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;asdfgf ;1kjhj asdfgf ;1kjhj asdfgfl s1kjhj asdfgf sk ihy
asdfgf ;1kjhj asdfgr ;1kjhj asdfer ;1kjhj asdfef ;1kJhJ
Q;asdfgf ;1kjhj asdfgf ;1lkjhj asdfgf ;1lkjhJ asdfer 1k
j Bsdfgf ;1llkjhj asdfgfl s1lkihj esarel ;1kjhj asdfgfl - e Thi
% gsdrgf ;1kjhJ asdfgrl ;1kjhj asdfgf ;1lkjhJ asdfel :1kjhi
| asarer ;1kjnj asdfer ;1kjnJ asdfgf ;1kjhj asdfer ;1kjhJ
;'asdfgf sikyny asarer :1kjhg asdfgf ;1lkjhj asdfgfl 11k jhd
z:asdfgf ;1kjhj asdfgf ;1lkjhJ asdfgf ;1lkjhj asdfgfl iR
} asdfgf ;1lkjhj asdfgf ;1kJjhJ asdfgf ;1lkjhj asdfgf ;1lkjhj
. asdfgf s1kjhj asdfegf ;1kjhJ asdfgf ;1lkjhj asdfgfl <1kind
é:asdfgf ;1kjhj asdfgf ;lkjhj.asdfgf ;1kjhj asdfgfl skkdb]}
; Bsdfef s1kjhJ asdfgf‘;lkjhj asdfgf ;lkjhj asdfgf 3 1 l=sns
@sdfgf ;lkjhj asdfgfl ;1kjhj asdfgf =liihd ésdfgf s 1
é asdfgf ;lkjhj asdfgf ;1kjhJ asdfgf ;1lkjhj asdfgf ;1kjhj
%;asdfgf ;1kjhj asdfgf ;1lkjhj asdfgfl ;1kjhj asdfef ;1kjhj
j;asdfgf ;1kjhj asdfef ;1kjhJ asdfgf ;1lkjhj asdfgf ;lkjhy
.asdfgf ;1kjhj asdfgf ;1kjhJ asdfgf ;lkjhJ asdfgf ;1lkinj
7€asdfgf ;1kjhj asdrgf ;1kjhj asdrgfl s1kjhd asdfgr ;1kjhd
%asdfgf ;1kjhj asdfrgf ;1kjhj asdfgfl ;1kjhj asdfgf ;1kjhJ
sdfgf ;1lkjhj asdfgf ;1kjhj asdrgf ;1kjhj asdfrgf s1kjhJj
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all
lad

gas

fall

Jjags
gala
fags

glad

has
fag

add

lass
shad
asks
éall

dash

flash

salad

fad
had

lag

adds
gash
lags
lakh

gads

shall

falls

o
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Jag
sag

sad

alas
slag
sash
hash

sags

flags

glass

-

dad

ask

hag

hall
half
lads
fads

lash

slash =

flask
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awsedrqf ;olikupj awsedrqf

awsedrqgf
awsedrqf
awsedraf
awsedrqf
awsedrqf
awsedraf
awsedrqf
awsedrqf
awsedrqf
awsedragf
awsedraqf
awsedrqf
awsedraqf
awsedraqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf

awsedrqf

;olikupJ
;o0likupJj
;o0likupJ
soltkup
solikupj
s;olikupJj
soldikup]
;0likupj
solikupy
solikupJ
solikupJj
solikupJj
solikupd
solikupJj
;0likupJj
;olikupj
;0likupj
solikan]

yolikupj

awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqgf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf

awsedrqgf

solikupi

awsedrqf

solikupi

solikupj awsedrqf ;olikupj

solikupJj
;olikup]j
;olikupJ
~olikup:]
solikup]j
sollikupj
;olikupJj
;olikupJ
sollkupy
;olikupj
;0likupJj
;olikupJj
solikupj
;olikupj
;olikupJ
TOLLEUD]
;0likupj

;olikupd
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awsedrqf
awgedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedrqf
awsedraf
awsedrqgf
awsedrqf
awsedrqr
awsedrqf
awsedraf
awsedraf
awsedraf
awsedrqf
awsedrqf

awsedrqgfl

yolikupi
solikupd
solikup]
solikupj
solikupJ
;olikupj
;olikupj
solikupJ
$olikupi
;olikubj
;olikupj
sollleup
;olikupJ
;olikupd
;olikup
;olikupg
;0likupJ

;olikupj
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sails
Jjokes
sales
forké
oriel
awful
isles

21318

fields

Jokers

drawls

flukes

lakes
folds
kodak
kraal
doles
loser
lurks

liked

praise
equals
parade

spueal

laurels

profuse

walks
offal
quail
rails
Jails
weigh
fails

quake

squall
Julled
o B3t B

paddle

release

fielder

—t4=

proof
asked
usual
parse
quaftf
péaks
world

loose

pallor
aisles
DOWWOW

filled

Jjailers

willful

dirks
Jjerks
would
skull
larks
dells
power

rides

‘easels

oppose

floral

‘kilied

skilled

fiddler
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grtfrf hjyvjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjud
gfter-hiyjul gferrt njyjudigftsret hivijuj eftfrf hiviul
gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf njyjud
gt hijyjuj gftirf hjyjuj gftfxf hjyjul gftfrfvhjyjuj
giMEfr e hiyjuj ettfre hjyjuj gftfrf hjyjuj gftfrf hjyjuj
gftfrt hjyjuj @Etfrf hjyjuj gftfrf hjyjuj gftfrf hivjud
grEfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf'hjyjuj
grifrf hjyjuJ gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj
gLyt hjyjud gyt hjyjuj gftfrf hjyjuj gftfre hjyjuj
gEEERERIy juf gretre hivyiuj gfttfrf biviul efefrt hiviudy
grtfrf hijyjuj gftfrf -hjvjuj gftfrf hjyjuj ettt b o
grterf Rjyjud gftfret njyjuj gftfrf hjyjuj gftfrr hjvjud
gEtEef Rijvjuj gftfrf hijyjuj gftfrf hjyjuj eftfrt hiv il
grtfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf hiyjuj
gftere hjyjuj gftfrf hjyjuj gftfrf hjvjuj eftfrf hiyjuj
gfLert hjyjuj gftfrf hjvjuj gftfrf hjyjuj gftfrf hjyjud
gftfrf hjyjud gftfrf hjyjuj gftfrf hJjyjuj eftfEs hivitd
gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf hjvjuj

eftfrf hjvjul gftfrf hiyjuj gt hiyiuj eftizf o)
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gulld

party

sheiks
eighty

yields

dutiful
yodlers
waggish

hatless

Jugglers

yourself

. struggles

o

healthful

i

holds.

their

ushers
Jjoyful

styles

largely
thought
kettles

filiate

although

fiotilla

yesterday

sleepwalk

eraglass lithograph

there

light

faults
artful

Jjuster

greatly
luggage
regular

hopeful

youthful

latitude

sweltered

quietness

=2 B

keyed

gulfs

youths

others

shawls

haughty
thyself

illegal

streaks -

disloyal

faithful

udderless

slaughter

durst

pupal

gargle
gladly

quarto

qualify
patrols
trifles

loosely

literary

greasily

therefore

haughtily

hippogriff  powerfully flashlighn'
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azsxd :/1.k cfvgb ;Juhn azsxd ;/1.k ofvgD: Jubn

azsxdysfl. cfvgb ,jmhn azsxd ;/1l.k cfvgb ,Jjmhn
azsxd ;/1.k cfvgb ,Jjmhn azsxd ;/1l.k cfvgb ,Jjmhn
azsxd ;/l.kX.cfvgb ,Jjmhn azsxd ;/l.k éfvgb , jmhn
Vazsxd orf it cfvgb ,jmhn azsxd ;/l.k cfvgb ,Jjmhn

cfvgb ,jmhn azsxd ;/l.k cfvgb ,Jjmhn

k
X
k
azsxd ;/1l.k cfvgb ,jmhn azsxd ;/l.k cfvgb ,Jjmhn
k
k
azsxd i1k
k

azsxd ;/1.k cfvgb ,jmhn azsxd ;/l.k cfvgb ,jmhn
azsxd ;/1.k cfvegb ,jmhn azsxd ;/1l.k cfvgb ,Jjmhn
azsxd ;/1l.k cfvgb ,Jjmhn azsxd ;/1l.k cfvgb ,Jjmhn
azsxd ;/l.k cfvgb ,Jjmhn azsxd ;/1l.k cfvgb ,jmhn
azsxd ;/1.k cfvgb ,Jmhn azsxd ;/l.k cfvgb ,Jjmhn
azsxd ;/1.X cfvgb ,Jjmhn azsxd ;/1l.k cfvgb ,Jmhn
azsxd ;/1.k cfvgb ,Jmhn azsxd ;/l.k cfvgb , jmhn
azsxd ;/1l.X cfvgb ,Jjmhn azsxd ;/l.k cfvgb ,Jjmhn
ézsxd ;/1.k cfvgb ,jmhn azsxd ;/1l.k cfvgb ,Jjmhn
azsxd ;/1l.k cfvgb ,Jjmhn azsxd ;/1.k cfvgb , jJmhn
azsxd ;/l.k cfvgb ,jmhn.azsxd ;/1.k cfvgb ,jmhn
azsxd ;/l.k cfvgb ,Jjmhn azsxd ;/1l.k cfvgb ,Jmnn

azsxd ;/1.k cfvgb ,Jjmhn azsxd ;/l.k cfvgb ,Jmhn -
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zonal local
could lacks
o 1k indue
verbal jdvial
“bellow smacks
.sandal blazed
‘gambols dawdler
Jackets dazzled
swiveis Jjournal
decimal mortals
ricebird marginal
' ninefold
momentous
priceless

small
women

axled

delves
kaolln

tubing

musical
knocked
coltish

fizzled

entrance

flaxseed

valueless

foreclose
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ileum
model

child

behalf
fabled

sinful

violets
several
logical

moodily

location

mythical

lampblack

vexatious

Xenon

final

extra

‘python
purely

labour

natural
Jumbled
natural

daybook

autumnal

loveless

displaced

economics
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abcdefghijklmnopqrstuvwxyz
abcdefghi jklmnopgrstuvwxy?z
abcdefghijklmnopgrstuvwxyz
abcdefghijklmnopgrstuvwxyz
abcdefghijklmnopgarstuvwxyz
abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqarstuvwxyz
abcdefghijklmnopgrstuvwxyz
abcdefghijklmnopQrstuvwxyz
abcdefghi jklmnopqrstuvwxyz
abcdefghijklmnopgrstuvwxyz
abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqrstuvwxyz
abcdefghi jklmnopqrstuvwXyz
abcdefghi jklmnopqrstuvwxyz
abcdefghijklmnopgrstuvwxyz
abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqarstuvwxyz
abcdefghijklmnoparstuvwiyz
abcdefghijklmnoparstuvwxyz
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zyxwvutsrqponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedoba
zyxwvutsrqponmlkjihgfedcba.
zyxwvutSrqponmlkjihgfedcba
zyxwvutsrgponmlkjihgfedcba
zyiwvutsrqponmlkjihgfedcba
zyxwvutsrgponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrdponmlkjihgfedcba
zyxwvutsrgponmlkjihgfedcba
zyxwvutsrgponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrqponmlkjihgfedcba
zyxwvutsrgponmlkjihgfedcba
zyxwvutsraponmlkjihgfedeba

zyxwvutsrgponmlkjingfedcba
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£+ 8% RBegEO

AUtk xR Y =8
ddeal alike value music
stark fetch logic Jjingo
1intel pocket rumple gallon
phenol tawdry uneven Juster
pleased Jointly receipt tumbled
amounts” lodging citadel shrubby
discount possible frequent umbrella
commence intermit fencible contents
ordinals bewailed included victuals
zodiacal mannerly telegram hatchway
adjection condition increased complaint
regarding principal clockwork provision
stationary practorian headmaster yardsticks
remittahce illnatured discompose metaphrase
particulars sedimentary honeylocast irreparably
chirography explanation kindhearted communicate
86§§é§§6£§ry predominance anticipation kaleidoscope

sullification philanthropic effiorescence unserviceable
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as

low

ice

pivot
sinfull
kedge
show
thank

Sd.x
ladies
tLwO
tonight
fez
article
love
humour
kXinsfolk
hint
abnormal
decided
good
blamed
controls
{aybook
hezlthful
gambols
twoline
told
dreamless
arrival
improvement
space
injunction
marriage
- algebraic
P groceteria
- along

ockinghorse
}verticillaster zoograft

¥ A %
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‘?sys ematization gristmill

Xk F il

BReBE(Z)
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she line day

send islet size

cloud 1T and

bar view neck

train jerked do

surely ism axled

d 68 dear but ]

hydra or format

remarks long cliff

sir massy doctor-

upheld eight see

maxilla disk Joyful

kit thirst subsoil

member may tickets

what floral send e

tell quriks forelock

majestic about formless

very rescue theatre

cutlass inimical much

Jjunkets lip could

three exercise Jjumbled-

mythical next various

stammerer tobacco snuffled

discussion shrewd noxious

samara totaled examination

invitation monarchical unking

feign side feebleminded

dazzled marginal fabled

trickled jounalist quirks

mamma.lian score liverty

accunmulated smallpox miss

equipped philosphically quilted

lientenant disinfection citizen

consideratlonbaffled circumstance

desired discussion ideographic

accurately little recent

vivified diagram geometrical
contemptuous expostulation

debarkation Jjounalist written

sidewalk preliminary gentlemen

‘cavesdropping slumber standardization

punctuation obstructionism engine

fieldmarshal interprovincial extravagance

automobile = distinguish photocombustion
sophistication xanthinuria
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B SR

Asia

Frank

. Kirkwall

Pauline
Ulpian
Zenobia
Ethiopian
Johnson
Olive
Thomas

Yankee

'nDrig

Italian

Norseman

British
Grace
Lawrence
Queen
Vandalic
Agave
Filipino

Kenneth

Placentalié

Uppsala
Zionism

Ella

. Jehovah

-Ottoman

Teuton

Yiddish

Christmas
Harold
Minnie
Russia
willa
Bertha
Gregory
Lassa
Quetin
Velda
Atlantic
Florida

Koran

~Raul

Uboat

Douglas
India
Newmarket
Samuel
Xiphias
Caroline
Hellenian
Marion
Roman
Weissgorn
Begoina
George
Lucifler
Querruft

Vatican

Zoroastrian Jewel

D

IR TEUEREs 2 L &

Elyria
Jennie
Oscar
Tiltiie
Yoridk
Digitalis
Iliad
Newton
Sally
Xrays
Crimean
Hemiptera
Mister
Rose
Washington

Chen
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Raphael paints wisdom, Handel sings 1it, Phidias carves it,
Shakespeare writes it, Wren builds it, Columbus sails it,
Washington arms it, Watt merchandizes it.

Prominent Americam inventors, manufacturers, and financiers:
Robert Fulton, Eli Whitney, S. F. B. Morse, Alexander Graham
Bell, Thomas A. Edison, Stephen Girard, John Wanamaker,
Marshall Field, Edward, A. Filene, Glenn, Curtiss, Orville
Wright, J. P. Morgan, F. W. Woolworth, Richard W. Sears,
George Eastman, George Westinghouse, Charles P. Steinmetsz,
Theodore N. Vail, Elbert H. Gary, Russell Sage, Jay Gould,
Hetty Green, Jas. J. Hill, E. H. Harriman, John D. Rockefeller,
Andrew Carnegie, Charles M. Schwab, Alfred p. Sloan, JXay
Gerard Swope, Henry Ford, Walter P. Chrysler, W. W. Atterbury.,
Andrew W. Mellon, William A. Durand, W. L. Douglas, George M. -
Pullmon, John Hayes Hammond.

Among the great business organiztions of the United States
are the United States Steel Corparation, Standard Oil Company,
Bethlehem Stesl Corporation, Anaconda Copper Mining Company,
General Electric Company, Toledo Scale Company, Butler
Brothers, The B. F. Goodrich Company, General Motors Corpora-—
tion, Simmons Hardware Company, Pittsburgh Plate Glass Company.,
United Cigar Stores Company of America, The National Cash
Register Company, Paramount Famous Lasky Corporation, St.
Joseph Lead Company, International Harvester Company, Inter—
national Shoe Compary, Radio Corporation of America, National
Dairy Products Oorporation. :
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1234567890 1234567890 1234567890 1234567890 1234567890
1234567890 1234567890 1234567890 12334567890 1234567890
1234567890 1234567890 1234567890 1234567890 1234567890
1234567890 1234567890 1234567890 1234567890 1234567890

1234567890 1234567890 1234567890 1234567890 1234567890

0087654321 1234567890 0087654321 1234567890 0987654321
0087654321 1234567890 0987654321 1234567890_0987654321
0987654321 1234567890 0087654321 1234567890 09876543521
0987654321 1234567890 0087654321 1234567890 0087654321

0987654321 1234567890 0087654321 1234567890 0987654321

12345 67890 12345 67800 12345 67890 12345 67890 12345
12345 67890 12345 67890 12345 67890 12345 67890 12345
12345 67890 12345 67890 12345 67890 12345 67890 12345
12345 67890 12345 67890 12345 67890 12345 67890 12345

12345 67890 12345 67890 12345 67890 12345 67890 12345

54321 09876 54321 09876 54321 00876 54321 00876 54321

- 54321 09876 54321 00876 54321 09876 54321 09876 54321

- 54321 09876 54321 09876 54321 00876 54321 09876 54321
'5;321 00876 54321 09876 543231 00876 54321 09876 54321
54321 09876 54321 09876 54321 09876 54321 09876 54321

E -24-




X 5 X Ldl ¥

FAKE HEER
B FRKR BAER

. 542 148 758 301 625 497 496 109 927 437

é 137 629 430 371 164 368 493 697 619 505
010 075 519 907 074 691 426 518 670 434
4 587 906 497 923 405 627 830 903 069 406
§%'731 618 905 689 631 419 676 680 646 790

7016 3973 6301 1689 0312 1682 2670 6179
6432 1478 4390 5805 4187 4317 6993 4317
5084 2689 4204 4218 6749 4396 6789 5396
3684 9764 6903 4816 6120 4875 4126 58237
0076 5124 1261 6319 9621 1683 1276 8747

e o

i

ETER HTFRE O

217 821 095 571 473

503 169 967 676 9867
838 809 753 672 166
697 216 416 480 617
410 102 276 295 529

9361 8161 1673 1600
6454 4370 5975 49795
1548 6810 5874 5973
1267 4812 3138 7215
3160 6070 6911 1685

57892 146790 41286 32176 98214 61479 49715 51790 49904 32742
7329i 69106 42985 31704 51270 87614 27694 14750 48306 09627
41286 14268 .21684 81287 42094 37625 12760 91463 72846 69741
07607740962 61436 14687 67498 53760 68976 64901 16873 46805
17083 61286 41676 90101 28016 13852 21681 64016 50987 61701

184206844 748630664 693872741 5123905676 148906171 919068512
670016496 741420913 313890168 616913214 368068469 906767117
éQ4948163 4126849036 261684707 381689362 175213212 160409863
207060105 086160673 602671730 581867282 882091673 618094317
521908045 680175121 168027223 168069061 689067272 593727721
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in 123456 the

me
it
be
us
he
OF
we
1S
I
to
as
up
at,
so
am

do

S+ Tot

an

of

00876

781439 end 78254

147162
40£472
474921
521084
147326
214690
907641
983184
327495
784309
187438
197944
894765
100486
890472
732947
398473

did
her
him
big
you
why
ask
ray
was
are
men
she
sSir
can
nor
use

big

78563
21302
38752
49831
13121
78572
049028
67135
20067
35907
12853
78174
48721
35674
21985
20854

30386

807493 yet 87435

ever 3291 given 297

time 7702 buyer 158

here 2739 edify 296

even 5046 thing 384

much 4914 ridge 376

they 2109 think 347

well 2178 dully 319

yvour 90350 ought 510

like 1141 small 444

wish 4893 after 935

cede 7945 essay 218

kill 5749 usual 874

vest 8943 shall 529

that 1483 equal 874

dear 7591 cause 313

many 9832 exist 905

what 1740 place 432

also 3245 board 281

show 1457 draft 232

each 2184 quite 969

bucket

thrive ¢

regret
Verity
number
refund
foiled
Jumble
postal
assist
draper
voiees
oppose
ambush
become
wonder
gravel
avehue

desire

38

10

83

43

17
95
47
42
84
58
21
36

47

retired
further
kindred
benefit
fifteen
certify
trestle
limited
million
azaleas
lionize
wrought
nut ity
clothes
sweetly
politic
brought
dealers

boilers

course 94 acguire

1
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X 8 x = 1 =%
$+ L XTI
T4 > kB ELE o
g2E L RERAFER 2.FFAAHY S RIXATH
1. Diamond cut diamond.
2. No pain, noaln:
3. Content is happiness.
4. Fortune favors the brave.
5. Beauty is but skin-deep.
6. Do not judge by appearance.
i Make hay while the sun shines.
8.. Life 'abounds in opportuniﬁies.
9. Man is the creature of the age.
10. Inscrutable are the ways of Heaven.
11. Real friendship is a slow grower.
2. Guard yourself from false Triends.
13. Example is better than precept.
14. Death is preferable to dishonour.
15. Give me liberty or give me death.
16. Gold will not buy everything.
17 All that glitters 1s not gold.»
18. Poverty is the mother of all arts.
19. When a friend asks, there is no tomorrow.

20. Cheerfulness is the best promotor of health.

= 27 kS
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13
14.
15.
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17

i8.

: Practical English Typewriting
Y5+AR XaHE S

Manners make the man.

A penny saved is a penny gaind.

A bad workman quarrels with his tools.

He is teaching an old woman to dance.

Money is the key that opens all doors.

Though murder has no mouth it speaks.

Adversity makes wise though not rich.

Prove a friend before you trust. him,

Who looks not forward find himself behind.

The future always grows beautiful and bright.

Do not ask which is the right way from the blind.
Marriage halves the privilege put doubles the duty.
Keep your mouth shut and your eyes open.

Special providence watches ovef idiots and drunkards.
Without method little can be one to any good purpose.
The time is no more ours than the time past.

What may be done at any time will be done at no time.

Life that is too short for the happy is too long for the
miserable. :

The true defense of a nation lies in the moral qualities

= ©f its peoples

A person with good manners is always an agreeable

~ companion.
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ﬂ‘vﬁk%ﬁ*‘%’?%iiﬁ > HERITAER, 7] iﬁ% » ERBRZFR > RAZE
BT ARETRE L ESTARSL ﬁmﬁf&ﬁﬁ’}#ﬁi s RAMEREZ > BHEE
FEZRARRITE » AIBAR

1. » 47% (Fuil Stop or Period) FAA X » WHEF& > KA i‘z"I o

2. , iEEZ (Comma)

8. 5 %X ¥ (Semi colon) 4§} 'UE%( ) B—RELIGKe
4. : % & (Colon)

6. ? B3 (Question Mark)

6. | M3 (Exclamatory Mark) F['1R[.IHBT & o

7

8

2

. " B3 (Quotation Mark) [ 148 i s 4% o
. ' w3 (Apostrophe)
.~ ##% (Hyphen)
10. — £ #| (Under Score) 3T 7 F47Z T3 o
11. # # 3 (Number Sign) Ju 43t 3% » F[No.JR X o
12. $ 70 (Dollar Sign) &} R > AARISIAL/1# &K
13. $ SR (Teals) JndE 3% > AAKITIRHAZ[SIHK o
14. £ 4% (Pound Sign) 4= % » AAK[L]1# Hyphen [-]1# &K o
15. % E /4% (Percentage)
16. & (And) 2% > ABARLEH o
17. @ Ebah 2% o
18. ¢ Cent 2 58 > JmfENEE > A KE[cIHL/]
19. / 4}# (Slanting Line) A# AA S H > Jo1/4, X ARK Hwk 55 J0i/1/1938.
20. () # 7K (Parenthesis)
21. * E £ (Asterisk) fu &% 3%, 5 A E [x] & Hypren[-1# go X AAEIAIR M E V]I &ke
22. § &Y (Section) 3T A E[s]18-—# > # Line Spacing Disengaging Lever (U.18)
HEo EEEE LRFEsIHT o
28. -+ /3% (Plus Sign) 2647 Hyphen[-] » i # Line Space Disengaging Lever # t » # F 4 #F
I[N 1er k> BERBRA > hBAB > AL LHTY o
24. — ¥ 3¢ (Minus Sign) A Hyphen[-]1fX % o
25. X # §.(Multiplicative Sign) Fi[x]1fX % o
26. = Bk §% (Divisional Sign) J [-1R [: THH ¥ & o
'97. = 4% (Equal Sign) %£37[=]1 > B —# > ¥ Shift Key BT X > BHE— LG T o K&
ClEAREREEE L AR RS T o TEHFB > ALY o
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on 34 4% 5% 6__ 7& 8' 9( 0) —* - 3" 34 4% 5% 6 76 8L 9( Q) =7

Q" w# e % t_y& u' 1( o) p* aq" w# e T% t._yeu' 1('0) p*

_a" s§dg fHeg_he J' k(1) ;* al s# A3 % g_h& J* k(1) ;*

Z" z# c$ v% b—ne&m' ,( .) /[* z'" z#c$ vl b_n&m' sz

3.
4.
5.

6.

8.

9.
10.
-5
12,
5
14.
15.
16
37,
TIe.
1.

20.

A great many well-known events happened in the year 1902.
This is nearly twenty-four hourse, late.

What is thé sum of 189804 and 9847537

The price is fifty dollars less 15% discount.

8" 4' by 6" 4! is large enough.

Mr. S. K. Liu, M.A., will lecture on "Social Evils."
I enclose a sight draft, value $300.

But is old, old good old Christmas goner?

#31 Hat Hooks, style B, $4.25 per hundred.

Mr C. K. Zebley, c/o S. J. &G. I. R. R., Xenia, Ohio.
Our terms are thirty days, or cash less 1%.

2 spindles "Ala_ddin" Fingering, Pink @8s. 6ds.

Use two hypens (--) for a dash.

Messrs. Hall, Hartwell & Company, Jersey Gty

The text-book contained 19 lessons and a short test.

Fach sheet should bear the "Rickshaw" water-mark.

The price of the bread was reduced to 5% Z on Mondasf.
The length of the track is 2 7/8 miles by agreement.
A new work, "Facts and Fancies" (price 6s. 0d4.), on sale.

The young salesman finally traded in machine #847394.

¥
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The customer gave two notes of $40.00 each in payment.

A rebate of 5% was allowed on Sharp & Brown's policy No. 43.

"Hurrach! Hurrach! The poor shipwrecked sailors are saved!
According to agreement, we enclose cheque for 15s. 94d.
"Thus the whirligig of time bring in his revenges."

Each of the notes was drawn for one year at 6% interest.
I am sending the holders (large size) by mail.

We hasten to say that a discount of 44% may be taken off.
For a time the man! s face showed great bewilderment.

We have been informed that Morgan & Wright were in the deal.
The Committee found that the length of the boat was 23'8".,
We agree to pé.y the sum of thirty-five pounds (£35.0.0).
Interest is payable at the rate of 5% per annum.

The original name of the corporation was Jones & Fowler.

The underscore tells the printer when to use italics.

Messrs. Street & Harbottle have made an assignment.
The sold 1% pounds 5¢ a pound an } of a pound for 2¢.

A 3" ribbon may be used on this machine.

The asterisk (v*) is used as a reference to a passage in the
margin. ;
$600 =+ 1,500 = 40¢ per unit

Actual quantity x difference in rate, 1,000 x 2¢. = $20

Value of completed product = $1.80+ .20+ .70 = $2. 70 per
unit.

Quantity difference x standard rate, 200 x 10¢. = -20

To low a character blow the lihe to write certain symbols,
turn the platen forward slightly; thus Hg SOg4,

Solve (x —a)2 - (x~-Db)2 =(a-Db)2

=51=
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gor—  RAREC

A =FE kYR AT T2 ERT R FRLGE &S YL TRl SR
FRLRARYEEHE > UEAR O RARANREELE JVAMBEE O YR EARKSE
% o

BALBEASEEEX T BYN- > TRAE > HRAEMR EETE  WE—R, XTHAER
F > BT > HoRETR ) WRHE

' TRIHE > BTF L2 ERF > TRITAEFRAER

1. Ea4% > aB() > BERWOMR@ &> BE=Ho

2. X Bk FE-HO

3. Mg ELEME( Ik Z—Ho

4. EZEG)EXEGIRE—HC

b. AEA R B > FAZEH -

6. 3B PHI()LE > ALK RE—EARLNREEHRLE > AEE—He

7. ¥ B () RELBCYEEROBAR@ATANRC » LA BILIEEELES

o

[ ] “‘We refer you to booklet (page 16), in which you will find,” ete.

&

BEE T &

ARG > IRABE > T HEN > E XMk We/E ik BB At R T ERE > (Paper
Centering Scale U. 22 M i G2 th ¥ > REME > TN FREERRF > JE 5 W SR L 3w /T
— 1 > MiAL3E N > [l ¥ Carriage Frame Pointer 574 3 # [ % 40 k1 » Julk L2 HH K »
i # Type Guide » HIBTRI AREF ) EMERESR > & THRTA=FHE—WXWL

1. % ¥ Carriage Frame Pointer# E X W » K & 1% AL 48 4 P 4% 2 Wi 3k > # Carriage i [B] #
B o o

ﬂ:&%hm@ﬂm@Mﬂmmmmmim%?k>N%ﬁ%&ﬁ%ﬁ:+Aﬁ’¥%id%
- vd # > R ¥ # Carriage Frame Pointer £ 4042 & > ¥ A3 E + WA » A=K LT (L ED

9 WiTFEMR Y > AirEW AT ( £ Underwood % Continental f 5 3T 5 #) %t ¥ Carriage % %
£ ERCO"H L » AR AT 2ZIEM > B LER—%K > F Frame Pointer 4 e & F & A L >
¥t Frame Pointer B 2 B FR LA A# L 2 &7 0 o

) : ¥ L IR —36 > Frame Pointer HELEF = TAK L AMABEZEEZ /0
Yo R o (AED

PRACTICAL ENGLISHE TYPEWRITING

v 1 . o 4 ’ ' ’ ’ D ' ’ ’ ’ :
|._1'|\’vcnvnv\n'vuvto-vtvvvnuccvrutoo,cvv_ﬁnvv“'!v'!vv‘O'ovavvvv!'!il!nt?”‘

P 6 30 15 20 235" 30 35 ®H 1 O 85 "y 4@ 70 yb -8

=38~




XA ®a T 54

. TRABE fBETIR ;
B EGREHELE, T A% Space Bar, 7 # Tabulator Stop £47# 2 » mEHFER T E
BE o NHERATERL > RgEG#RYE > KAHK Tabulator Key — X > A B EHE R
Ho (BAH—H%E —F Underwood TTFHRLH 7% 6,7, 8, 82, 83 f) o
Returning the Carriag'e

Return the carriage for a new line with the line space
? and carriage return lever. To do this, hold the fingers of
the left hand flat and bring the index finger against the
line space lever at a_bout the middle point between the first
. and second joints. The other fingers should be held against
4 the index finger so the carriage may be returned and the

line spaced forward with one sweep of the hand from left to

right.

How to Type Reaches the Printing-point
Most modern typewriters have their typebars arranged im
a. type basket in circular formation. EHEach typebar passess
ﬁhrough a slot cut iﬁ a segment so as to point toward a com—
mon center. then a key is struck, the typebar moves upward
and forward through its slot and the type strikes the sheet
at the common center called the printing-point. As soon as
a letter is printed, the carriage moves one space to the
left, bringing the next space on the sheet to the printing—

2 point.

B3
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Habit Formation

Touch typewriting is simply a matter of habit formation.
Tearn to sit in the correct position at the machine with the
fingers of each hani curved over the guide keys. Next, by
means of fingering exercises and word drills, learn the direc-
tionof all the keys fq:om the guide key positions. When this
has been accomplished, the accurate repetition of words and
sentences forms habits which cause the fingers to go in the
right directions so readily that it would seem almost as if

the fingers were gifted with memory.

- The History of the Typewriter

In the reign of Queen Anne, over two hundred years ago,
a patént for a writing machine was granted to Henry Mill, an
English engineer. The wording of the patent shows that the
inventor had a true conception of the principlés required for
the construction of a typewriter. Apparently, however, no
model of Mill’s machine was ever built. A history of the
typewriter, published in 1909, gives descriptions of over two
hundred and sixty machines with over one hundred and sixty

4llustrations. This book is now out of print.

=Bl
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Cameroons sold at 46s. and St. Thome at 55s. Further
eductions have also been made in the value of West India
rown, good to fine Trinidad being obtainable at 66s. to 70s. 5
I8 compared with 75s. to 76s. a month ago; good to fine Gre-
5; at 52s. to 53s., common to fair ditto at 48s. to 50s.

,f d good to fine Jamaica also at 52s. to 53s. Bahia is cheaper
flso, at 62s. to 65s., on the spot, and 52s. to arrive, but
fuayaquil has not varied very materially, Arriba bringing 70s.
Lo 75s., and Machala 60s.

The market is dull, 2,400 bags, New Granda, arrived here,
and are offered at 76s. to 80s; middling to fine 80s., to 9093
d superior at 103s. Only a small quantity of Guayaquil.

ine Caracas offered at 89s. to 97s.; there is a good parcel
£ 1,900 bags which might be had at 88s. to 96s.

COFFEE

Peaberry sold at 85s. to 113s., ordinary to low middling
ganda at 54s. to 68s., common to fair bold 66s. 6d. to 67s. 5
nd good pold Eash Coast African at 75s. to 76s. Costa Rica
rought 85s. 6d to 99s. 6d., middling to good middling 105s.

P 140s, 6d., fair to fine bold 113s. to 157s., and peaberry
125s. 6d4. to 169s. Jamaica found buyers and 100s. 6d., for
dull greenish bold, and good ordinary to common bold East India

Mysore) at 74s. 6d. to 82s. 6d., with peaberry at 85s. per
wt.

The sale of coffee is slack and goes off withdifficulty;
uotations are low, Rio at 92s. 1,200 barrels Plantations at
beylon on offer; middling to fine; middling at 90s. to 96s.;
ine middling 93s. to 97s.; peaberry 92s. to 98s. Of Costa
tica, 4,000 bags have been sold at 76s. to 80s. Numerous car-
Joes are afloat, which prevent operators doing much business,
'_,«- that a downward tendency may be expected for some time.
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The Ribborn

The machine is equipped for using two-color ribbons.
When the ribbon méchanism is regularly adjusted, with the
pointer over- the black spot on the: indicator, the machine
writes the covlor on the upper part of the ribbon. To write
on the lower part, turn the knob so that the pointer is
over the red spot on the indioafc,orT

When a one color ribbon is used, this same mechanism
permits the use of both the uprer and lower poi'tions of the

ribbon surface.

To make stencils, 1lift the stencil lever, thus bringing i ‘
the pointer over the white qut on the indicator. This
throws out the ribbon entirely. When ready to resume regular f
writing, siﬁmply turn the knob so that the pointer is over

the black Sedtion of the indicator.

BB
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FRANKLINS’ LESSON ON THE VALUE OF TIME

; Dost thou love life? Then, do not squander time, for that
pthe stuff life is made of!--Franklin. . : :

~ Franklin notonly understood the value of time, but he put
price upon it that made others appreciate its worth.

A customer who came one day to his 1little bookstore in
piladelphia, not being satisfied with the price demanded by
e clerk for the book he wished to purchase, asked for the

foprietor -
B WMr. Franklin is very busy just now in the pressroom,"
eplied the clerk.

3 The man, however, who had already spent an hour aimlessly
irning over books, insisted on seeing him. In answer Lo the
erk’s summons, Mr. Franklin hurried out from the newspaper

Stablishment at the back of the store.

"What is the lowest price you can take for this bo'ok,
r'?" asked the leisurely customer, holding up the volume.

"One dollar and a quarter,'" was the prompt reply.

] "A dollar and a quarter! Why, your clerk asked me only a
ollar just now,"

"True," said Franklin, tand I could better have afforded
o take a dollar than to leave my work.!

. The man, who seemed to be in doubt as to whether Mr. F’rank—
in was in earnest, said jokingly: '"Well, come now. tell me
our lowest price for this book."

"One dollar and a half,'" was the grave reply.

£~
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"Adollar and a half! Why, you just offered it for a dolld
and a quarter." : ‘ e

Yes, and I could better have taken that price than a -
dollar and a half now."

Without another word, the crestfallen purchaser laid th
money on the counter and left the store. He had learned not
only that he who squanders his own time is Toolish, but that
he who wastes the time of others is a thief.

-30=
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: HEAN BRUNEINS T FEATRLAERFHLEATE o REAMALHE
GG WENLEAACER > N TR A LN RRETF R RPAR B PR
B T TR RN RN TR RESF 2 BT R oSOk BRI > £ HAT U
BTG o E [ FETRR ) REERS o I RTHERBE » ARAHBRAIM > TF—
T B BRTH O BOHE o R
S FERE %)%%%&%E:%ﬁ&ﬁﬁé%ﬁ&%%ﬁ#%ﬁ&’iﬁﬁ%%mﬁ
| 35 Gtroken) B S R— T 2 REHG > B K RERBFRE > BOSLENCRIT 2
e o BRLRAEAR R o RBMIE )R IRERLT B o KA K
L G AEATAREES TR UCEE 4% 0 HRAIA > HERSTR F K
B sk NTRAEELABR |
| aE—WEHHE CPHRNAATARNE-FITE) AS-RE ANESRE B
R ERLOHYH TN RA EF > F—RAA > Wik AR A
L N R ARRH o BEKREEABARRE |
' LA AER B R RE

0. WG N RERE » WA TUYE > BAT—d o

B RELAME > BaRko

4. &)y IR Hi o

T BRI HE (FRERE—TI RN ISTE) AREER BHEY ) AT

PN ERERE A AFTER RS BAECUE > FWHY > WF RNy
EAERERCTEFEET Word b L8 NESEHRTTTHONE R L L THESTIE
f&o
| Cr—HERAWREIRY RN BFTASZ HEREN. R, RREFRRY,
| FaRE AN ERERAXHRE HEFEEANE, WD RETT ) NEFTUARUE
O RBARELAERRC ‘ |
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Five Strokes for Each Word
In this and all the seledtions which follow, you will

find the number of strokes you have written at tﬁe end of
each line. In counting the strokes all letters, spaces,
and punctuation marks are included. One stroke is added at
+he end of each line unless the line ends with a hyphen. To

get the number of words to the end of any line, simply divide

iy five, fhe five-stroke way of counting words makes it pos-—
sible to compare rates of ‘speed on material of varying in-

tensity.

¥ = =
A 5 4 4% ¥ 502 FHEHK 100
The First Speed Sen*ence

At the time the first practical typewriter was built an
exciting political campailgn was being waged, and it was then
+hat the well-known sentence, "Now is the time for all good
men to come to theAaid of the party" was first used. Doubt-
less this sentence has been written by typists more times
than any other, and generally to the detriment of the typist.
It will do no harm if practised as it occurs in this paragraph,
but if practised by itself, it gives the typist a false impres-

sion of high speed.

SO
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What Causss the Carriage to Move :

The movement of the carriage toward the left is caused
by a mainspring which is constantly striving to wind up a
drawband attached to the carriage. As each key is struck,
and the typebar goes forward, it comes is contact with a
universal bar, which in turn actuates an escapement which
Teleases the carriage and allows the mainspring to pull it
Oone space to the left.

The escapement is a most important part of a typewriter,
as the speed and accuracy of the machine is dependent upon
the perfection with which the eéscapement performs its part
in releasing and stopping the carriage. .

% o o
BB 64 8% #REHE 700 FHEH 117

Upper and Lower Case

A printer calls the capital letters upper-case letters
and the small letters lower-case letters in accordance with
thelr locatioéon in the case from which they are taken when
setting up type by hand. The first typewriter invented wrots
capital letters only. To get both capital and small letters,
machines were invented with double keyboards, one for the
capital letters, and one for the small letters. Putting two
letters on one typebar, and using shift keys to get the capi-
tal letters, was the invention of Byron A. Brooks. The sim—
plicity of this device, and the fact that it did away with sao

many kKeys on the keyboard, gradually caused machines with
shift keys to s'upersede those with double keyboards.

-41e
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Breathes there the man with soul'so'dead,
Who never to himself hath said, :

"This is my own, my native land!"

Whose heart hath ne’er within him burned,
As home his footsteps he hath turned,
From wandering on a foreign stand!

¥ such there breathes, go, mark him wells;
For him,no nﬁinsﬁrel raptures swell;

High though his titles, proud his name,
Boundless his wealth as wish can claim;
Despite those titlesv, power and pelf,

The wretch, concentered 511 1h self;
Living, shall forfiet failr renown,

And doubly dying, shall go down, .

To the vile dust, from whence he sprung,

Unwept, unhonoured, and unsung.

D
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WHAT IS EDUCATION? -

>r>¢

Education is the training, or 1ite;a11y'the "drawing
out," of the faculties of the mind. The end aimed at in edu-
cation is the development and elevation of the whole man, and
the process by which this end 18 attained is both laborious
and prolonged.

To educate the mind, we must furnish it with knowledge;
and therefore we study various languages and the facts and
Jjaws of science. But the mere imparting of knowledge is but &
instruction, and is not education. In getting instruction or
acquiring knowledge, the receptive faculties only are brought
into play; whereas education requires that the imagination,
the taste, the judgment, and the conscience should be trained
to reflect on the facts of knowledge, and to decide on courses
of conduct.

The value of right education can hardly be overestimated;
but the machine to be operated upon is of matchless delicacy,
and crude attempts at dealing wiﬁh it will lead to poor results.-
Hence, it is all important that we should adopt right methods -

if we would insure the best education.

-l B
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THE AIM OF A YOUNG MAN

It is not wise for a young man to expect only to be rich,
nor is it good for him to direct his attention solely to power
and fame. The mark that is set before every young man for him-
t0 aim at is this -=- Be Somebody..

A young man who expects TO be somebody often turns out to
be one. The story told of Disraeli ig"i1T¥ustrative of the-case.
On entefing publie }ife; Disraeli aspired to be both scholar :
and orator. He succeeded better in his literary work than in
his oratorical efforts. He was at first a Total failure-as &
public speaker. However, he felt sure that he could overcome
every obstacle, and devoted himself with invincible purpose to
+the trial. Some of his friends thought he was foolish and even
cranky. But he stuck to his purpose, and finally accomplished
4it,. He became one of the ripest scholars and most eloquent
public speakers that Great Britain has ever produced.

" This story is not cited to show that to be somebody is to
be a great scholar, or a pubiic - spegker, or both. Besides a
ééﬁolar and a speaker there are many cailings which are as
noble and as respectful. But a young man must aim high; for,
%It is much };)etter +0 aim high and not hit the mark, than to

& m lowana hit 1o."
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0 Captain! My Captain!
+ (A Poem on the Death of Lincoln)
«0Captain! My Captain! our fearful trip is done,
The shHip has weathered every rack, the prize we sought is won,
The port 1s near, the bells T hear, the people all exulting,
While follow eyes the steady keel, the vessel grim and darings
But O heart! heart! heart! '
O the bleeding drops of red,
Where on the deck my Captain lies,
Fallen cold and dead.
0 Captain! My Captain! rise up and hear the bells;
Rise up —-- for you the flag is flung-- for you the bugle trills,
“For you bouquets and ribbon wreaths —- for you the shores a-
crowding,

For you they call, the swaying mass, their eager faces turning:
Here Captain! Dear Father!
This arm beneath your head!
It is some dream that on the deck,
3 You’ve fallen cold and dead.
My Captain does not answer, his lips ars pale and still,
My father does not feel my arm; he has no pulse nor will,
L.‘ The ship is anchored safe, and sound, its voyage closed and done,
'f From fearful trip the victor ship comes in with object wons;
€ Exult O shores, and ring O bells!
But I with mournful tread,
Walk the deck and my Captain lies,
Fallen cold and dead.
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POLITENESS — KINDNESS

There seem to be many rules of politeness. Many old
Chinese books are full of them. And foreign people introduce
other rules. There seem +0 be so many that you may say, "Oh,
"I cannot learn all the rules of politeness. There are too
many to remember. " :

But you can learn to follow all the rules of polite-
ness, because they all really come under one big rule. Here
Bt a9

Politeness is to do and say.
The kindest thing in the kindest way.

Real politeness 1is just kindness. Why does politeness
require that a gentleman lev imAdies be seated first? Why
does the polite man say, "Excuse me," when he has bumped into
some one? All such nrules of politeness" simply show a kind
feeling.

In this book we are trying to learn the best ways to be
xind. By "best ways' we meal the kindest ways and also the
ways which other people will understand best. If we do not
want other people to think we are unkind, we must be polite
in ways they can understand. 1t would not be polite to turn
t0 the left in a city where the rule is to turn to the right.
You would cause a lot of trouble to other people. You might
_get yourself into real danger. At least, you would make your=
self ridiculous.

Each country has its own customs of courtesy. But the
most important ones are the same in nearly all countries.
Anyhow, the rule of kindness lies under all of them. And one
needs only to learn wnat ways the people have adopted for
being kind to one another.

-46-
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Accuracy and Speed

" You have now learned the location of all the keys and
éhould.be able to write accurately by touch. Your next task
is to increase your speed. In striving to increase your speed
youshouldrememberalwaysthatspeaiandaccuracygotogethe:.
g;_To attempt to gain speed without writing accurately is an al-
most hopeless task. Accurate repetition will solve your speed
problem and enable you to write rapidly with a high
;~degree of rhythm. To write with rhythm simply means to write
~ at a regular rate. The rate may be decreased or increased in
'accordance with the difficulty of the material that is being
ifwritten. Accurate repetition will increase your finger
ivocabulary'and.you will gain speed as your fingers add to the
inumber of words that can be written without your having to
i onsciously think of the letters that from the words.
 , The selections which follow should be written without an
‘§rror at least seven times. Set your marginal stops at O and
;ﬂ)and;return the carriage at the ring of the bell, or as soon
thereafter as possible. Write entirely through a selection
faoh'time you start practising it. If‘you.make an errozI,
fxrive +0 finish the selection without making another error.
{? you have written the first selection perfectly seven
imgs, yod éhoﬁld'go‘ahead.with.the next selection and prac-
e it in a sim:ilaf manner, and so on with the other : ;

ctions.

47~
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THE NOISY TYPIST

I wonder if you have ever noticed the way some students,
and even some stenographers out in the business ofrdces, re-
move the paper from their machines. They get a good grip on .
the top edge of the paper, and then, with a Jerk, tear it
from the machine, making a terrible noise. Watch the students
around you today and see how many of them are guilty of doing
this thing. Sometimes a student will get nicely started on a
page and then something gets the matter with his fingers, and
he strikes wrong keys, and because he makes errors he gets
mad and rips the paper out of the machine, and not only that,
but he crumples it into a ball and throws it on the typewriting
cabinet or table, and may be gets up and stamps not of the room,
banging the door as he goes out. How angry he gets! And he
blames it on the typewriter. Instead of shifting his carriage
as he should, he hits the space lever a whack and pushes the
carriage across with force enough toalmost tear it of f the frame
of the machine. Or it may be that the shift—-keys are to get the
blame, and he jumps the carriage up and down so fast tast that
it is a wonder it doesn’t get dizzy and fall off the table.
Perhaps a key has not had any oil for a while and decides to
stick in one place, so he pounds on the key and makes 1t rattle
against the platen until it almost cuts a hole in it. Then, :i.h
addition to making all the noise he can with his machine, he
decides to talk to his neighbor who, perhaps, is having trouble:s
of his own in trying to get out a perfect page. I wonder a e
you, beginning typist, are guilty of any of these things?

4.8
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THE MARGINAL STOPS

You will find as you transcribe your notes from day to day
that the appearance of the letters you write will be determined
by the use you maké of the marginal stops. You have been told:
a great many times to center the letter on the page, and you
should practice doing this until you cando itwell. To be able
to center a letter the first time from shorthand notes is almost
an art in itself. You will have to experiment with your notes
a great deal in the beginning of your transcription work before
you can tell just how to set the stops to make the letter iook.
L . A letter should be sowell centered that it looks like a
:Lc-tufe in a frame. A short letter will riot‘present, a very good
appearanoe with narrowmargins, neither would a long letter 1look
ell with very wide margins. Another thing you must try to do
;,s to keep the right hand margin as straight as possi‘ble. of
"urse it is impossible to keep it as straight as the left hand
f 'rgin, but it can be kept reasonably straight. Some stenogra—
ers in order to keep the right mafgin straight use the hyphen
reat deal, and this is almost as bad as to have the margin too
ag. It is necessary to use 'bl"le hyphen once in a while, but
hould not be overworked just to keep right hand margin
'a'.‘i-ght;.

. {o P
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THRIFT
There are many English proverbs which set forth the adsran-
tages of thrift. One of the best known is: "Take care of the

pence, and the pounds will take care of themselves."

A person who earns a dollar and then spends more than one
+housand cash is no better off than he was before earning the
dollar. On the other hand, by carefully saving his cash, a per-
son will afterwards find himself the possessoT of dimes and then
of dollars. There are other matters which should be considered
4n a similar manner. Boys and girls at school who spoil the
Jleaves of their books are not cultivating thrifty habits. Those
who careless with their clothing, which in consequence be-
comes soiled and torn, are also not thrifty. A thrifty person
will never impair anything that is useful. Besides, hewillal-
ways strive to save a portion. ofihis earnings.

There are times when holidays are necessary, and by means
of thrift the money to be spent on such occasions can often-be
saved beforehand. Sickness sometimes comes, and, unless pre-
paration has been made beforehand, there is much difficulty
in meeting the increased expenditure. S5O everybody must know
how to save. The savings banks are excellent institutions for

helping those who are thrifty enough to take care of their

small sums.

=50~
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THE FIVE GREAT OCEANS

Three fourths of the earth’s surface are covered by
water, and this great body of water is divided by geogra-—
phers into five main areas called oceans, besides a number

of inland seas.

The five oceans are the Pacific, the Atlantic, the
Indian, the Arctic, and the Antarctic. The Pacific Ocean,
which is somewhat egg—-shapef, 1is bounded on the east by
America and on the west by Asia and Oceania. The Atlantic
is a wide channel bounded on the west by America, and on
the east by Europe and Africa. The Indian Ocean is an
immense. gulf, partly incloseq by Africa, Asia, and Oceania.
Of the other two oceans, the Arctic lies north of the-=arctic
circle and the Antarctic lies south of the antarctic.circle.

The five oceans vary greatly in extent. The Pacific,
which embraces about one half of the total sea area, is the
largest of the five oceans. Next in size are the Atlantic
. and the Indian, which are nearly of the same extent. The
jﬁ smallest ocean is the Arctic, which occupies only about two
'j and one half per cent of the sea surface,

- The average depth of the five oceans also varies great-
‘1ly. That of the Pacific is about three miles; that of the
Atlantic and Indian, about two and one half miles; and that
of the polar oceans, probably less than one mile.

The sea bottom is much smoother than the surface of the
land. It sinks more or less rapidly from the shores of the
continents to its average depth, and then continues as a
\ast, gently undulating plain to the opposite continent.

#8l-
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RECREATION

There is much truth in the old saying, "All work and nc

play makes Jack a dull boy." This means that in order to keewn
ourselx}es in good health, we must take sufficient recreation.
The mind also requires change to make it acute and vigorous. 3

There are many games in which boys and giris indulge after 5_
their school Work is-done. oeome of ‘these are cricked, Tool- "
ball, marbles, rounders, kite flying, hare and houn.d‘s, cskipping b
rope, and shuttlecock and battledore. The two last meanticned
are s‘lpecial games for girls, while the first twoare also played
by youhg men. Other forms of recreation are boating, fishing,
gardening, cycling, walking, and reading.

Persons who sit much at their business should take a kind
of recreation that will supply their muscles with.exercise.
Those who are much in the air, and have constant muscular em-
ployment, should adopt some quiet formof recreation. Cycling
is said tp be a capital means of recreation, but many persbns
foolishly exhaust themselves by excessive exertion. The same
may be said in regard to many foot matches. Cricket is a plea-
sant form of recreation. Many persons take great delivght in"
boating. Fishing requires much patience, and there is much
danger of taking cold by prolonged exposure. A good brisk walk
is one of the finest forms of exercise. For persons engaged

in outdoor labor, reading is an excellent change if suitable

‘H0@KsS are chosen.

~52—
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POLITENESS - TRUTHFULNESS

B . Truthfulness is a form of kindness. To be really kind
;anq polite, you must pe truthful. Lying is almost always a.
::sign of selfishness. To say you haven’t had any ice creanm :
;f;yet, when you have, is untrue and selfish. To say you came
;_out first in a race, when you know you were second., is sel-
‘fish lying. To deny that you were the one who made & No1LEL: v s
n the classroom, or who broke the desk, or who otherwise i9
f_b‘roke some school rule, is a selfish attempt to protect your=:
. self. If you are kind, if you want all people to live in peacei
and mutual confidence, you will not be so selfish as +to be S9;.
untruthful. That would be the worst form of impolitenesss =

In the light men can stand

The truth is like light.
In the darkness they are

up straight and see how to walk.
' confused and full of doubts and fears. .The truth A ged Al

‘l’light. When men are frank and truthful around us, we feel
' sure of our ground. Truth protects society. It clears ub

édifficulties.

When a dog and a cat get into a fight and a crowd of .
1igh dif-

people gather, they all see the same thing but throu

ferent eyes. Afterwards, one man Says the dog killed two

P cats. One boy says the cat nearly killed the dog. One girl

4 cries:,. '"Ohy the old dog has killed my poor ¥xitty." Another

. says that the cat started the fight. 1t 18 not easy to speak
. the exact truth. We must be careful to give the other person.

a clear, correct idea of what we are telling.

as well as others. It makes

- Lying hurts' ourselves,
self-respect. And, of course, .

us weak. It makew us lose our
when people know we are untruthful, they will despise us.

‘ By controlling our speech, we can make our characters strong.
Sometimes this takes hard work. But let us have habits of
truthfulness. Then people will admire us and trust us.

-5 =
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‘ Gébd Ma.nnérs '
"Good manners" means good behavior in social intércourse.

I+ is an interchangeable term with "politeness," the art of
pleasing. :

A person with good manners is always an agreeable com-
panion. He is agreeable because he is always thinking of oth—
ers. He does not interrupt people when they are talking. He
is careful not to say anything to hurt other people’s feelings.
He does not push in a crowd, but waits quietly until it is his
turn to pass. All’suchare called good manners, which show that
the possessor is a man of high standing.

Howeéver, good manners take a variety of forms. First,
they very from country to country. What is considered as re-
fined and courteous in .one country may not be considered so in
another. This difference is especially noticeable in the
manners of Westernars and the Chinese, a Chinese gentleman’s
politeness being, in many ways, different from that of a Western
gentleman’s Secondly, manners vary from time to time. Our
ancestors who lived a century ago must have thought that their
stately usages were the most perfect forms adapted to a civil-
ized nation. EBEut modern people lcok upon these forms as empty
and absurd, and think their own behavior is more appropriate
to a gentleman’s station. If the ancients came to life again,
our manners would seem rash in their eyes; though in our eyes
theirs would seem to be very tedious.

So far we have discussed the difference of good manners
between one place or one time and another. But no matter wha
age or what country it is, there must be a kind of politeness
which is sanctioned by the community of that country and that
age. iBy acting in accordance with the prevailing custom, one
'is considered a member of polite scociety; otherwise, he is .
looked upon as a knave, and will be shunned by those who are of
high breeding. Politeness is truly a valuable asset!
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TALENT AND DETERMINATION

- A great deal is said concerning people who possess talents
' of different kinds, and some people are inclined to lay a great.
deal of stress on the fact that such and such a person always

‘had talent for a certain thing.

1 Tt is true that talent is a wonderful thing, for we see

- evidence of this fact all around us, buthaven’t you seen people
who were the possessors of remarkable talents of different
Xinds, who were failures? Who never did anything, never

amounted to anything?

; If you have a talent for a certain thing, youmust be care-
" ful to back it up with a lot of determination. The simple fact
. that you have talent will never make you a successful man or
. woman. It takes something else in this world besides talent
. t0 achieve success. Many a man who has succeeded in life be-
- yond his expectations, possessed 1ittle talent but a lot of de—

vtermina,t,ion t+0 master his work.

I have in mind a young man who has a wonderful talent for
f:singing. Gifted by nature.with a peautiful voice, a pleasing
personality, a strong body able to stand the strain of concert
‘work, yet with all these, he is lazy. In fact he is so lazy
‘that it is only by the hardest kind of work that he can be in-=
‘duced to practice for a recital. He knows he has a beautiful
‘'voice, and he depends on this fact alone to help him through.
1f he only possessed some determination, he would soon reach
A Mthe height of the singing profession and delight large au-

diences with his beautiful singing.

Don’t let the fact that some member of class is apparently

’, righter than you discourage you. Remember the story: of. the
turtle and the hare. While the hare lay asleep, thinking that.
e, would wake up in plenty of time and with his wonderful speed

beat the slow turtle, he overslept and the turtle won the race..

you have talent you had better keep close watch onatotot
it may be your downfall. Back your talent with determination.
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' BOOKS

Books are good friends: they can take us on trips to 3
211 parts of the world. They can tell us stories of all ages ' |
They can show us the beauties of nature. They can introduce

us to great men.

If you treat books well, they can give this pleasure to
vou and to many people for a long time.

In opening a new English book, take your time. Do not
be in a hurry. A new book breaks easily if it is not handled
properly. Lay the book down on the desk. Turn the upper cover
back till it touches the desk. Take a few leaves and turn them
gently back upon the upper cover. Continue this until all the
leaves have been turned back. Be gentle and careful.

In turning the leaves, have your hands clean and dry.
Turn a leaf by placing the fingers under the upper corner and
turning it over. Never pinch the paper or wet your fingers to
make the paper stick to them.

Use a thin bookmark to keep your place in a book. Don’t
bend down the corners of the leaves.

Do not leave a book where it can be easily soiled, on the
floor, on the steps, or on the ground.

We do not enjoy using books with ink and pencil marks on
them. We must be careful not to injure books in this way.

It is a very courteous thing to lend a friend a gocd book
and to show him what you have found in it that is interesting.
Don’t press it on him; but show your interest in him ard in the !
things he is thinking about in this way. !

When Abraham Lincoln was a boy, he lost a book he had
borrowed. He was too poor to buy another one. But he worked
Tor the owner of the book until it was paid for. That was the
honorable thing to do.

v
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4 When you borrow a book, return it at the promised time.
"Re”urn it in as good condition as it was when you got it. IT
~you lose a borrowed book, or injure it in any way, you must
.replace it with a new one.

Of course we should remember this about anything we bor-
row. It must be returned promptly. It must be in good condi=
tion. Or it must be replaced. T

3 It is best not to borrow things, if there is danger of
'injuring them or forgetting them.

-57=
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Advice to Young Men

There are several classes of young men. There are those
who do not do all their duty; there are those who profess todc
their duty; and there is a third class, far better than the
other two, that do their duty and a little more. ?

There is a difference between talent and genius. Talent
does what it can; genius, what it must. But it is the 1ittle
more that makes the difference.

There are many great pianists, but Paderewskil is at the
head because he does a little more than the others. There are g
hundreds of race horses, but it is those that go a few seconds i
faster than the others that acquire renown. So it is in the |
sailing of yachts. It is the little more that wins. SO it is =
with the young and old men who do a 1little more than their duty. @

The youth who spends his night after hisidaily toll in
improving himself is the one that succeeds. It is to encourage

such that I am here to-night. Suchyouths as theseare the salt 3§

of society and the salt of the Nation.

Now, what do these graduate seek? T suppose some of them 1
want to be millionaires. Well, that is a laudable ambition. ]
Others, I suppose, are looking for fame. That is a vainer am— 1§
bition, with more of the spirit of a Hotspur.

But the man who works for money alone will not find happi-
ness, nor will he be a useful citizen. Money never buys satis—
faction or happiness, but it does bring many disappointments :
and creates many jealousies.

T pelieve it to be the duty of every young man to acquire a
competence. But, having secured that, his aim should not be to
obtain additional wealth or fame, but to endeavor to see of what
use he can be to his fellow beings. If he will do this, his "
reward will be ample.

o
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There is nothing more gratifying than gself-approval. You
ay cheat others, but you cannot cheat yourself. There are
‘many who are lauded to-day who would be condemned by others if

they were known by them as they know themselves.

No one can cheat a young man out of success in 1life. Don’t
pbother about the future. Do your duty and a little more, and
the future will take care of itself.--Andrew Carnegie.
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EDUCAETION

Education is a relative term. No man has ever been com- 8
pletely educated; no education has been finished. Many men t;
have entirely completed special courses of trainingin special
departments, and have learned everything which the schools were °
able to teach, both in the ways of knowledge and of skill; butis
education is always in the end, and individual matter. All that @
the schools can do for the best student is to teach him where to
find the sources of information, how t0 use the materials at
command, and how to handle the tools of his craft or profession. =
The man who does any original work in the world must go on, from
this point, to educate himself thoroughly in the light of what
the schools have taught him.

2 A business man whose educational opportunities of a formal
% ¥ind have been limited is, therefore, in the same position as
a most eminent specialist; neither is completely educated. A
specialist has the advantage of a business man in having passed §
through a longer course of training, and having the advantage =
which such a course offers of utilizing the best experience of
the past, and the best knowledge of the pressent. It must not =
be forgotten, however, that noman can be successful in business 3
without coming under very important and searching educational '
influences. There are three great elements in education: dis-
cipline, instruction, and the development of original power. 3
Discipline puts a man in command of his own faculties by teach—- =
ing him habits of study, of observation, and of industry; habits °
which are conditions necessary to the attainment of success in ‘
any field. Instructions involves the impartation of knowledge;
such a direction of the mind as enables it to secure the largesty
" possible amount of information in the different fields in which @
it studies. The most thorough education in the world cannot
confer original power. The well-known story of the man who ‘
went about among the schools, inquiring where he could purchase, §
R for his daughter, the faculty of acquiring knowledge, which :
% she Seemed to lack, is typical of the misapprehension under
"' which many people labor.
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THE SOCIETY OF GOOD BOOKS

4 I would urge upon every young man +0 obtain as soon.as he
' can, by the severest economy, a restricted, serviceable, and

steadily increasing series of books for use through life;
faking his 1little library, of all the furmniture in his room,
the most studied and decorated piece.

. Nearly all our associations are determind by chance of
' necessity, and restricted within a narrow circle. We cannot
_" know whom we would; and those whom we know, we cannot have

at our side when we most need them. All the higher circles
of human intelligence are, to those beneath, only momentarily
and partially open. We may by good fortune obtain a glimpse
of a great poet or a man of science, and yet these chances we
covet, while meantime there is a society continually open to
s, of people who will talk to us as long as we like, whatever
ur rank or occupation;--talk to us in the best words they can
choose. And this society, because it is so numerous and SO
’gentle, and can be kept waiting around us 511 day.long, ~not o
-;_grant audience, but togainit!--kings and statesmen lingering
‘patiently in those plainly furnished and narrow ante—-rooms,
‘our bookcase shelves--we make no account of that company--
perhaps never listen to a word they would say, all day long!

Will you go and gossip with your housemaid, or you stable
] when you may talk with queens and kXings, or jostle with the
ungry and common crowd, when all the while this eternal court
s open to you, with its society wide as the world? Into that
% jou may enter always; in that you may take fellowship and rank
according to your wish; from that, once entered into it, you
can never be outcast but your own Tautt

No book is worth anything which is not worth much; nor is
t, serviceable until it has been read, and reread, and loved,

Vd loved again; and marked, soO that, you can refer to the pas-—
ages you want in it, as a soldier can seize the weapon he needs
‘_ an armory, or a house-wife bring the spice she needs fromher
tore. Breadof flour is good; but, there is bread sweet as honey,

f we would eat it, in a good book.

Y
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A WAR FOR DEMOCRACY

It is awaragainstall nations. American ships have been
sunk, American lives taken, in ways which have stirred us very
deeply to learn of, but the ships and the people of other neutral
and friendly nations have been sunk and overwhelmed in the {
waters in the same way. There has been no discrimination. The
challenge is toall mankind. Eachnationmust decide for itsel v
how it will meet it. The choice we make for ourselves must be
made with a moderation of counsel and a temperateness of judge
ment befitting our character and our motives as a nation. We '8
must put exciting feeling away. Our motive will not be revenge _e
or the victorious assertion of the physical might of the nation
but only the vindication of right, of human right, of which w

are only a single champion.

We are accepting this challenge of hostile purpose because
we know that in such a government, following such methods, we |
can never have a friend; and that in the presence of its organ—§
ized power, always lying in wait to accomplish we know not what
purpose, there can be no assured security for the democratic :
governments of the world. We are now about to accept gage of
battle with this natural foe to liberty and shall, if necessary,
spend the whole force of the nation to check and nullify '
itspretensions and its power. We are glad, now that we see the *
facts with no veil of false pretense about them, to fight thus |
for the ultimate peace of the world and for the liberation of
Gts peoples, the German people included; for the rights.of
nations great and small and the privilege of men everywhere to |
choose their way of 1life and of obedience. The world must be
made safe for democracy. 1ts peace must be planted upon the
tested foundations of political liberty. We have no selfish
ends to serve. We desire no conquest, no dominion. We seekno
indemnities for ourselves, no material compensation for the
sacrifices we shall freely make. We are but one of. the champ-
ione of the rights of mankind. We shall be satisfied when those
rights have been made as secure as the faith and the freedom of
nations can make them.
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FOUNDATION PRINCIPLES

e The thing of most value to a house is the foundation. What
. would vou think of aman who would try to erect a two-story brick
residence on the ground--without a strong foundationt - You

would think he was crazy, and you would be right Iingo thinsing.

What is the purpose of a foundation? A foundation is the
support of that which is to be placed upon it. The size and
strength of the foundation 1s determined by the approximate
weight that is to be placed upon it. It would not be necessary
to use so large and strong a foundation for a one-story frame '
building as it would for a two-story frame building. Again, it
would not be necessary to build a foundation large enough for
a ten-story building if only one story were to be erected.

3 In taking dictation, the more speed one expects to attain,
. the stronger must be the foundation. An absolute mastery of

I every word sign, an absolute mastery of every principle of the
. system, and the ability to read quickly and accurately what

. has been dictated--these are the stones with which the steno-—.
. graphic foundation is built.

i A great many "would-be" stenographic experts wonder why
"ﬂ heoy a1l voiacquire facility vt akihg dliectation The reasah
P is easy and plain. They donot build the rtight Xind of founda=
I tions upon which to puild the speed. The foundation princi-

. ples are neglected, and the stenographer strives to "get speed"
ith a half kxnowledge of his system. What would you think otia
arpenter who would attempt to erect a fine residence with only
alf enough tools? What do you think of a stenographer who can
use only one-third of his tools?

{ To become proficient and efficient in taking dictation,
' the stenographer must be the absolute master of his system.

' There must not be a single contraction of which ho 1s RnOGiitn=
 stantly the master. What do you think of the stenographer who
never reviews his theory?

E A great many young stenographer who daily take dictation
" have a miserable knowledge of the system they try to use, and
yet they make no effort to improve it. Note this Paictsy EF you
are not master of the system you try to use, you can never hope
10 be able to take dictation rapidly. The hours spent in lay-
'ing a solid foundation now will save days in the future.

S




Practical English Typewriting

o btk |
= o B B 10 4 &  HEH 23317 TR 231
CHINA

Of all ancient countries that once prospered, China is
the only one that now exists in the world. She has a history
of more than four thousand years. When 411 the countries . in
Europe-were yet in a primitive state, the Chinese had already
become a civilzed nation.

China is bounded on the east by the Eastern Sea, the
Yellow Sea, and Korea, and on the west by Kashmir, the Kuenlun
Mountains, and Tien Shan. Siperia forms China’s northern
poundary and the Himalaya Mountains and the South Sea form the
southern boundary. The total area of the country is more than

four million square miles. The population, taken together, of E |

the fiae nations--the Hans, the Manchurians, the Mongolivns,
the Mohammedans, and the Tibetans—-is more than four hundred

miErlion.

The inland provinces of the country are quite mountainous,
but China is in no way lacking in water routes. Besides the two
chief rivers, the Yangtze—-kiang and the Hwangho, she has many =%
useful rivers and several great lakes.

China has a varied climate. While the eighteen provinces
enjoy a temperate climate, part of the far north is very cold,
and part of the far south is very nhot. The rainfall is heaviest
in the ccast provinces south of the Yangtze-kiang and in the
upland provinces of the west and southwest. Northern China and
the dependencies have a dry climate.

She abounds in vegetable, animal, and forest resources.
Although her mineral wealth has not been fully known to the
world, vet it is certailn that almost all sorts of minerals can
be found in different parts of the country. Twenty or thirty
years ago, a German scientist made an investigation into
China’s mineral sources. His investigation ledito-the con=
clusion that the coal deposits in Shansi province enly could
supply the whole world for Two thousand years. Although no
proof is possible regarding the truth of the statement, yet
that China is rich in mineral resources 1s a certainty.
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; For the past fifty years, Chinese history has been really
. marred by a dark period. But with the abundant production of
. her fertile plains and different kinds of resources, plus a
population of hardy, docile, honest, and affectionate people,
what can prevent her from becoming in the near future one of
the greatest industrial countries in the world? e
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CONFUCIAN TEMPLES

In every Chinese city, one is sure to find an edifice dedi-
cated to the worship of Confucius, Commonly known as a Confucian
+emple. The erection of these temples dates far back in Chinese
History. 1n 480 B. C., one year after the death of the sage,
Duke Ai of Luordered that Confucius’s residence be turned into a
terple of worship. This was the first Confucian temple that was
ever known. About one thousand years after thatu, in the latter
part of the fifth century, Confucian temples were found in all
+the prefectures throughout the Ch’i kingdom. Then, alfter a
period of another one hundred 1ty years, by order of T’al
Tsung, second emperor of the Tang dynasty, temples were built
4n all the districts throughout the empire, in honor of the
great master. HEver since that, every district, as well as
every prefecture, found itself in possession of a temple to
morship Confucius.

All the temples of Confucilus were built in the same styile.
Their walls are usually yellow. .In the front wall, there are
two gates, over each of which there are two characters sig-
nifying that the one is the "door of rites" and the other, the
f"passage to righteousness." IfTnalde this waikl, there ds o
compound, in which stands a row of three doors, side by side.
with a roof on the top of them. After passing over one of:these -
doors, one finds himself in another compound. Facing this com-
pound stands a bighall with five shrines: the one in the middle
containing Confucius’s tablet; two below the middle one, and
on either side of it, containing the tablets of hils four evan-—
gelists; the remaining two, one on the right, and the other on
+he left side, containing those of his twelve apostles. The
+ablets of his other disciples and numerous famous literary men
of all ages who have contributed to a better understanding of
+he Confucian doctrine are found in two wings projecting from
+the two sides of the bighall. At the back of the bighall, there
4is another hall which is dedicated to Confucius’s ancestors.

During the Tsing dynasty, Confucian temples were taken
‘charge of by ofificers called "directors of studies.'" Now this
duty has fallen upon the local gentry, the supervisors of the
schools. The biggest Confucian temple in China is found in
Shantung. This temple occupies the old ground of the royal
palace of the state of Lu. Duke K’ung, a descendant of Con-—

#fucius, 1s in charge of 1t.
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THE FLAG

Cf great importance in the 1ife of a citizen is the flag
which represents to him his own country. The Daughters of the
American Revolution have adopted a set of rules for their flag.
Those rules might be followed in making a set of rules for the
flag of China, something like this:

Code of the Flag.

The flag is the symbol of The brotherhood of our people.

It stands for unhity, for courage, for chivalry, and for honor.
No hand shall touch it roughly; no hand shall touch it irrever-— j
ently. Its position 1is overhead, to float over its .children,

uplifting their eyes and hearts by its glowing colors and splen—
did promises.

The Government commands the people to honor their flag.

I Men and boys should uncover as they pass the vivid stripes

‘{_which represent the union of five great peoples.

F When the flag is passing in parade oOr in review, the peo—
¢ ple should, if walking, halt; and, if sitting, they should arise
. and stand at attention.

The flag should be raised at sunrise, lowered at sunset.

In decorating, the flag should never be festooned; it
should always be hung flat. :

Tt, shall not be used as a staff, a whip, or a covering for
tables, or to hang in doorways oOr windows.

The only use of the flag as a covering should be by the
Army and Navy, to spread upon their honored dead.

It shall not be marred by advertisement nor desecrated on
the stage.

It shall not be worn as the whole or part of a costume.

It is not the plaything of an hour; it is the birthright
of privilege and integrity.




Practical English Typewriting

When the flag is flown at half-staff as a sign of mourn—
ing, it should be hoisted to full staff at the conclusion of
the funeral or the designated period or immediately before
being lowered. In placing the flag at half-staff, it should
first be hoisted to the top of the staff and then lowered to

position.

When the flag is used in unveiling a statue or monument
it should never be allowed to fall to the ground, but should be
carried aloft to wave out, forming a distinctive feature G
ing the remainder of the ceremony.

When the nation’s flagand another flagare hoisted on the
same staff, there must be double halyards, one for each flag.
and the national flag must float from the top of the staff.

The national flag should never come down for another flag
to be hoisted in its place.

It must be carried upright. To carry the nation’s banner
is an honor; to own one is a sacred trust.

It is the emblem of freedom, of equality, of justice for
every person and creature in the nation. Though it is not to
be worshipped, it is to be revered and honored as the symbol af °
the nation to which we belong and the people we love.
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L, ITTLE THINGS THAT HELPED ME TO WIN MY SUCCESS

My first position was that of stenographer in & large drug
concern. It was not easy work, for my only capital was a largc
amount of native energy, a lot of patient endurance and a de-
termination to learn. My knowledge of stenography was just
sufficient to enable me to take dictation with outward compos-—
ure angd inward quaking, and then t0 spend my noon hour in awild
effort to remember the cabalistic signs, some of whichappeared

to me as unintelligible as Greek...

Every morning I determined I would accomplish a step ;
upward; every night I looked back upon a day full of baffling
detentions, of confused and nervous moments when the work piled
up beyond my capacity to cope with it. Always in some way e
seemed to be losing time, and f£inally I began to analyze my work
in order to find out exactly what was the cause ot this faliure

and what remedy could be applied.

First, I studied my typewriting. T found I was in such
nervous haste to accomplish the allotted task that T had con-
tragted the habit of writing faster than T was able to do with
accuracy, and consequently much of my work had to be done twice
or three times. T began to write deliberately with the deter-—
mination to make no €rrors. At first this lessened my speed
perceptibly, but I persisted, and in a week or two I found that
not only my speed but also my confidence in myself were in-
creasing day by day. I have never relaxed this watchfulness,
and the time came when I could write a long letter with the
knowledge that it could be removed from the machine and handed
direct to the dictator with serenity born of assurance that the
letter was clean, neat and flawless. Probably not until the
end of the second year did I feel that I had things well under
control; but each day I had the pleasant sense of gaining
something of permanent value, and work itself turned upon me

nany 2 smiling glance.
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Gradually this orderly habit of mind began to evince
1tself outwardly. I realized that time was lost and work
rendered onerous by a frequent hunt for one’s material, so I
evolved a Plan for systematizing my surroundings. Having once
decided upon the best and most convenient position for each
article upon my small desk, I trained myself to the habit of
keeping them in those places until it became mechanical and
involuntary to place them there after using. Different.sizes
of letter heads, envelopes, second sheets, carbon, order
blanks, etc., have their own place, and almost in the dark I
can sit at my desk and go through the work. All finished work
is laid face downward to prevent any passer-by from gleaning
possible information from the correspondence, for when you
occupy a position of trust all knowledge of events must stop
short at your desk.-—Anon.
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TRUE HOSPITALITY

A perfect host 1s as rare a being as a great poet, and feon
much the same reason, namely, that to be a perfect host requires
¢ as rare a combination of qualities as those which are needed
§ to produce a great poet. He should be 1ike that lord inwalting
; of whom Charles II said that he was "never in the way, and never
. out of the way. " He should never degenerate into a showman, o
| there is nothing of which most people are sO soOn weary as being
' shown things, especially if they are called upon to admire
" them. He, the perfect host, should always recollect that he
" 1s in his own house, and that his guests are not in theirs.
| consequently those local arrangements which are familiar to
im should be rendered familiar TO them. His aim should be to

make his house a home for his guests, with all the advantage
«Liof novelty.

If he entertains many guests, he should know enough ab
hem to be sure that he has invited those who will live amicably
- together, and will enjoy each other’s society. He should show
;‘no favouritism, if possible, and if he is a man who must indulge
fin favouritism, if should be to those of his guests who are
'more obscure than the others. He should be judiciously des—
P potic as regards all proposals for pleasure, for there will be
. many that are diverse, and much time will be wasted if he does
not take upon himself the labour and responsibility of decis—
He should have much regard to the comings and goings of’
so as to privide for their adit and exit every

outs

ROTY ,
his guests,
convenience.

Now I am going to insist on what T think to be a very great
point. He should aim at causing that his guests should here-
after become friends, if they are not so at present, so that
they might, in future days, trace back the beginning of their
friendship to their having met together at his house. He, the:
perfect host, must have the art to lead conversation without
absorbing it himself, so that he may develop the best qualities
of his guests. His expense in entertainment should not be
devoted to what is luxurious, but +0 what is ennobling and

comfortable.
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The first of all things is that he should be an alffec- ¥
tionate, indeed, a loving host, so that every one of the guests -
should feel that he is really welcome. He should press them ',
ITo stay, but should be careful . that this pressing does not £
interfere with their convenience, so that they stay merely to
oblige him, and not to please themselves. In considering who
should be his guests, he should always have a thought as to
those to whom he would render most service. by having them as
his guests, his poorer brethren, his more sickly brethren.
Those who he feels would gain most advantage by being his
guests, should have the first place in his invitations, and for
his considerateness he will be amply rewarded by the benefits

he will have conferred.
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EDUCATION BY THE WAY

When a man who has not been trained to notice trees, flo--
wers, and birds, walks through the woods with John Burroughs,
the nature-lover, he suddenly realizes his ignorance of the
world in which he lives, and perceives, also, how easy it would
be to know that world if he should pay attentiontoit. To know
that world does not involve a long and expensive journey, ab-
gence from one’s business, an elaborate set of text-bdoks; it
simply means that one shall really fasten his attention on the
country about his own home, look at things instead of looking
away from them, and train himself to notice carefully signs and
forms and movements of life which he sees every day, but to
which he gives no attention.

A man is fortunate if he can give up his youth entirely

1o the business of getting an education, but no man need remain
uneducated because he is compelled to go to work while others

are at school or college. There is no excuse, to-day, for the
ignoraent man; the man who can use his eyes and remains ignorant
by choice, not by necessity. No manneed leave his work for one
hour inorder to gain an education; he can educate himself while
he works. This is precisely what a great many of the best men

' have done. The story of American life, especially, is full of

examples of boys and men who have turned a working life into a
continuous school, and have passed from grade to grade in this
school, not only with widening knowledge, but also with stead-
ily increasing efficiency in their various trades and occupa-
tions. These men can be picked out of the crowd of workers who
throng all the fields of labor because of their interest in what
they are doing, and their abstinence from grumbling. They do
not make the blunder of supposing that their condition in life,
their success or failure, are decided by other people; they
have resolutely taken to heart the great, decisive truth that
while conditions have much to do with the choice of tools and
& vocation, each man determines for himself how large or how
small a man he will be, and how important or unimportant he will
-make himself to his“employer, or in his vocation. If men were
more intent upon making themselves masters of their work and
less intent on getting the most they can in the wav of wages,
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and giving the least theycanin the way of labor and devotion,

there would be a great addition to the ranks of those workers who
are both successful and happy. The man who works simply for the
wage at the end of the week, and only does what is necessary to
get it, keeps himself down. The man who, in skill and devotion,
4is always ahead of the demands of his work, is on the highway

to independence. He who would succeed must not only work, but ]
educate himself as he works.—-—SucCCesS,
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CREDIT

The structure of society is based upon confidence. We
could have no civilization were it not for the fact that mil-
lions of men in the past were deemed worthy of credit by their
fellow men, and there could be no further progress were it not
that a great number of the men of to-day inspire confidence on
the part of others.

These are obvious truths, yet in forty years of close study
of the business men of this country and their enterprises I
have seen thousands go down in ruin because they did not realize
them with sufficient clearness. To-day there are many who lack
a true appreciation of the importance of the confidence of
their fellows, who are not concentrating theilr energies upon
its cultivation with sufficient force and firmness, and for
whom, on this account, disaster is looming up ahead. There are
numerous young business men who, being possessed of the vanity
that is the heritage of human nature, are more anxious to ac—
quire reputations for shrewdness than for the strictest fair
dealing. But they are not shrewd if they do not continually
; strive to establish themselves firmly in the esteem of those
¢ with whom they come in contact. So established, they are pre-
; pared to weather the storms that come in the career of nearly
every business man that would otherwise certainly wreck him,
as they have wrecked thousands whose business structures have
been reared on less firm foundations. ;

I should like to say, as strongly as possible, to every
young business man, that one of the chief aims of his daily
work should be the strengthening of his credit. Good inten-—
tions alone do not make good-credit. These intentions must
be coupled with ability to carry them out. For example, I
know a clerk who has access to safe deposit vaults in which
there are millions of dollars, worth of property. Implicit
confidence is placed in the good intentions and strenght of
character of this young man, but, if he should embark upon
independent business, investing his savings, he would not,
of course, be given a high commercial rating. While there
would be confidence in his integrity of purpose, he would
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yet have to prove his ability to put his purpose into success=—~
ful effect, and to meet his business obligations.

' Thus it will be seen that good credit is based on general
character and specil ability. A young man cannot expect to
possess, at the outset of his career, the financial position
and ability that would give him a high commercial rating; but
he can have the character, and he must have it, to build uphis
commercial credit and become even a moderately successful -
business man. I do not regard the mere speculator, even though
he be possessed of considerable means, as a successful business
man. He may be penniless to-morrow, and, as a matter of Ract;
he almost invariably does come to poverty in his old age. ‘He
must prove that he has stablility, and must begin to build more
upon the rocks, instead of on the quicksands, béfore he can geb

a favorable rating--Success.
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WHAT IS A BOOK

All books aredivisible into two classes: the books of the
hour and the bookes of all time. Mark this distinction —— it
is not one of quality only. It is not merely the bad book that.
does not last, and the good one that does. It is a distinction
of species. There are good books for the hour, and good ones
for all time; bad books for the hour, and bad ones for all time.
I must define the two kinds before I go farther.

The good book of the hour, then, —— I do not speak of the
bad ones —— is simply the useful or pleasant talk of some person
whom you cannot otherwise converse with, printed for you. Very
usful often, telling you what you need to know; very pleasant
often, as a sensible friend’s present talk would be. These
bright accounts of travels; good-humored and witty discussions
of question; lively or pathetic story-telling in the form of
novel; firm fact—-telling, by the real agents concerned in the
events of passing history; ——all these books of the hour, mul-
tiplying among us as education becomes more general, are a pecu—
liar possession of the present age: we ought to be.entirely .-
thankful for them, and entirely ashamed of ourselves if we make
no good use of them. But we make the worst possible use, if
we allow them to usurp the place of true books: for, strictly
speaking, they are not books at all, but merely letters or news—
papers in good print.

Our friend’s letter may be delightful, or necessary, to-
day: whether worth keeping or not, is to be considered. The
newspaper may be entirely proper at breakfast time, but as-
suredly it is not reading for all day. S0 though bound up in a
- volume, the long letter which gives you so pleasant an account
of the inns, and roads, and weather last year at such a place,
or which tells you that amusing story, or gives you the real
circumstances of such and such events, however valuable for
occasional reference, may not be, in the real sense of the wcrd,
a book at all, nor in the real sense, to be read.
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A book is essentially not a talked thing, but a written
thing; and written, not with a view of mere communication, but
of permanence. The book of talk is printed only because its
author cannot speak to thousands of people at once; if he could,
he would —- the volume is mere multiplication of his voice. You
cannot talk to your friend in India; if youicould; Yol would:
you write instead: that is mere conveyance of voice. But a book
is written, not to multiply the voice merely, not to carry it
merely, but to perpetuate it. The author has something to say
which he perceives to be true and useful, or helpfully beauti-
ful. So far as he knows, no one has vet sald 1t: 80 1ar a8 he
kXnows, no one else can say it. He is bound to say it, clearly
and melodiously if he may; clearly, at all events.

In the sum of his life he finds this o . be the thing, or
group of things, manifest to him; —— this the piece of.brue
knowledge, or sight, which his-share of sunshine and earth has
permitted him to seize. He would fain set it down forever;
engrave it on rock, if he could; saying, "This is the best O
me; for the rest, I ate and drank and slept, loved, and hated,
like another; my l1life was as the vapor, and 48 not: but this L
saw and knew: this, if anything of mine, is worth your memory. i
Phat is his "writing"; it is, in his small human way, and with
whatever degree of true inspiration is in him, his dnscripulion,
or scripture. That is a "Book.!

-7~
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B 47 ¥ 4 (Letter in Single Line Spacing)

112 Chalmers St.,
Champaign, Tll,
January b; 19686

Dr. J. Stanley Brown,
; Joliet High School,
Jolietyy T1l.

Dear Six:

It may be that you are now looking for a suitable teacher
+o fill a vacancy in your English Department. If so, I shall
be gled to be considered an applicant for the position. These
are my qualifications:

Since September, 1934, I have attended the University of
. Jllionis, having been abroad a year previous to my entering
college. Although I have specialized in English Liiterature
and Fnglish Composition, I have done considerable work in other
subjects: French, German, History, and Education.

3 My instructors, Dr. W. C. Bagley, Department of Educationy
‘Prof. H. G. Paul and Dr. Jacob Zeitlin, Department of English;
‘and Miss Martha Kyle, Dean of Women, will Vvouch Tor my charac=

..- I am American, twenty-two, happy and healthy. I am a
member of the honorary societies, Phi Beta Kappa and Kappa

Delta Pi.

I trust thatmy qualifications meet your requirements and
at I may hear from you.

Very truiy yours

=8l=
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# 47 % 1 (Letter in' Double Line Spacing)

2455, Dearborn St
February Twenty-fourth,

Nineteen Thirty-eight.

Miss Celia Drew,
.¢/c Julia Richman High School,

60 West 13th Street, New York.
Dear Miss Drew:

Relative £o your request of the 21st inst. for copies
of our letters, V\fe use no form letters, each letter sent out
from our office being made to fit the particular transaction
in question, so it will be impossible for- us to grant .your
Tequest. We are very soOrry 0 be unable to assist you, and
assure you that were it in our power to do so, we would be :
very glad to be of service to you.

Wishing you every success in the compilation of your

book, we are
Very truly yours,

THE WASHINGTON SHIRT COMPANY.
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B 47 4 £ (Short Letter in Single Line Spacing)

1234 Main Ave.,
March Fourth,
B 2 MR R S

Mr. Howard Woodruff, :
President of Chamber of Commerce,
Joidet Tllinols.

Dear Sir:

This will introduce to you Mr.
James CGarlton, who is considering your
city as a possible site for a 'branch of
his sewing machine factory located here
in Indianapolis.

A T have known Mr. Carlton for
tne past ten years and cannot speak too
highly of his business integrity, civic
spirit, and personal worth.

Yours faithfully,

=8z
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32 Seward Road,
Shanghai, China.
ong Aprily 18 o0
J. P. Bland, Esq.,
Liverpool.

Gentlemen,

We are still without a settlemept
of our account of $87.16, as per our letters
of the 13th andilsth ultimo, and must now

request a check to balance without further

delay. .
Yours rfalthfully,
BE. Sutton & Co.
By
A-B

;34;
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GABLE BR'OTHERS

NN YORA CITY

Ma,rch 19 19 39

:reme [N

! Miss Clara Foster
1987 Broadway
New York City

" Dear Madam

#hy have our letters of F‘ebruary 15 and March
1 brought no repiy from you? : 8

% : We don’t want to think that.you are trylng to
_evade payment. However, that is the conclusion we sh,all;-» £
have to draw if you continue to ignore our letters.

3 You want to keep your credit clear The only.
way to. do thile ig to payviyounribills promptly as they f‘all
To be sure the amount is small -- so small you would
‘a.rdly miss the $14. 34 that you pay us today.  But if you
should continue to delay, and some of our other customers :
:ere to0 do likewise, why, the total would soon become ap-

palling.

Simply sign the enclosed check and mail it to
e I have already filled it out for the right amount.

Very truly sours,
GABLE BROTHERS, NEW YORK.

e

i Collection Manager.
J.M: H.UB

-85~
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F 47 R ¥ £ (Block Style)

P S S g ? Bloomington, Illinois;
June 3, 1938.

The Wastern Supply Company
231-237 Adams Bldg.,
Minneapolis, Minn.

Gentlemen:

I have been thinking of putting in one of your latest improved;
machines, but have decided it would be inadvisable to make a

change at time.

The old model I bought of you ten years ago faoatald gd ving 1
good service. Of course it does not runas in did when I first 8
installed it, but it is still running and truning out good
work. I know that I could get out a great deal more work if I k
had one of your new machines, yet 1t would require at least
three weeks to take out the old one and install the new one.

This is a very busy time of the year with me, and T don’t think
T can afford to make a change until late in the rall, & feel N
sure that I can make my old model last until that time, so con-
sider the matter of a new machine closed for the present.

About, the first Qf September I shall be ready to reconsider the

matter.

/

I thank you for your courteous attention. {
Very truly yours,
POLAND MILLING COMPANY.
By |

Manager
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Friday,
July Twenty-ninth,
Ninteen s—=rsmamiad iy

Advertising Contest Dept.,
Successful Farming,
Des Moines, Iowa.

Dearxr Sirs:

We take several farm papers, and in these we get a
fair amount. of general news; news of interest L0 the farmexr,
the gardener, the poultryman, etc., but one thing we miss -
and that is the advertising of the several prepared foods.

. Why do they not care to appeal to the farmers with theilr
| products?

Our country stores do not display the ads of these
. various companies as they are displayed in the larger gro-—
B cery stores of the city. The farmer is not posted or, rather,
reminded of the dainties and staple goods they have to sell.
" Thus our want lists do not always contain a call for such

goods.

1 We look forward to the time when the different food

. companies will be more considerate of the farmer and his in—
. terests. We feel that we have just as good a right to com-
?plete information on high class goods as city folks have.

: . Here'!s wishing that some of the aforesaid companies
will give us a hearing and meet us through the medium of"
ur farm papers. '

Yours respectfully,

FRED B. LEE.

~gr=
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ABALBEF2AFEE > fip 2% 2 Inside Address AW ARET e HRMT ¢

100 Foochow Road, ,
October 10, 19... 4

Sl

©

In reply to your letter of recent date, I have been in-
structed by my clients, the Eastern Motor Bus Company, Ltd.,
to write you in connection with the above—-mentioned letter
and to state that, after careful consideration, they have
come to the conclusion that the sum asked for in your letter
1s too high. They therefore regret that they are unable to
meet your demands. They are willing, however, to pay the
Council a sum similar to that paid in (place) and (place),
O any similar sum that comes within reason,

Should the Council - as my clients hope - be willing to
reconsider the matter, I shall be glad if you will kindly

. communicate with us.

I should have given the Council an early reply, but as
the directors of the company are in Singapore it was neces-—
sary to send your proposals to Singapore for their considera-
tion. I trust you will accept my apologies.

Thanking you for the attention you have so courtenusly
given to the matter, I have the honor to remain, sir, !

Your obedient servant,

Attorney at Law.

Edward Green Esqg.,
Secretary, Municipal Council,

Shanghai.

-8
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26 Wood Street,
Mondon, W. 1.
August. 195 19:35%

. Messrs. Joseph Forster & Cc.,
10 Consular Road,
Tientsin. China.

- Gentlemen:

. T beg respectfully to 1nform you that on account of the

- Tecent death of my much esteemed partner, Mr. Thos, JOr=:
dan, I have acquired the business by purchasing

my late partner’s share in the same. :

" I have, moreover, taken in a new partner, Mr. Charles Fea-
' ther, who is well known in the boot trade, general;y, and
; who, besides his many years of experience,
brings a large addition of capital into the
business.

e shall continue to trade under the same style and on
xactly the same lines as heretofore, and we confidently
"hope for a continuance of the favors which you
have extended to this firm in the past.

‘wish to thank you personally for the kindness which you
have at all times shown to me.

Yours very truly,

Frank Boynton.

-89~
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o B X ¥ £ (Overhanging Style) 2.

March 2. 19...

Stein-Bloch Smart Clothes are to have a new home s 1
Cleveland - at the new store of E. g% *‘Hirech; 606
Fuclid Avenue and 3 Taylor Arcad»e.‘ SN : =

Fer two years we have refrained from making a connec-
tion in your city because we preferred to have no
representative at all, rathexr than a connection
+that did not fully measure up-to our well-=known -
high standards. : : ; g :

Now we have found the merchant, the location, and the
standards of merchandising that gustifty oul con—=
nection. - = S : : e o

Naturally, a house like The Stein-Bloch Co., that has
had sixty-one years of successful business expe- 1
rience, is most particular about the class of stores
that represent it. And you may be sure that any #
house that enjoys our confidence ig worthy of yours ]
also. : - P T r o

Mr. Hirsch was formerly in charge of the men’s clothing
department of The May Co. He brings to the new store
the most modern methods of merchandising and up-to-_
date ideas of service that will make you recognize .
and appreciate the store as your store. . : g

The new Stein-Bloch Smart Clothes for Spring are ready. [_f
Just say "Stein-Bloch" at the home of E. J. Hirsch and :
every courtesy and consideration will be shown you.

And there will not be the slightest suggestion of
‘any obligation to buy.

Very truly yours,
The Stein-Bloch Co.

=90=
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Al B X ¥ £ (Letter with Subject Heading) 1.

(Current Date)

Mr . C. B: J. Snyder,
Superintendent of Buildings,

Board of Education, New York City.

f Dear Sir: ~ Bookcase for J. R. H. S.,
80 ¥..13 St.

Our French department needs a bookcase, 6. feool

:". high by 4 feet broad, regulation size, on the fourth

floor, between the library and the door leading out

j?;nto the staircase. May I request you

“ 1. +to have the wall case which is now
installed in this place removed, and

2. to have a bookcase such as I describe

above placed in its stead.

Yours sincerely,

Principal

-21=
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Goldfield Nevada

24th January 19--

Attention of Mr. Foster

Mr. C. B. J. Snyder
superintendent of Building Department

Board of Education, New Yorl; o By v

Dear Sir: subject: Reguest for furniture for 60

W. 13 St.

will you kindly attach to our request for fur-

niture for 60 West 13 Street, forwarded to you on Jan-

uary 12, the following item:

One (1) vertical 4-drawer legal size filing cabinet,
oak finish, fitted with ends and locks, guides and
folders, Library Bureau Catalog No. 8210, for Eng-—

1ish Department, approxXimately........ceeee- .$35.

Yours very truly,

Principal

'-92._




X AR L 0¥ K
B+

5 B 7 # X (Letters with Paragraph Headings) 1.

(Date)

Messrs. J. L. Bastien & Co.,
10 Boulevard Sabastopol,
Boulogne.

| Dear Sirs,

In reply to your letter of the 4th instant, we send you
the following information. .

COCOA. The market is dull; 2,400 bags, New Granada, ar-
rived here, and are offered at 76/- to 80/-; middling to fine
80/- to 90/-; and superior at 103/-. Only a small quantity of
Guayaquil. Fine Caracas offered at 89/-to097/-; there is a
. good parcel of 1,900 bags which might be had at 88/-to 96/-.

1 COFFEES. Coffee is slack and sales are difficult; prices
. areMow, Rio at 93/-. 1,200 barrels Plantations of Ceylon on
I offer; middling to fine; middling at 90/-to 96/-; fine midd-
. ling at 93/- to 97/-; peaberry at 92/- to98-. Of Costa Rica,
4,000 bags have been sold at 76/-to 80/-. Numerous cargoes are
! afloat, which prevent operators doing much business, so that a
,f downward tendency may be expected for some time.

. TEAS. Business in tea is now being done on a small scale.
E_The arrival of two ships from Canton, with new season Congou,
absorbed the attention of the trade. What was offered for
'-sale has been eagerly competed for at 84. Wecan, however, get
‘a rather large parcel. Souchong is plentiful but it is in
‘request only for good qualities; good leaf scented 1/ .o lid;
isuperfine qualities 2/3 to 3/-.

 We consider the present time most favourable for _buying.
‘: nd advise you to lose no time in making purchases.

We remain,
Yours faithfully,

-Q3~-
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137 West 12th St.,
New York €6ity, :
: (Current date)

Mr. John Herrin, Principal,
Eastern High School,
Portsmouth, Mass.

1

Dear. Sir:. .

Mr. R. W. Renshaw of the Gregg Publishing Company has in-
formed me. that there is a vacancy in the teaching corps of your
Commercial Department. If the positionis still open, I should
like to be considered an applicant.

Training--1 ama graduate of the Broadway High School, Seattle,
Washington; of the seattle Business College, and of Gregg
Normal School, Chicago. Tn June I expect to receive my
B. C. S. degree from New York University, which T am now
attending. While teaching in Seattle, T took work in
Education at the University of Washington, and the fol-
lowing summer, took Commercial Methods at the University
of California. '

Experience—- I have had four vears teaching experience pre-
ceded by a year in a business office-two years at Seattle
Business College, as teacher of Stenography; one year as -
director of the Typewriting Department of the Sonoma ]
High School, Sonoma, California. AtpresentI have charge
of the Typewriting Department of the Girls’ Commercial 3
High School, New York City.

References——-BY permission T offer the following:

; Miss G. F. McComb, Principal of Shorthand Department,
Seattle Business College, Seattle, Washington. :
Mr. M. H. Rowell, Principal, Sonoma High School, Sonoma, 3
Cal. 1
Mr. Jordan Walters, Principal, Girls’ Commercial High
School, New York City.

If you think I'am qualified to meet your requirements, I
shall be glad to arrange an interview at your suggestion and
convenience.

very truly yours,

o
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September 24, 19...

Mr. G. W. Crawford,
100 E. Market Street,
Charlottesville, Va.

Dear Mr. Crawford:

~ A glance at the layout of this letter
and a reading of the following paragraphs
will make apparent at once the purpose of
the form here illustrated.

If it is desired to make such a display,
MARGINAL the marginal stop governing the left margin
STOP: should be set far enough toward the center
of the scale to leave sufficient space for
the notations.

- Up-to-date typewriters have special

. MARGIN levers, buttons, or keys known as "margin
RELEASES: releases." The operation of these devices
permits the moving of the carriage beyond .
the marginal stops without disturbing in any
way the "set" of the machine.

You should experiment with the margin
BECOME releases until it is natural for you to go

. EFFICIENT: to them when notations to the left (as in

. this letter) are desired and when it is nec-
essary to complete a syllable or word extend=-
.ing beyond the right margin. $

. You will appreciate your machine more
and more the further you go in "picking up"
- such poin*s as contribute to the saving of
time and labor.
Yours very truly,

-REW:EGO- -

—o5="
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Paris,y Uob-2b, 18,5

Edward Green, Esq.,
Loondon.

Déar 8ir,

Upon receipt of your letter of the 23rd instant
respecting the firm therein mentioned, we have caused
inquiries to be made and have obtained the following
information.

"Messrs. Milleroy & Co. made an arrangement
with their creditors in December, 1907.  Their
liabilities were £6,000 with assets of £4,000.
The creditors agreed to a composition of 10s.
in the £. A first dividend of 2s. 6d. was paid
after six months, and a second dividend of Z2s.
6d. three months later, but nothing further.
The business is said to be making no progress
at the present time, and we would advise cash
transactions only."

We have also made independent inquiries, and the
result was practically a corroboration of our agent’s
report. :

It would, therefore, appear inadvisable to enter
into any credit transactions with these people, while
they are certainly not to be recommended as agents.

You are welcome to this information free of charge,
and we are pleased to have been of service to you in
this matter.

Yours faithfully,

CHAS. DUPUY & CO.

=96~
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B 47 £ £ (Long Letter in Single Line Spacing)

2nd September, ‘19....

E. Hurst, Bsq.,
¢ Parkhurst,
. GODALMIMG, Surrey.

p Dear Sir,

You will remember that at the last Board Meeting you
brought forward the suggested re—arrangoment of the respective
duties of Manager and Secretary, and in the result the local
Directors were authorized to adjust the matter. This has not
. been done, and it occurs to me that you would like to make some
. report on the matter on Thursday.

1 Some reference was also made, on supposition only, that

. Mr. Smithson had not access to the Account Books showing the
. current expenditure, but I was able to show him, after the last
' meeting, that these books were in the iron’ safe in his office
. all the time, and had been there since the safe was available.

4 It will be convenient if I state what books I take

. completely under my charge, and what books kept at the office
. are checked and overlooked by me. First, then, as to the share-
. holders’ books.

These are:

1 Allotment Book. 8 Agenda Book.

2 Register of Members. 9 Director’ Minute Book.

3 Share Ledger. 10 Capital Expenditure Book.

4 Register of Transfers. 11 Revenue Expenditure Book.
5&6 Certificate Books. 12 Jourpak:

7 General Minute Book. 13 Private Ledger.

—Q7=
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. Hurst, Bsqg. * Q% 2nd September, 19...

At the Works are:

1 Case Book. 5 Customer’ Ledger.
2 Bay Book. 6 Returns Book.
3 Bought Ledger. 7 Wages Book.

4 TInvoice Ledger.

T deem it compatible with my duties to check all these and
:prove them, so that, when they are handed over to the Auditors,
they shall be balanced and complete. Of course, if they are not
:so0 ad justed, the Auditors’ work will be increased, and so prob-
.ably will be their fee.

T am willing, as I have already said, to adopt any Trea-=
-sonable suggestion for the re-adjustment of these matters.

Yours faithfully,

Secretary.
TMH/ESG

S08--
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New York. April 5 19::

Messrs. Glover & Harris

London
" Gentlemen: "
We understand from our neighbors, Messrs. Render, whose
-: princj:pal called on us to-day, that you have been buying
large quantities of Ironmongery in this market through Messrs.
Freml.in, and that, as this firm is now in liquidation, you
require a reliable firm to act as buying agents. From our
intimate knowledge of the trade we believe that we should
:1 entirely meet your requirements. We had many years’ éxpe—
rienoe in the English trade before coming to America, and,
: xnowing the wants of English consumers, we can promise you »
: facilities in regard to prices, terms, and freights, not in
1 the power of any other commission house in this city, o
y for that mattex:, anywhere in the States. Messrs. Render
will doubtless be writing you about us, and we will there-

' fore content ourselves by stating the terms upon which ws

are prepared to buy your orders:



Practical English Typewriting

Messrs. Glover & Harris -2- April 3 19...

1, Commission 2} per cent on the net value of

invoice. ‘

2. Five per cent per annum On invoice and com- °
missions from date of shipment, to be settled
half yearly.

3. We concede you discounts and concessions of
every kind.

4. We have special arrangements with the steam=
ship companies for freights of which you will
reap the benefit.

5. Insurance, we presume, would be covered by

" your floating policy. 1f not, we can get

special rates.
We trust you will see your way to take advantage of

our .offer, and awaiting the favor of an early reply,

Yours faithfully,

THE GOLDSTONE COMMISSION COMPANY .

Mgr.

-100-
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7] 0 X ¥ & (Letter with Price Explanations) 1.

Amoy, December 15, __;9..

L,. Van Tanner & Co.,
Peiping.

Gentlemen:

We are in receipt of your inqﬁiry of the 26th'ultimo
and beg to offer you the following:

Fine Buntang 3 25.60 DOY OWhe - -
Finest " S e et "

Extra Choice 80..88+ " "
. f.0.b. Amoy, net cash. :

1 This offer is subject to the goods being unsold when
. your order comes. The market has been steadily rising for
some time, and there is every indication that a further
¢ advance of $10 per cwt. will take place shortly. We,

. therefore, suggest that you wire us your order if you want
' to avail yourselves of the present price.

We regret very much that your friends should have to

. complain in regard to the packing and believe that the

last parcel must have been roughly handled during transit.

. as no such complaints have com= to us before. We shall -

~ take care that all goods in future are satisfactorily
packed. -

Yours faithfully,

WEI YUNG TANG & co.

-101~
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! chefoo, March 10, 19...

Messrs. White, Hanlon & White, -
Loondon.

Gentlemen,

We are favored by your esteemed letter of February
6, advising the dispatch of a consignment per s.s. "La
Plata," and upon the arrival of the goods will use our
best endeavors to bring them under the notice of the
trade here generally. :

In this connection we would like to point out to you
that there is great competition on the part of Germany and

Japan.

In hollow ware, the German article is doing great
mischief to the English. The quality of the former is
certainly inferior, but it is also much cheaper. The
following figures will give you a practical illustration
of this. For enameled articles, such as saucepans, fry-
pans, etc., the following prices are quoted for German

goods?

2 pints 3 pints 4 pints 1 gall :
101d. 13d 12a .- 141d.

while English agents quote 14, 17, 19, and 23, respec=
tively. You will see that the much lower cost gives the
German articles a great advantage. The Japanese also
competes successfully in these articles.

Then, again, the German wrought, iron enameled were
has simply shut out the British.

The German manufacturer has also a decided advantage
in regard to _frpigh_t, since steamer from Antwerp is 18/6
per ton, while from Liverpool it 1s 22/6 per ton.

~108~




Second Page—-—-MessTIs. White, Hanlon & White,

It therefore resolves {tself into a question of cheaper
production and profits closely calculated if a good business
is to be done in this market. e ' g
the foregoing figures as a guide to what
For our own part we shall be
as we believe that
provided the prices

We give you
. prices are to be obtained.
. content to work on a small commission,
the English article has a good chance,
are put on a competition basis.

We.-now await the shipment and the particulars promised.
by next mail, and will write you further when we have had an
opportunity of testing the market.

posal to-send us catalogues printed

In regard to your pro
d will see that

in Chinese, we think this a good idea, an

. these catalogues are well distributed.

We remain, Gentlemen,
Yours faithfully,

Toinpkins, Lord & Co.

-103-
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Terre Haute, Ind., 21st June, 1934.

Messrs. Goodsmith & Co.,
Indianapolis, Ind.

Gentlemen:

We take pleasure in quoting you the following prices

wviz L.. & W. £.0.b. your station:

Let il o0 derviinaw i rbianmm e per 1b. .10
" head ----- PO DL o g A Rl
DD O St e S R e i B 18%
Apples, summer dried —————=—= " 4 .25
ADTACOLE T TOXRR ~esmmimases s s .30%
Bodta, DAY ~-rwrscmsmnas ot n"doz. .20
Garrots it et ens i 1 ) .15
Plums ——————m—mm——————m e i o .20
StrawbeEries ————==agcE == "oChoa . dak u

We have recently installed a complete refrigerating i
service, and will guarantee that any orders you may send us
for either fruit or vegetables will reach you in first class
condition. We hope to have the pleasure of filling an oxrder
for you at an early date.
Respectfully,
: | THE CO-OPERATIVE STORES CO.,

By

Mgr.
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W % % ¥ 4 (Letter with Tabular Statement) 1.

September 1, 19...
Henry Francis, Esq.,

Denver, Colorado.

Pear Sir:

Referring to our several conversations has within the
past few days regarding our lead-covered underground cables
for electric light purposes, I now quote you as follows:

Electric Light Cable No. 0000 at .26 per foot.

1" " " " oo "N 33 M "
" " " " 00 W FH "
" " " " (B Pl A "
" " " " oo D0 "
" " " " Do Me 40 M "
" o " " " BN dGs "
" " " " yrisie LR e R "
" " " " [ L s ) "
" " " " 6 2w il "
" " " " e oo Bl "
" " 5 " g og o "
" " 1" " Co e ety b "
" " " " forsarcape N "
" " " " 14 " 3 036 " "
" " " " 16 .03 "
" " " " oo tas e "

, A1l the above prices are f.0.b. cars at Pittsburg, and are
.~ pased upon Brown & Sharp’s gauge, being subject to a discount

of 25% from 0000 to No. 4, inclusive, and a discount of 30%
from No. 5 to No. 18, inclusive.

Yours truly,
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W % KX % £ (Letter with Statistice) 2.

Messrs. Cooper & Sons, Ltd., . ; (Current Date)
Liverpool.

Dear Sirs,

Generally speaking, a firm tone has dominated the sugar
market throughout the week and prices close much on a par with E
those current last week.

We give b_elow the quotatic}ns aJF; the Lsndon Produce Clearing

House at the c'lo'sing call last evening, which were as follows:-

Glosing Prices. ; Close last week.

Sellers. Buyers. " Sellers. Buyers.
Janey Lol 811 Y Sl ' 8/1%% 8/11
February..... e o erils 9/0% 9/- ;
Mertn . asiair 8L 9/0% 9it 9/0% 3
May. oo b e 9 2t 9/2% 9/2% o /2 1
fugast. L fun. Y U4 ) o/4% o/4% 9/4
Oot, —Dec = ERCNEE - 5T iy Q/5i 9/5% LS

According to Messrs wWildett and Gray the Cuban receipts

were 3, OOO tons, exports 1,000 tons, stock 3,000 tons. Total

daddl i B bl i e b L

receipts since 1lst December 7, OOO tons agalnst 42 OOO tons

last season.

e ke ) S ae Ul ek L

pEbEgY BILOE Goure BEithiuily,
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M % X F & (Letter with Tabular Statement) 3.

May 23 19--

The Accountant

The Jewels Trust Company Limited

49 Kiangse Road

BHear b

I beg to inform ybq t.hat a Deed of Tre’.nsfe_r purpo‘rt_j‘_.vng :
to be signed by you and covering the undernoted. Municipal
Debentures, has been 1odgeo. at, this of‘flce for ’r‘eglstratlon.

Unless I hear from you to the contrary within the next
two days, I shall assume that the matter in is order aqd
execute the transfer accordlngly. 3 Low
~ Yours falthfully,
:Lje - P.. JhOnsomn,:

vrows seuny Treasurer & Comptroller

Per

Laon. -Distinctive Value of each Total "~ Registered in
bW e Certificatec - vaﬂue the name orf

Tls. I Tl%. - {~
1926 B. 11685/9 1.-000 5 OOO The Jewels
't Trust Co. Ltd.
't B. 11690/94 1,000 5,000

=3O~
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W & X # £ (Letter with Account) 1.

STATEMENT OF ACCOUNT.

Mr. to

For $

Dear Sir:-

Every day we have been expecting remit-
tance from you. We CAN!'T believe you'd let the
go without payment.

They've been awfully nice about it;
they've cautioned usg against drastic action.
They §4y you're the right kind of person and
you'!ll pay it. We believe this, too.

Now, haven’t we been patient, polite,
and persistent emeugh? Surely you won’t let us
wait any longer. Sit down and write your Check
or send us Draft, Postal or Express Money Order
for the amount.

Kindly attend to this today, SURE.

Yours truly,

President.

P. S.--=If you cannot positively pay now,
your application for extension of payment will be
given consideration; write us today if you desire
to name a future date of payment, sO we may Know
your intentions are good.

=108~
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W X # 4 (Letter with Account) 2.

Dear Sir:«

We are again writing you about the small account
noted below and are much disappointed not to0 have had remit-
tance from you before this.

Since you have not writtenus, we take it for granted
that the account is correct as rendered. :

While we do not think you are trying to avoid payment
of a just debt--and such a small one--unless we hear from you
immediately with amount in settlement, we shall be compelled
+0 turn same over to our attorney for collection. This we dis-
like to do, as this concern looks upon all its customers as
personal friends, but you must know that it requires a good
deal of money to maintain such a business, and the collection

of all outstanding accounts, both large and:small, 1s-68=

sential.
: Respectfully,
STATEMENT.
Mr. : ot
Debtor to
Theb of
For ' Amount $
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B % 4 (Lettrr of Advertisement) 1.

We can help you - A LOT!

Think how much YOU can USE US to balla yourself
a bigger, better-paying gleve business.

" We'rre right tére, near you. You get the quickest
possible service - only 2 couple of days and you have the
gloves. Our stock is large, so you can really USE OUR FACTORY
for your stock room. .And.our complete manufacturing plant is
YOURS. Our dies,- tools - machines, and trained glove makers
are just waiting te work for you. If we happen to be out of
some style you order we don't "back order " it - NOT US!

WE M!_\_.K_Ei IT - 'q—u-'-i—c-k'.
This means DOLLARS IN YOUR POCKET. For you can do

‘more business. With LESS MONEY TIED UP. Can keep your stock
fresh and clean sending small orders — often.

You know HARVEY GIJOVES - hand cmd machlne sewed.
‘They're MONEY-MAKERS for you. Andwe're fixed to give you
BETTER SERVICE than ANYONE ELSE - GOSPEL TRUTH:

S50:1F youdon'tuseus Veoii sl e0-8=8,

Fill in the order blank NOW, - or mall card foi'
samples and 1eave the assortment to me — you'll like what

I send.

Delay means -1qst, profits — FOR YOU.

Yours for service,

Manager. _ .-
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B & '{%‘ (Letter of Advertlsement) 23

OLD NOAH said > twas going to RAIN. And NOAH KNEW!
But, the WISE ONES stood ’ round and GUYED HIM. Later they GOT
D-R-0-W-N-E-D! s :

: Ri.ght here’s where YOU come in. If you pass by this
Triendly warning, you won’t DROWN - but your POCKETBOOK’LL
- SUFFER.

LISTEN: -

Condltions in the leather business were NEVER!
YORS®. Gloves haven’t gone up much YET because manufaoturers
had LARGE STOCKS. Now these are about SOLD OUT. And the man
who tells you his gloves aren’t advancing has CUT THE QUALITY
Can’t keep prlceq down ANY OTHER WAY.

BT
Wal FATS leather. Gloves a,nd shoes last but ai FEW
DAYS in the trenches. ~SoEurope, instead of shipping US leather
is BUYING OURS -- HUNDREDS OF THOUSANDS OF SKINS. And war is
reckless - will pay ANY PRICE. You know that! oo

i It’s boosted horse-hide 4 cents a foot since January
flrs‘r = and STILL: GOING UP. Anyone’ll tell you short gloves
take 30 feet of leather to a dozen. Gauntlets 40 or MORE. Figure
it oul YOURSELF at 4 cents a foot advance. You can’t get away
form it! If you don’t buy quick you’re goingiito pay AT LEAST A
DOLIAR A DOZEN"MORE Por "y'o‘ur gl oves. And that VERY SOON.

~ We’renot trylng to scare you. These are COLD FACTS!
Take them or leave them, as you like. But you can’t CHANGE them!
Nor DENY them!!

Get busy, friend.
= Don’t WAIT. Nor Hegegei ~f-g-i e~}
P--R-0-T-E-C-T Y-0-U-R-S-E-L-F!

3 Send us your order TODAY — THIS MINUTE - for the
3 gloves your’re going to need this season. Ship now:or any time
up to September 1st: We’re not acceptlng orders beyond that.

Others are buy1 ng FAST. G'et," YOUR order in.
Yours for quick action,

{
Harvery Glove Co., f

MANAGER.
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: ¥-th# GHEE
BRI INBAEE ) SHALEA > HRFXAWBER> BRERFAEFHEN,FTAR
gl o FFZHE BRERL AR FHLSATX WL, $— TR EALELSE Wi
B3 RITR AP NRE AR EE, FoARNE > ERAABAF R E—-EARE
> EHHETHA =47 BAAMABE—47 > S © R BREHZ AR
- {3 )

Mr. John Remington Perkins,

DOWS,
P. 0. Box 237 IOWA.

Mr. Chen Sui-chiu
The Chung Hwa Vocational School
1454 Avenue Edward VII
Shanghalil

G b1 )

~ Mr. E. L. Morgenstern
Mississippi River Commission
13th Floor, Queen & Crescent Bldg.
New Orlens, Louisiana




X o x5 =7 W

(U =)

Mr. John B. Opdycke,
139 W. 72nd Street,
ﬁ New York City.

(2 K)

JULIA RICHMAN HIGH SCHOOL,

60 WEST 13TH ST.,
NEW YORK CITY.

| EXHT—%O FRARN TREHLAL BB L
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BB TAABEE RERETARAERL

Vlr C. F. Chen, The University of Shanghai, Lioead
é@ir & Peters, Journal Building, Portland, Oregon.
J:Me.ssrs, Rowe & Wood, 2276 Aberdeen St., Montreal Quebec, Canada. g
American Typewriter .Cvo. s Eh Broadway,ﬂ New York City.
Mr Wi R Foster; c/d Merchapts,DespatQh Transportation Co.
E. Rochester, New YorkK. . .~
Mr J. F. Spaulding, General Agent, N. Y., NuH. & H, BR.R::Covs ;,
v Boston, Mass. ; P
?lfnderwood TypeWrit,er Co., Inc., Church and Vesey Streets, New
York City. : | ‘
Messrs. Hall, Hartwell & Cdmi&ény"gg'JAersey, city; New Jersey.
Mr, H. C. ChiThe Chinese Government Telephone Adm,
Chung Hwa Road, Shangﬁai, China.
Mr. Stone Bain The Dah Chung Coal Mining Co., 470 Hankow Road,

Shanghal ,
¥ir. L. Y. Weng, su mlng Vooetlonal School Nanklng Road,Shanghai.
Messrs Anderson Myers, 5 Yuen Ming Yuen Road, Local. |
; Macmlllan and 80, 5 lelted, gt,. Martin’s Street, London.
The Commercial Press, Ltd., Honan Road, Shanghai,

-ur Howare Woodruff, President of Chamber of Commerce Joliet,

L mulinols. : Gl e
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- ﬁ' ﬁiiz‘]iiﬂﬂ I’f’?w s kI AR E S FHAIEYE > ¥ Tabulator Stops
B WD TERFHRATL22 > WERLABRTHR > AF @B . -

l V.

B H2AE AT B & (Underscore) (— ) 33 pk EHAXE (Colon) ( )_f’(lio

GG B yE: PELETE ATASENY  RBRE - ﬂ%ﬁﬁn,wmiﬁ
#Fé?%Cylmder Scale (U19) b= WE (TEMR AN F MR ELFERR . NERwFE
BB W L AL 5 4o BB AR > A %Camage Release Lever, iz ﬁmzﬁﬁ%ﬂ%*ﬁ E ¥R Rze
Bhh—BAREES > xEEN RREAR ?}itfwz@ % ﬁ%ﬁmé”“%i}xﬁ %ﬁﬁ
Eﬁﬁé%%ﬁ%ﬂ—? R M ED o '

f : it ‘(Lﬁi —l‘ ﬁ)

' 4

Goow

o BWE T aﬂ"ﬁxlﬁfﬁ%ﬁ%zﬁ‘ ﬁg'ﬂ‘@t‘ﬁg 3 Varriable Line Space Button B
f‘%“’éﬁﬂlﬁ’ F 4 —4% 1 Cylinder Scale g % B » Y BI—RE T o

AERAAE ) AN LEH ANCBER > pERER TR ARG LIRS B
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¥ — B

% % (Invoice)

Wilmington, Del., March 24, 1957.

Mr. Henry D. Wilbur,
City

Bought of McINTYRE & STRATTON,

IMPORTING GROCERS.

Terms Cash.

Cor. Broad & Market Sts.

Feb. 14, 4 1bs. 01d Govt. Java Coffee, @ 25 ¢ $1.00
£ LO1ONRE TO8 ;> = —rmmws iy 70 ¢ .35
R Granulated Sugar,----=" 7+¢ 1.12
0 M BURAY e ——waemamamm " 6%¢ .65
g = Pt RiICoE = mmem e o 6% ¢ o0
$ Batc Bnp e o 75 % 1.50
& No @ Molasses,———=—== " 70 2 . 0D
Mar. 1, 5/12 doz. Cans Tomatoes,---=---= 72150 .65
7iie © "  Peacheg——————--= 1,80 1.05
£ 4 W Pineapples; s==== ".2.60 1.25
3 ® Strawberries, ---'" 2.25 .56
2 105 Chbaap, —w-n=yuwaaammni 4 25 ¢ .75
o T BUub el st w = " a0 e 11,00
7°“W Bro. SU@AT,==========" 6 ¢ _.42$11.02
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PROFIT AND LOSS STATEMENT OF H. GUITHER
May, 1938.

Merchandise on hand at beginning of

period.....c‘0...!...'..0........ $1’OOOOOO
PlUSCHASOS e oo sisesvesssissioine 6 ) 1,800.00
e ey BOUL OO

Cost of merchandise SO1A. S Biaiaas
PI‘OCeedS Of S&les......-......-...---‘------- $3)500'OO

3

Profit on Merchandise, carried down 700.00

$3,500.00 $3,500.00

Profit on Merchandise, brought TOWD . % cer ot $700.00

" Loss shown by Expense account...... $122.00

Net PI‘Ofit....--o.-......cao.. 578.00

$700.00  $700.00
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. v
% # % & % (Balance sheet)-1.
Stevenson and Borg =
- . Balance Sheet, January 1, 1938.: 2
i 3 : ; ; . : : ; 7 G B¢
Assets ; ‘Liabilities :
Current: v oty : QCHHmbﬂ"_ L . mv
Cash——————————=——- $10, 000..00 Accts. Pay $5,000.00 o
AgctB: Réc.-s—=-71= 5,000.00 Total Liabilities—-. $ 5,000.00 i
Mdsels Inv. 1/1/28- '20,000.00 * . : # 4 O
Total Current—-———=—-—- $35,000.00 Net Worth :
; e : ; James Stevenson . y
Fixed: Capital 1/1/28-—--- 40,000.00
Purne, & HixX. e i o OOO. 00 William Borg e - i
BOul pneny————- ~-<= 5,000.00 Capital 1/1/28-----40,000.00 g
Bull@inga——————~=— 43,000.00 Total Net Worth——-—-—
fatal Pixed-———-&-a- 50,000.00m0ta1 Liabilities & 80,000. 00
_H_o.ﬂ‘m.u. >mmm.ﬁ.m||||,|.||l. %mm.u " OOO . 00}« Worth===———==————

$85, 000. 00

4 3
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R. L. JOHNSON

FINANCIAL STATEMENT, DECEMBER 31, 1937.

AS SETS

Cash'..O....l...........0"-'!..'.". $1’250.1g
Notes Receivable. .ccceccececoccsoccasns 1,490.00

Accounts Receivable........ $3,675.40
Less, Reserve for

PDoubbful AccounbsSiicies e 735.51 3,601.89
Merchandise on Hand.....ceccecccecece 6,720.81
Insurance Unexpired....ceceecseosos e 15.20

Office Supplies InventoIy.ceceoeeccecses 30.19
Interest Receivable...ccececceacosace 10.41
Delivery Equipment......... 560.75
L.ess, Reserve
for Depreciation........ 7 03.46 476.29
¥urniture and Fixtures..... 432 .50
l.ess, Reserve
for Depreciation......... 43.25 . 389.25
Total Assets $13,975.23

w1 ABILITINS

B PUabis. .. ideega e aen e anes 1 315000000

Accounts Payable..ccceecectcnncocss ~ 1,620.156

Office Salary ACCUTed. .ceseeenvsoorsose 25.00
Total Liabilities 2, 045.:15
Net Worth $11,330.08

R. L. Johnson, Capital, January 1, 1937 $10,000.00

Net Profit for the year..... $2,061.09 S
Less, N&t WithdrawalS..... 31,01 1,330.0d

Present-Worth $11,330.08
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FINANCTIAL STATEMENT OF TREASURER A. H.

12,31987.
REOUEIRPT S .

FromActingTreasurerJohnM.Stahl,(seereport

OoT 1936, Ses8ibn)r - oo nT s $22.35

Bues from delagates DY mall mretcan anmm e er 132.00

Dratt fron-RIGSHoNd, V&, ;= e e 200.00

Bragt " M. ki e et L e e e e e 300.00

Dues paid by delegates at RicEmond,; Va. - = 129.00

EXPEND ETIREES
1036.

Nov. J=2, Priftings-—=fdt-—a—cnaarleb A $15.50
2 de Pogtage s———=—F—~+=—A-cp-oare=— 9.74
i 25, HEDPeNsage -reramnsas s o e . 35
" 25 N e e E55
4! 26, PEELace, dnn—Rs———radoram ot nea 10.00

Dec 5, THREWT LU INE , B ool e T 10,25
2 S, e el et e ey i TR S e wlale,
i Q, W e i kRl e 20.00
" 5 \ ———————— 50

1937.

May 22, Long-Critchfield Corpcration,--—= 13.50
W 225 Wl el e e e e o e 141, 90

June 5, Printingy——-rmr—mrrmyee—ammomsamn 1000
A 5, Pobtoge , ¥s—mwra-acnde Ao mtmm e 5:00@

Sebt. L. Privtipe and statlionery,-———=7= "7 500
Wi T PUmSWRS TR N, — v e duin o s e Se 2.50
" s P OS GRS o ey ————— e ——————— 2.50
" $0 M, BLANL e 288,55
i S8 Milarul g JOraaD, T e 656 700
" $R B B0 AN e moemnGtaineeer ey 600
" 18 W W N aaY, o F e e 21.060
" CEUED LS BB T Lor ke i (638 ey sten sty g oo s 2680
" T2, WRaam . JONE S, e 3500
" B S e e 3PN T L el o e e s S 00
Af T, G M LR e e e 3.26

JUDY, FOR PERIOD SEPTEMBER 28, 1936, TO SEPTEMBER

$763.35

$686.00

Balance on hand,—&. .+ &

*See Secretary’s Financial Statement,

_— - = o =—

7 7.:595
763.35

**)Moneys paid out on account of the Congress in their

. work as officers, etc.
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B sER LB R

THE MODAL AGE OF MARRIAGE
-IN RHODE ISLAND

AGE + GROOMS : BRIDES
(years) : b 1 T
1) £ (2) $ (3)
Under 20 : 148 3 062
20 and under 25 -: 2,049 S BRoent
2yl " 80 s il st o129
o " 35 4 768 : 502
85 n Lo ) 386 : 398
40- N " 0L B 28 - 13%
dipy 51 " e 124 . 65
1B " 55 : 76 s 35
555N i GO 8 52 $ 22
8. v B ST 28 : 12
65" .. " A0 23 : 4
70 Mo M WTB g il s 1
75 " " 88 .0t 4 4
g0 . " AR I R 5 $
: 5,462 : 5,462

;1233
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T ARE U H W R

Exported to

Austria-Hungary-----—-- $17,230Turkey in Africa-—-—- 272
DS YU o e o o o e e o e it 16,239Belgium——~----—--—---149,106
Germany-—-—=—==—————————= 454, 625 Frangé———=~~~——~=~~ $177, 440
PRI G e S b e 53,9080 PERELAR s v nainpmmrt : 250
POrROEE L ottt tiriy 276Netherlands==~—=—~r== 69,963
SDBEN = it £ phanis s e o g ke 4,787 ROVEBEBNLE~ = Se=rrrww 610

i Syitzeriands e emse 21,928Russia, Baltic & White ‘
I United Kingdom===—=r—=-= 1,002,723 s R 167,483
British Honduras——---- 305Russia, Black Sea,-= 2,397
1_Newfoundland(%Labrador 1,2485weden and Norway--- 12,495
S O 5 Gt b e ooy v e ey 63, 324Turkey in Europe---- 1,453
P Central American States 5,009 Be PR~~~ — =~ S 136
B RN A DA ne o wrom oo it Snicwi g ol 36,946Dominion of Canada-- 54,925
————————————————— 11, 71awest Indies , ~—=——+-=i= O8O0
——————————————————— 12, 640Bcuador--=--———————-_ 1,888
——————————————— 2,507Peru-———==——=———————= 4,240
——————————————— 1, 0834Uruguay--==%r—m——tc—-= . 2,704

fChinese Empire—--——=—-—-——- 8,476 Venezuela=—-=s=—e== 2,414
Bast ITndiegs——==—————=—= 18,486 China, Russian,——r—— 586
————————————————— 200Hong Kong=~—+—=~-——F==: 5,068

Burkey in Asia-——=-—-——- 280 Jagiin ven stk e b oo aae 17,446
‘British Australasia--- 100,135Russia, Asiatic,-——- 879
Philippine Islands—--- 14;336A11 other Asias~—r=— 2,022
ERttish Africa--—=—--- -, 1, 88,560HaWall——r—s==w e vt 9,018
Portuguese Africa----- 4,840French Africa----——-= 30
388 Total-------$2,687,101

fonga, Samoa, eétc.,——=

Amount

YEAR ENDING JUNE 30, 1936, SHOWN ACCORDING TO

COUNTRIES.
& - X u-

Exported to -

=123~

UNITED STATES EXPORTS OF TYPEWRITING MACHINES AND PARTS FOR

Amount
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FREQUENCY DISTRIBUTION

THE

MEANS OF

OF
100

SAMPLES

Class-Interval

(1/10 inch)

Distribution of Means
* = gne mean

Frequency

4

66.90 — 66.99
67.00 - 67.09
67.10 — 67.19
67.20 — 67.29
67.30 - 67.39
67.40 — 67.49
67.50 — 67.59
67.60 — 67.69
67.70 — 67.79
67.80 - 67.89
67.90 — 67.99
68.00 — 68.09
68.10 — 68.19
68.20 — 68.29

%
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Mean of 100 averages ungrouped

o "
F.E . .-"

"
.

= 67 .50 inches
" = . 84 llnches
= .5745 0 = .16 inches
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AVERAGE ‘WEIGHT AND HEIGHT OF CHILDREN

© (2.2 pounds =1 kilogram)

o

B L S | e TR o T AUE  WON T

Boys -(without clothing) Girls (without clothing)

Tnches ¢ Pounds

. Age : Inches : Pounds : Age $
B st birth? : 20.8 ¢  7;5 ;: stbirth iz 20,5 & 0
1 year ¢ 2008 3 31D 1 year 1..20.0 $<o20.00
2 years s Vol i o2hio 9 2 years < 33.0 ¢ 23850
3 years D R s e Gt R B 3 years . 36.0 %2 290
4 years e RO ) e HBd SO e 4 years 39,0 25088
(without shoes or coats) : (without shoes or sweaters)
5 years A2 s : 5 years R . L
6 years 25 45,0 . % -4H s 6 years s 45.0 3 43
7 years a o AEBE T B £ 7 years o AL @ s B0
8 years: : 50.0-: -58 : @years : 56.0 1 58
9 years « Bl w64 :  Oyears 4. 88.0 a- 6%
10 yefirs: : 54.0 ¢ [T1° : 10years : §54.0 .71
11 years s Uik, O (18 78 + 1l years o BGM S2 Y
12 years G el : 12 years o B0 e o E
13 years: : 60.0 : 94 : 13years : 60.0 : 101
63.0 <. 111 : R4 years s 680 0. 118

14 years

. Note: Adapted from tables of National Child Health Council.
. For boys 5 to 14 deduct 3.5 percent of above weights for

4 clothing.

. For girls 5 to 14 deduct 2 percent for clothing.
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Aden
Alexandria
Amsterdam
Berlin
Bombay
Brisbane
Brussels
EBuenos Ayres
cairo
Calcutta

Cape Town
Chicago
Copenhagen
Dublin
FEdinburgh
Gibraltar
Hong Kong
Leningrad
Liisbon
Madrads

Madrid
Malta
Melbourne
Moscow
Natal

New York
Oslo
Paris
Quebec

A

WHEN IT

Rio de: Janeiro... Sis s

Rome

San FranciscO. co v xmws.

Shanghai
Singapore
Stockholm
Suez
Sydney
Tokie
Wienna
Wellington

% %

%+t H#R
R E R oMk
TIME IN DIFFERENT PARTS OF THE WORLD

IS NOON AT GREEN WI CH
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PEORIA AND REKIN UNION R.R.

INSURANCE ON ROLLING STOCK BASED ON NET VALUE PER RULES
OF PRECEDING YEAR

s NO.tDepre-— . . : Amount :Amouutbt
QF : cdated : _:collect-: Ins.
SEIEIES :CARS: value :Salvage:ible fm.:Recom-—

a

KIND

3 s sof. ear.. .Ins. Co.:mended
‘Bunk g 771 . 708.25:.90.00 : 618.25 : 600.00
‘Block & Tool :A-4 1 : 815.84:. 90,00 : 725.84 : 700.00
‘Wheel Flat :A-5 e 40%.45:. 80,060 @ 413.45 : 400.00
‘Wrecker Flat:A-6 1 1 : 465.05:.80.00 : 385.05 : 385.00
«Caboose : 200 s 04 :1053.00:100.00 2 0953.00 : 950.00
.Cinder i3 5_3-4-5: 7 : 337.00: 80.00 : 257.00 : 250.00

‘BOx :150-155=- : : : :
: :160-161 o : 350.00: 90.00 : 260.00 : 260.00
.Gondola :381---B39: 60 : 359.20: 95,00 : 264.20 : 260. 00
Gondola 1268 . 1 : 284.00: 80.00 : 204.00 : 200,00

Gondola : 350-354~ : .
: 358 . 'z : 551.05:101.0C : 450.05 : 450.00

Gondola :351-352= : : . . 3
G 2359 . % :1240.62:105.00 : 135.62 :1100.00
Gondola : 401 to 407:  475.64:101.00, 5. 871,46 870560

: :to 420 Vo g s :
Gondola :408 . 1 : 495.00:101.00 : 394.49 :, 390.00

Gondola Sgioada. . : : .
A6E-a73..: A4 1 554.64:.105.64: 440.64 440,89
Gondola :451 4% 433.78: 101.00: 333,78 & 330.00
Gondola 400 to 624: 25 : 384.00: 95.00: 289.00 : 380,00
R riac - 257 t 4 % 882.80: 170.00: 672.00 : 870.00
Wood Flat  :261 © 4 : 719.95: 80.00: 639.95 : 600.00
Box. -500tm>507: 8 . 400.30: 120.00: 289.20 : 280.00
Refgr. N Yte: =t 440.66: 90.00: 350.00 '+ B50.00
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POWER OF ATTORNEY
KNOW ALL MEN BY THESE PRESENT, That T, Frederic “'Pau'ison,
of Boston, Massachusetts, have constituted and appoint.ed a.nd do
hereby constitute and appoint PhilipR. Bowd01n of Prov1dence,

Rhode Island, my true and lawful attorney for me, and in my na.me,

place and stead, to act for me and represent my intéreéts as a

'('part,ner in the insurance brokerage busine'ssL carried-c‘SI’l,.b‘y“
Richard A. Ha_v‘vliey and myself under the firm na‘m'e. and ét:}ié of
Hawley & Pa’.ﬁlson, in the City of Boston, County of -Sﬁffdik andg
State of Massachusetts, and I hereby authorize the said Phil:l.p
. R. Bowdoin for me and in my name and stead to"do and perform
any act as a partner in said firm which I mi‘ght or could do if
personally present, hereby ratifying and confirming all and
singular g.ll acts and things done or to be done by the said
Philip R. Bowdoin as my said attorney in pursuance of the vpowe;‘-:a :
herein vested 1n him. V 2

IN WITNESS WHEREOF I have hereunto set my hand and seal
this tenth day of June, 1939.

—.(SEAL)

2484
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GENERAL POWER-GF ATTORNEY

KNOW AvL: MEN BY THESE PRESENTS

That I, John Brown of the City of San Diego, County of
San Diego, State of California, have appointed John Jones,
and constituted him my true and lawful attorney for and in
my name, place and stead, and for my use and benefit to re-

Quest, collect, demand and receive all moneys, debts, dues,

accounts legacies and demands whatsoever as are now or which

hereafter become due, owing, payable and belonging to me; and

+0 have the right to grant, sell, bargain, seal and deliver,
contract and conduct my business with the same privilege and

freedom as I would do myself, if personally present.

@ 08 8 000 050,98 8 00 00900 o ® 2 0 0. 5 0 0 0 0

I hereby confirm and ratify all that my said attorney
shatl lawfully do and cause to be done by virture >of these
present.”

Witness my hand and seal this tenth day of March, 1937

signed and executed in presence of:

JOHN BROWN

' As per Notary’s Certificate in Exchange Agreement

,,\"

e
R



WARRANTY DEED

P A N A T s WL e T T N

THIS INDENTURE, Made the seventh day of June, in the
year one thousand nine hundred and thirty nine (1939), between
Charles F. Skinner, of the City of New York, New York, of
the first part, and Joseph C. Adams, of the same place, of
the second part. 52

WITNESSETH, That the said party of the first parct; in
consideration of the sum of five thousand dollars ($5,000),
lawful money of the United States, paid by the party of the
second part, does hereby grant and release unto the said
party cf the second part, his heirs and assigns forever,
all that certain parcel of land, gituate and described as. &
No. 956 Simpson Street, in the City, County and.State of
New York, together with the appurtenances and all the state
and rights of the party of the first part in and to sald
premises. TO HAVE AND TO HOLD the above granted premises,
unto the said party of the second pardt, hig heirs and as=
signs forever. i :

’ AND the said party of the first part does covenant
| with the said party of the second part, that the said party
1 of the first part is seized of said premises in fee simple
‘ and has good right to convey the same. And that the sailid
party of the first part will forever warrant the title to
the said premises.

IN WITNESS WHEREOF, The said party of the first part
+0 these presents has hereunto set his hand and seal, the
day and year first above written.

s e (SEAL)

In the presence of

&tate of New York )
) 88. -

County of Now York) v
On this seventh day of June in the year one thousand

nine hundred and thirty nine (1939), before me' personnally came

charels F. Skinner, to me known and known to me to be the

individual described in and who executed the foregoing in-

strument, and he thereupon acknowledged to me that he eXxe-—
cuted the same. __ e

———————————— —————— ——— i ———
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TRUST RECEIPT
@80 3. 0

"Received from the Johnson Bank of Shanghai, the following
goods and merchandise, their property, specified in the Bill
of Lading per S. S —————————————————————————————————————————

(Space is left here for description ef merchandise. )

- d8nd, in consideration thereof, I/we HEREBY AGREL TO HOLD SAID
"G00DS  IN TRUST for them, and as their property, with liberty
Sell the.same for their account, and further agree, in case .
of sale, to hand the proceeds to them to apply against the
acceptances of The Johnson Bank of Shanghail on my /[ our account,
under the terms of the Lietter of Credit No.,-—-—=-—=-issued for
my/ our account and for the payment of any other indebtedness
of mine/ours to The Johnson Bank of Shanghai. - :

The Johnson Bank of Shanghai may at any time cancel this
trust and take possession of said goods, or of the proceeds
of suchrof the same as may then have been sold, wherever the
said goods or proceeds may then be found and in the,event of
any suspension, or failure, or assignment for the benefit of
creditors, on my/our part, or of the non-fulfillment of any
obligation, or of the non-payment at maturity of any accep-
tance made by me/us under said credit, or under any other
credit issued by The Johnson Bank of Shanghai on my/our ac-

- count or of any indebtedness-on my/our part to them all
obligations, acceptances, indebtedness and liabilities what=
&x soever shall thereupon (with or without notice) mature and
~_becomé due and payable ‘The said goods while&'ém my /our hands
ha,ll be I‘u»lly su:red agalnst loss by fire.

S
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THIS INDENTURE, Made the seventh day of June, one thou-—

‘sand nine hundred and thirty eight (1938), between Herbert F.
Barnes, of the City of New York, New York, of the first part,
and John Barnes, of the same place, of the second part, WIT-
NESSETH, That the said party of the first part has letten-—
and by these presents does grant, demise, and to farm let un—
to the said party of the second part the twenty-family apart—
ment house and lot situated on the northwest corner of Falle
and Aldus Streets, in the City, County and State of New York;
with the appurtenances, for the term of two years, from the
first day of June, one thousand nine hundred and thirty eight

L (1938), at the yearly rent or sum of nine thousand dollars

: ($9,000), to be paid in equal monthly payments, in advance; that

F is to say, sevenhundred and fifty dollars(8750)on the execution

of this lease, and a like sum on the first day of each ensuing
month thereafter.

AND IT IS AGREED, That if any rent shall be due and unpaid,.
or if default shall be made in any of the covenants herein con—
tained, then it shall be lawful Por the said party of the first
part to re-enter the said premises, and to remove all persons
therefrom. AND the said party of the second part does covenant.
to pay to the said party of the first part the said yearly rent
as herein specified.

AND at the expiration of the said term, the said party of
the second part will quit and surrender the premises hereby gde~
mised, in as good state and condition as reasonable use and wear
thereof will permit, damages by the elements excepted.

AND the said party of the first part does covenant that.
the said party of the second part, on paying the said yearly
rent, and performing the covenants aforesaid, shall and may
peaceably and quietly have, hold and enjoy the said demised
premises for the term aforesaid.

IN WITNESS WHEREOF, The said party of the first part to
. these presents has hereunto set his hand and seal, the day and
. year first above written. ‘ ;

, RERESES S i L —————— (SEAL)
BN THE PRESENCE OF: @ ==—=—-—=—m—e—ciooccocees (GERALY
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HEHERE
ABSTRACT OF TITLE.

To property of H. L. McKEE: Being in the City cf Atlanta,
and being part.of lots 12 & 13 of a subdivision by the Life :
Association of America of the East 1/2 of Block 14 in Land Lo%
46 of the Fourteenth District of originally Henry, now Fulton
County, Georgia: More particularly described as beginning on
the South side of Liyons Avenue, 150 feet West of Jackson Street,
at the West side of a 10-foot alley; and running from thence
South along the West side of said alley 50 feet; thence West
123 feet; thence North 50 feet to Lyons Avenue; thence Hast
along the South side of Lyons Avenue 123 feet Lo beginning
Polint.

ey e
State of Georgia ) Grant. 12/1/25--12/1 25. L. L. 46, 1568
) District, Henry County, Georgia,
to ) containing 202 1/2 acres.
g (Henry County is now Fulton Co., having

Elizabeth Bogan. been so organized in 1925.)

¥ 143,
Hlizabeth Bogan ) Bond for Title. Bond conditioned to make
to ) title to Land Lot 46 on payment of pur-
Ira Burton. ) chase-money.
This instrument was not recorded, and not
required by law to be recorded.
#2. :
Ira Burton, by J. ) TaxDeed.1/1/35--3/11/54."A"12. 817.00
Primrose, Tax Col- ) Also Book "F' 540, DeKalb Co. Regularly
lector of Richmond ) executed. Conveys Land Lot 46, 14th
County, ) District of originally Henry, now
) to ) DeKalb Co., Ga.
, : ) This deed recites that Land Lot 46 was
A. J. Miller ) sold by Elizabeth Bogan to Ira Burton
: (under bond for title), and the same
was sold by Tax Collector as property
of Ira Burton. No record of conveyance
from Bogan to Burton. This taX sale
was regular under the laws at that date.
#3.
2 J. Millexr ) W. D. 3/1/46--3/11/54. "A" 13. $50.00.
, to ) Execution regular. Conveys propertyin
Daniel Johnson ) Land Lot 46, 14th District,--202 1/2
acres.
Elizabeth Bogan ) W. D. 1/3/36--1/1/48. "L" 247. Gift.
1O s ) Execution regular.
H. S. Bogan, son of ) Conveys Land Lot 46, 14th District of
) DeKalb County,--202 1/2 acres.

Shadrack Bogan.

=1 30
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FORM OF CONTRACT

CONTRACT, Made and concluded the tenth day of May, one
thousand nine hundred and thirty eight, by and between John
P. Havemeyer, of the City of New York, County of New York, and
state of New York, party of the first part, and George B.
Henderson, of the City of New York, County of New Yorx, and
State of New York, party of the second part, in these words: The
said party of the second part covenants and agrees to and with
the said party of the first Dart, tofurnlish His services to the
said party of the first part as business manager, for the
period of one year, twelve (12) calender months, beginning
June first, nineteen hundred and thirty eight (1938), and
‘expiring May thirty-firs*, nineteen hundred and thirty nine
(1939), and said party of the second part covenants and agrees
to faithfully perform all duties incident to such employment.

And the said party of the first part covenants and agrees
to pay unto the said party of the second part, for the same,
the sum of six thousand dollars ($6,000), lawful money of the
United States, as follows: The sum of five hundred dollars
. ($500) on the last day of June, 1938, and the sum of-Five
¢ hundred dollars ($500) on the last day of each succeeding
' calendar month until such period of one year, or twelve
" calender months, shall have expired; and for the true and
: faithful performance of all and every of the covenants and
- agreements above mentioned, the parties of these presents bind
! themselves unto the other in the penal sum of one thousand
Fdollars ($1,000), as fixed and ligquidated damages to be paid

| by the failing party.

IN WITNESS WHEREOF, The parties to these presents have
' hereunto set their hands and seals, the day and year first

' above written.

(SEALJ

_(SEAL)

| signed, sealed and diliv-
1 ered in the presence of

~137=-
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BILLL QF S-ALE

KNOW ALL MEN BY THESE PRESENTS, That Charles W. Cook, of
New York, New York, of the first part, for and in consideration
of the sum of three hundred dollars ($300), lawful money of the
Unitei States, to him in hand paid, at or before the ensealing
and delivery of these presents, by Robert A. Dunbar, of the 3
same place, of the second part, the receipt whereof is hereby
acknowledged, has bargained and sold, and by these presents

does grant and convey unto the said party of the second part,
his executors, administrators and assigns, the office furni- &
ture described in the attached schedule. E

TO HAVE AND TO HOLD the same unto the said party of the
second part, his executors, administrators and assigns for-
ever. And he does, for his heirs, executors and adminis-
trators, covenant and agree to and with the said party of the
second part, to warrant and defend the sale of the said office
furniture hereby sold unto the said party of the second part,
his executors, administrators and assigns, againstall and
every person and persons whomsoever.

INWITNESS WHEREOF, The party of the first part has here-u
unto set his hand and seal this seventh day of June, one thou- -
cand nine hundred and thirty nine (1939). 4

------------------------- (SEAL)

Sealed and Delivered
in the Presence of

State of New York )
County of New York )ss.:
City of New York )

On the seventh day of June in the year one thousand nine
hundred and thirty nine (1939) before me personally came Charles
- W. Cook, tome known, and known to me to be the same person :
" described in and who executed the within bill of sale, and he

acknowledged to me that he executed the same. E

Notary Public

————— T ————————————— " —— {— -
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JOHN S ON«COMPANY
SHANGHAT

Memorandum of agreement made this Twenty-fourth day of
January, 1931 between Wah Chong Company hereinafter called
the party of the first part and John Son Company, Shanghai,
hereinafter called the party of the second part.
WITNESSETH that the party of the first part agrees to
sell and the part of the second agrees to purchase the pro-
perty known as and/or situate No.2 Alabaster Road, North Soo-
chow Road covered by British Consular Title Deed numbered one
hundred and one (B. C. 101) Cad Lot 26, Northern and contain-
ing an area of Mow Five Fun Seven Li One Hoau Seven (M. 5 F. 7
L. 1 H. 7) together with all the buildings and other improve-
ments and appurtenances thereunto belonging, including wire
and glass screens lighting, heating, bath, tollet, electric
and any and all other fixtures originally belonging or added
to the building for adornment, conveniengg or comfort for the
sum of Shanghai Taels Thirty Eight thousand (SH.. 3 B8 ;600,60
less Two per cent 2%) payable by deposit of Ten per cent (10%)
cash as first instalment and/or bargain money and the balance
against transfer of title and delivery of the property on or
before May 1lst, 1931. at option of the party of the second
part. The party of the first part agrees in the meantime
pending the final payment of purchase price and transfer of
the property to keep the same in present good order ane re-
pair and also shall not nor will cut down any timber or trees
for fences or commit any waste or spoil whatsoever in or upon
the premises or any part thereof without the written con sent
of the party of the second part. The party of the first part
declares that there are the of flowing policies of Insurance
R Ehe Bul b nes e it Gos aies e s e e ata ave s ey WS EEENE P
.................................................. . and
upon receiving full payment with the transfer of the tltle
deeds agrees to assign all policies of Insurance to the party
of the second part without charge for the unexpired time of said
policies. The party of the first part declares the existing
leases to be in force, as per memo attached, and that no new
leases of the premises or any part thereof shall be made with-
out consent in writing by party of the second part.

IN WITNESS whereof the parties hereto have executed these
presents the day and year first above written.

Witness: : : Seller: Wah Chong'Compa’ny, TEa.

® 8 0 0 0 0 0 2 0 0 00 000 0 0 0o ® © @ 0 0% 0 0 0 0 0 2 S S P 0SS e 0L e e e e e

Witness: Buyer: John Son Company, Ltd.

------------ * o 0 0 0 00 © ® © 0 0 0 9 0 06 0 6 00 900009 0006 0090 0eme00e 008
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KNOCKED-DOWN, DOUBLE-ENDED, SCREW:-PROPELLER, COMPOSITE-

DIMENSIONS:

Practical English Typéwr‘i"’“t"‘ing |
¥ + &

oMM A F
SPECIFICATIONS
Tora -

.
-

HULL, STEAM FERRY-BOAT.

e

STEEL WORK FOR HULL:

RN OveT el ST T e Ty 112 fTeet, Odhches,

i Cver hutl postS, —T—="7 91 1 8] n
B ot aen —C -t oo & e, 3 A ,
P at s ide; =~ T - 4 5 g 10 o i
N R, = e o 8. ) 6 " 3

hull frames, dock beams fastened by gusset knees, Tioor
plates and reverse angle, five of these frames to form
water-tight bulkheads with their plates; all riveted
together, ready to go into place. [There will be a steel
deck lodger plate around the entire hull on top of the
peams, and the entire deck over the boilers will be covered ‘
by a plate; steel plates around the shear at the turn ot .
+he bilge, and over the keel; five continuous stringers
the whole length of the vessel, formed by two angles back
to back; steel stanchions in the hull under the track
stringers as required. Openings in deck o maciiiRery
will be formed by angles and deck lodger. Pipe stanchions
t0 support the upper house and pipe railing around main
deck. End frames, shoe and rudder posts will be iron
forgings: the rudder will be made of iron forgings and
steel plates, all put together ready to g0 On the vessel.

btent, and all the necessary bolts, rivets and paint
furnished.

RAILROAD TRACKS:

The frames will be of steel throughout, consisting of

VI T

These will be fitted together at our yards, punched,

length of the vessel, with crosses, switches, plates and
bolts; rails bent to proper shape.

YOODEN FRAMING:

To be two lines of steel rails running the entire

ing, and fender, of yellow pine, with the necessary bolts
and fender irons. ,

DECK AND HULL SHEATHING:

The wooden framing, consisting of the kesel, end fram-

shape of hull. All bolts, spikes and other necessary
fastenings to be furnished.

Yeck Of yellow pine in planks finished to dimensions,
dy to be put down.

- sheathing tor the hull, partly in planks fin-
dimensions, and the balance in planks finished
‘Hess but of various widths to be molded to suit
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SPECIF‘ICAT;LIDNS FOR SCHOOL BUILDING,
St. Bernard, Ohio.
WERNER & ADKINS, ARCHITECTS & SUPERINTENDENTS.

e e

PlraSPTHREITNG.

See General Conditions which form & part of this Contract.

C E I IeE NG S .
* “The basement, first and second stories throughout, and
attlc ceiling over staircases will be plastered.

NAL LS .

g All walls in class, cloak and teachers’ rooms, first
and second stories; all walls of staircase halls and cor—
ridors, first, second and third stories; all stud parti-—
tions in first and second stories, and staircase hall, side
of partitions inattic; all walls and stud partitions in
staircase halls in basement, will be plastered.

Soffits of stairs will not be plastered.

¥R & ATFH:;

Cover the slots in brick workwhere warmair or plumbing
pipes are located, also the entire ceiling of boiler rocm
in basement, with stiffened, fire-proof, wire lath. Wire
lath to be secured by stanles ’

WOOD EEADRH.

Lath all the wood ceilings (except boiler room celllng)
studding, etec., with approved, dry, seasoned, white pine
laths 3/8 inch spaces, breaklng Jjoints every sixth lath.
No bark, resin, or imperfect laths to be used and all laths
well nailed.

PLASTER .

All lath work to have two coats of brown mortar. All
Ylastered brick walls to have one coat of brown mortar.
Finlsh coat to be a fine sand and 1ime finish, (no plaster
of Paris)finished under the float and to be omitted behind
blackboards and weod and marble wainscoting; each coat to
be dry before the next is applied.

All brick work brushed clean, sprlnkled and plastered
whilewet. All plaster to be traignt plumb, level, even,
and out of wind, the angles sharp and true, all flnlshed
smooth and perfect without blisters, scabs, stains or
cracks, the flnlshlng coats to run toceiling without joints.
Allow for heating in cold weather and guarantee all work
from freezing. No plaster mixed on f£loors or placed there
for any purpose. Corners to be round as shown.
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A HEEBAN
SPECIFICATION of WORK proposed to be

carried out at THE LEWIS HOTLE, for

GEORGE HURST, Esq.
Alfred Jones, F.R.I.B.A.,

Architect,

13 Regent Street, Brighton.

JUNE, 19..
NATURE OF The work consists of raising the building
WORK. by an additional story, of building a new kitch-

en and dining room adjoining the North Wall of
the building, andabilliard-room adjoining the
South Wall, and of various small alterations
and additions throughout the old Buiiding.: The
whole of the inserted work, as mouldings, pa-

nellings, etc.

MATERTALS. All materials suppled in carrying out the
works mentioned in this specification shall be
the very best of their several kinds, and the
toapproval of the architect. Any material that
may bs disapproved shall be kept upon the works
until their completion.

PAYMENTS. Payments will be made to the Contractor on
the certificate of the Architect at the rate of
75% on the value of work executed, and materials
on the works. The first payment to be made when
the Architect shall consider that 10 per cent of
subsequent payments in similar proportions.

The mortar to be gauged in the proportion
of oneé part by measure of cement to Lwo parts by 1
measure of clear, sharp sand; no mortar or ce= &
ment that has once set shall be used

(Continued on next page.)
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BRICKWORK.

STONEWORK.

WOODWORK.

LIME.

LATHING.

FINE STUFF.

COARSE STUFF.

KA KX T % #

. MAKE GOOD.

The brickwork where possible shall be laid
old English bond, all bed and cross joints are
to be full of mortar, and no joint shall execed a
quarter of an inch in thickness, and all neatly
struck flush with the work as it proceeds.

The stone to be the best quality of its
kind, free from vents, beds, sandholes, and all
other imperfections, finished with a finely
rubbed face, wet on its natural.-bed in fine mor-
tar (or cement), cleaned down at completion, and
left perfect.

The timber to be of the best, from Memel
(or Dantzic), sawn die square, free from sap,
shakes, large, loose, or dead knots, and all .
other defects, and sawn into scantlings immed-
iately after signature of contract.

The lime to be of the best chalk lime run
through a fine sieve mixed with sharp river or
pit sand.

Lather with lath and half Baltic fir rent
laths. All timbers where plastered to be strap
battened or counter lathed with $" x 3" fillets.

To be composed of pure chalk lime run into
putty and strong white cow hair in proportion
of two cubic yards of stuff to one bushel of
hair. The gauged stuff to be composed of fine
Paris plaster and fine stuff in proportion tc
set.

The coarse stuff to be mixed in the pro-
portion of one of chalk lime to two of clean
sharp sand and one bushel of clean long cow
Presiry,

The contractor to use great care, and da-
mage as 1little as possible the hedges and fences
which he may have to break through for the con-
struction of the works. Allow for making good
on completion, and for leaving in as good order
as before the disturbance.
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A Title Deed 1is requested for a Lot of Land in

ai e e iR e S R R U R e to be
registered in the name af. oG vue.ss an American.......

MOW:eoooseFENoweonne Eifes onesaliQ0:n carins
g8 U S, Fot NO,:v-cve LGy e ATBB s sssposocsossocssppns

Boundaries,

A plan of the land showing the )N.
measurements, etc. even 1if only )i’
approximate should be furnished. )y.

The following Documents are et ihvm Bt

On the back of this application, COPY in Chinese the chief
particulars of the Bill of Sale; Also the two lines in each.
fangtan showing its locality and numbers, area, owner, etc.

Attention is called to the provisions of Article VI. of the
Land Regulations for the Foreign Settlements North of the

Yang—King—Pang;viz:—"Itisunderstoodandagreedthat. ..... as
new Lots are" acquired....... due provision shall be made for

the extension of the lines of roads at present laid NAOWIe s o o o
. .the Council will at the beginning of each year examine the
map and determine what" new lines of roads are necessary;

and all lanpd subsequently rented shall only be rented on the

terms "of the renter surrendering to the public use....... the:

land regired for such roads, &c., &C.,": and to Article VII., ¢

viz:— "When land is rented, stones having the number of the Lot
distinctlycut"thereon,inEnglishandChinese,musbbe;ﬂaced

to define the poundaries thereof, under the superivision" of

the Consul applying for the land, and of the Chinese local

authorities. ' ‘

To The Officer in Charge, Land Office Americar
Consulate-General

------- o-coo.aco-oo-.occucuv
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of the
BLANKTON ICE MANUFACTURING COMPANY.
Name.

1. The name of this corporaton is "Blankton Ice Manufac-
turing Company."

Office.

2. The principal office of this corporation shall be in
Blankton, Mississippi.

" 8eal. 4

and have inscribed in raised letters in the outer circle there—
of the name of this corporation, and in raised letters in the
center thereof the words and figures, “"Tncorporated," 1®1609 W
"Mississippi," designating the year of its creation. :

2. The seal of this corporation shall be circular in form

Stockholders’ Meetings.

4. 3. The annual meeting of stockholders shall be held
at the office of the company in Blankton, Mississippi, on the
second Tuesday of December in each year, between the hours of
tén o’clock ard twelve o’clock in the forenoon, when they
shall by ballot elect a Board of Directors for the ensuing
vear.

b. A majority of the stock issued and outstanding shall
constitute a quorum for an election oxr for the transaction of
other business.

c. Each stockholder shall be entitled to one vote either
in person or by Proxy for each share of stock registered in his
name on the books of the corporation on the second Tuesday of
November preceding the meeting. ; -

d. Special meetings of the stockholders shall be called
by the Secretary on the written request of two directors, or on
the written request of the owners of a majority of the stock,
by notice given to each stockholder at least two days prior to
such meetings. Such notice shall briefly state the objects of
suchmeetings. Specialmeetings of the stockholders may be also
called by the President upon giving to each stockholder two
days' notice of such meeting. In all cases where notice of
meeting is given, a copy of such notice deposited within the
mails and addressed to last known residence of said stock-
holder shall be deemed sufficlent notice ander this section.
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LAST WILL AND TESTAMENT
I, John Jones, of the City of Hymera, Indiana, being of

full age, and sound and disposing mind and memory, do hereby
make, publish and declare this to be my last will and testa-

ment.

- First. I direct all my just debts and funeral expenses
be settled as soon as possible after may decease. ;

Second. I do hereby give and bequeath to St. Luke’s Hos-—
pital the sum of one thousand dollars ($1,000),

Third. I do hereby give, devise and begqueath to my wife,
Mary Ellen, absolutely, and to her heirs and assigns forever,
our residence lot situate in Lot six (6), Block four (4) of
Jones Subdivision of the City of St. Louis, known as 1520
Academy Ave. and an annuity. of ten thousand dollars ($10,000).
‘This provision for my said wife is to be accepted by her in lieu
of dower inmy real estate and her distributive share of my per-
estate.

Fourth. All the rest, residue and remainder of my estate,
real, personal and mixed, and wheresoever the same be situated,
T do hereby give, devise and bequeath to my three children ab-—
solutely, share and share alike, and to their heirs and assigns
forever.

Fifth. I do hereby nominate, constitute and appoint my
wife, Mary Ellen Jones, sole executor of this my last will.-and
testament. And I do hereby authorize and empower my said exe-
cutor to sell and convey any and all my real estate upon such
term and at such times as to her shall seem best.

Sixth. I hereby revoke other or former wills or testament
by me made.

IN WITNESS WHEREOF, I have herunto subscribed my name
and set my seal this 28th day of February, in the yeaxr of our
Lord One thousand nine hundred thirty nine.

(SEAL)

: fﬁit.ness:
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SUPREME COUR'I‘ OF OHIO

{  THE GAMBRINUS STOCK COMPANY, )

| Riagtntiftlt in Error, (

K v. )

" CATHERINE M. COOK ( No. 4195.
AND JOSEPH S. COOK, )

(

Defendants in Error.
PETITION IN ERROR. FILED SEPTEMBER 15, 1936

The Gambrinus Stock Company, plaintiff in error, says,
that at the January term,.A. D. 1936, of the Circuit Court of
Hamilton County, Ohio, the sald defendants in error, Catherine
M. Cook and Joseph S. Cook, by the consideration -and judgment
of said Court, recovered a judgment against said plaintiff in
error, Case No. 1573, affirming a judgment of the Court of
‘Common Pleas of said County of Hamilton, recovered by.said de—
fendants in error against said plaintiff inerror at the April
term, 1935, of said Court of Common Pleas of Hamilton County:
a transcript of the docket and journal entries in-said case,
together with the original pleadings and papers and_the bill
of exception filed therein in each of said Courts, are here-—
¥ith filed, and this plaintiff in error avers that there is
error in the said record and proceedings of said CGircuit Court
to the prejudice of this plaintiff in error in this, to-wit:

1. The said Circuit Court erred in affirming the judgment
of the said Court of Common Pleas.

2. The said Circuit Court erred in its refusailto reverse
the judgment of the said Court of Common Pleas for the reasons
stated in the petition 1n error filed by this plaintiff in
e@rror in said Circuit Court.

3. And for other reasons apparent upon an inspection of
said transcript, original papers, record and proceedings filed
herewith.

W HEBERENOREB, plaintiffin er¥or prays that said judg-
ment ¢t said Circuit Court of Hamilton County, Ohio, may be

Teverse.', and that this plaintiff in error may be restored to
2ll things that it has lost by reason thereof.

Attorneys for Plaintiff in Error.

The issue ond service of summons in error is hereby waived
and appearance of dcfendants in error is hereby entered
this Soday of August s AsD. SGBEE

"Attorneys for Defendants in ETTor.
N |
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Treas Dept, )| 6th Auditﬁrs ofﬁ.ce

Washa*e, D. C_, Oct 26, 19

i
v 2. £ e
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nseortf and numbers.the money cylders and post,el notes.
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Athis Contractor shall apply a. coat of,\u-ph&l-'b-io—G?E‘“

W)
. '. &
o . P B e R R

. W LA,
70 o
M%&W,Aand on seme waterproof

in five thicknesses, using the best quality, of saturated
ek Leaw Lo 5 pe /nv\/«]«w"‘i/"‘"‘ ']
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T

2 lly I
(Bueq Flash the junction of the roofs with all, vertical

WMHMW”

using 16 o0z. soft -imiewkd copper carried out 4" on the

9

,‘:’hm-w and up at least 12" on, the v‘ez;-

ot plontommig =g (R
tical surfaces. Cap-flash same covering the flashing \
” - e

W,
Aand building the capping 4" into the 5 Z 2
. Z f/(/’- S e ) = SR

Pwnidle o all Coadiy g 10 Xjo R A S

oe‘.‘f 22 /W&-‘e
o 0%.(Copper with a shoulder to receive the tile and carry
) s CGsd a- 7"‘ .'L
same 4" out on the W Y, 2
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