 &), N. F.
Yours faithfully,
C. C. Tomransor & Co.

9. Reply to Inquiry for Floating Policy
Loxpox, Feb. 15, 1917,

Mzssgs. C. C. Tomuinson & Co.,
181 Wood St., B. C.

Dzrar Sims,

In reply to your inquiry of yesterday’s date as to our rate
(5% B R %) for a £20,000 Floating Policy A. A. R., on general
merchandise per Cunard and White Star Strs. (steamers Z &
%) from Liverpool or Southampton, to Boston or New York,
we can quote you 2{3%. This is an exceptionally low raie
(% 5% 15 28 g B 48 ' Z ), and wo trust you can pass us the
business, On shipments in wood and zine, per s. s. Russian,
from Liverpool to St. John’s, N. F,, the extra premium would
be 5{9%.

Yours faithfully,
T. Y. FarweLL & Co.
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210. Insurance of Goods on Sea Voyage

Loxpoxw, June 17, 1917,
Tue Ocran Insvrance Co.,
London.
Draz Sims,

Ishall be glad if you will hold covered the undermentioned
articles of clothing, etc. (¥ ¥ Z KB % #), the property of
my wife and self, sailing by s. s. Tonic (# 4) from London (3
=) to Sydney (3 &) on 25th inst.

On 1 case Household Goods............ valued at £50

1 ,, Silver Goods....ccceruemnenenn a5 £30

1 ,, Books, et. ..ccoverranrrannns s - £10
Yours faithfully,

JaMEs MORTIMER,

11. Ordering Insurance to Be Effecied

Nov. 25, 1919.

8w,

Please effect insurance (ff B) against all risks (H R % |
& &j for £1,500, on 25 packages shipped, per Rusiam, from
Liverpool to Port-au-Prince (1 4), consigned to Mesars.
Noble, Walker and Co. (% 7l 4&), on our account.

At foot are particulars of the shippment.

Your obedient servants,
Privce, Fosrer & Co,

(Name and Address.)
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12.  Effecting Insurance

November 27, 1917.
GENTLEMEN,

Agreeably to your wishes, I have effected insurance
against all risks for £1,500, at . . . , on your account, on 25
packages, per Rustam, from Liverpool to Port-au-Prince.
The policy (1% #& B) will be forwarded to you in due course.

Your obedient servant,

Joay WALLDEN.
(Name and Address.)



J. ADVERTISEMENTS
1. Offer for Stiuation

A. Assistant Clerk wanted by a Foreign Shipping Houss,
an experienced and good correspondent; best references
required. Address in own handwriting, stating age (under
30 preferred) B. D. C., ¢fo J. W. Vicars, 5 Mincing Lane, H. C.

B. Wanted, a young man, who is competent to keep
books, to assist in Office; must write a good hand and cast
accounts correctly.—Address, with reference, Box 350,
“Daily News.”

C. Translator, a vacancy occurs, in office of a trade
journal for a gentleman with good financial and commercial
experience, who is able to read French and German, and to
translate from these languages inte English. Good salary to
competent man. Address X. Y. Z,, Office of “Daily News,”
Fleet 8¢, E. C.

D. Bookkeeper and Correspondent—Wanted, a Book-
keeper, competent .to keep the accounts, and assist in con-
ducting the correspondence of an establishment. Address,
stating experience and giving reference, A. B. C., cfo Bells’
Advertising Agency, Fleet St., E. C.

E. Traveler for France wanted, by an Export House, a
young Englishman preferred. He must possessa good appear-
ance and address and be a thorough master of the French
language. Address G. 350, “The Times” Office, E. C.
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F. Wanted a young man, eighteen or nineteen years of
age, to act as Invoice Clerk; must write 2 good hand.—Address,
in own handwriting, “Business,” care of “Nightly News”
Office.

G. Salesman—An old established house can use an
energetic, experienced salesman in the paint and varnish line;
one who prefers an outside position; age not over thrity-five
years; to such a man as can fill the requirements a good oppor-
tunity is offered. Inclose testimonials. Address, stating age
and experience, and giving references, H. 36, “Ledger” Office.

H. Wanted immediately, a good packer, having ex-
perience in packing books and other publications. Apply,
in writing, to Box 230, “Commercial News” Office.

I. Wanted—To take charge of Credit Department, an
experienced bookkeeper and good correspondent; best ref-
erences required and man under 30 preferred. Address A. B.,
“Herald.”

J. Bookkeeper and General Manager Wanted—An
experienced bookkeeper, correspondent, and practical business
man wanted to take charge of & lumber company at Newport.
Liberal salary will be paid to the right man. Address, stating
age and experience, o Newport Lumber Co.

K. Partner Wanted—A long established house of Corn-
mission Merchants at Liverpool comnected with the South
American trade is prepared to admit a junior partner with
£300 to extend a new and profitable branch of the Export
Trade. Splendid opportunity for a young energetic man.
Replies, stating amount of Capital to “Brazils,” Office of
Liverpool “Mercury.”
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L. Required, by large foreign firm of produce merchants,
gentleman to take entire charge of London Branch. Appli-
cants must be men of good standing and business capabilities
and have a good knowledge of foreign languages and be able
to furnish security if required. Apply in first instance to
Messrs., A. B. & Co., 11 New Broad Street, B. C.

M. Office Boy—Wanted, in a Commission Agents’ Office,
a Boy, about 14 to 16. Wages for first year 5s. per week.
Apply, In own handwriting, to M. K., 14 Fleet St., E. C.

N. Wanted an efficient clerk, with a practical knowledge
of bookkeeping and accounts generally, for an office in Liver-
pool. State age, salary required, and former experience to
J. D. Temple, Liverpool.

2. Situations Wanfed

A. Journalist, thoroughly qualified, is open o supply
country periodicals with special articles, a weekly column
of comic paragraphs, efc., on reasonable terms; sport a
specialty. Wirite to E. R., cfo Editor, “Iron Monger,” Fleet
Street, London, E. C:

B. Printers’ Manager, practical and experienced, offers
his services to firm where energy and integrity will be ap-
preciated; would edit Provincial weekly or work up branch
business; life abstainer; moderate salary; excellent references—
P. M., 32 Attwell Road, Peckham.

C.  To Stationers—Assistant Manager, smart, practical,
experienced, and economical, desires immediate change,
excellenit references, moderate salary; “Active” Commercial
News, 30 Fleet St., E. C.
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D.| Correspondent Clerk requires sitmation (or truste
worthy |situation) in country house of wholesale merchants;
has good practical experience, first-class references; age 24,
X., efo [Walker Bros., 30 Bouverie St., E. C.

E.| Mr. A. Baker, General Printer, Bury St., Edmunds,
wishes to recommend a steady, intelligent, industrious young

man (20) as News Compositor.

F.| Wanted, a position as Banto by a Chinese, aged 35,
who hags had many years’ experience in Shanghai in chemicals,
both medical and industrial. He has, however, no knowledge
of any foreign language. First-class references and first-class
surefies can be given. Address X. Y. Z., care of “Advertiser”

imes” Office.

A position as Salesman by a competent Japanese
either | in English or French firm. Highest Testimonials.
Write |“Japanese,” care of the “Japan Times” Office.
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