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PREFACE

THis practical book—dedicated to shorthand-typists
and to keen students—will serve its purpose if it
leads the reader into the * Efficiency " habit.

The early chapters of the book are devoted to that
end. Th'ey seek to convey the suggestion that those
of us who are typists should examine the content of
our knowledge and our skill, so that we may discover
and remedy its shortcomings.

I plase a very high value upon the services of
the shorthand-typist. Her profession is represented
by many thousands in Great Britain alone, and her
numbers are ever increasing. Her part in the busi-
ness of the world is of the greatest importance.
That importance will be always recognized according
to the standard she sets herself.

The final chapters of the book are designed to
provide a reference to some of the facts about which
the shorthand-typist may at times feel doubtful.
It would not be possible in so small a space as this
to include everything of this nature. But the book
will certainly lead many to the direct sources of

necessary knowledge.
MAXWELL CROOKS.
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TYPIST’S COMPANION

CHAPTER 1

THE EFFICIENT SHORTHAND-
TYPIST

It should be the keen desire of every shorthand-
typist to be efficient, Efficiency is the product of
knowledge and skill—two essential qualities whicly
cannot be acquired without the application of intelli-
gence. The purpose of The Typist’s Companion is
mainly to supply some of the knowledge which goes
to make the efficient typist. The book does not

profess to contain all that a typist needs to know,

nor is it suggested that the whole of the contents

are such that they should be committed to the

typist’s memory. Much of the detail is placed here

for convenient reference. An old saying has it that

the next best thing to knowledge is to know where

to find it. And here are some of the facts that may

help the typist to carry out her duties in a business-

like manner.

Some Words of Advice.
The work of the typist has been condemned
frequently as monotonous. [ believe this about
T



THE TYPIST'S COMPANION

monotony—that it is a disease of the mind which
sets in only when the intelligence ceases to act. The
work of the typist is never monotonous if she is
keen upon the details of her daily work. Many
occupations—other than that of the typist——are
deemed monotonous by employees who have ceased
to be interested in their daily tasks, who no longer
delight: in excelling, and who are so capable of
accomplishing the small things in their work that
they no longer trouble to think about them. There
are typists, in this category, who develop what may
be termed a ‘ machine mind.” They never rise
above the routine tasks, and they see nothing more
in their tasks than routine. The machine mind is
bound to fall a prey to drear monotony. But the
intelligent typist cannot develop a machine mind,
and she is far removed from a machine minder.
Indeed, I sometimes urge that the average typist
should mind her machine more !

Indispensable Office Workers.

There are many hundreds of intelligent and keen
typists, however, and though at times they may
feel the strain of a day’s hard work, they may daily
console themselves with this happy thought—that
they are absolutely indispensable to the work of
the business world. In short, their employers could
not do without them. Surely, with such a plain
truth as this governing the business life of the

2



THE EFFICIENT SHORTHAND-TYPIST

shorthand-typist, it is highly desirable that she
should use every endeavour to equip herself com-
pletely for her important place in the office. It is
for the benefit of the shorthand-typist who may
regard herself as being not quite as efficient as she
would like to be, that I am venturing to set down
as briefly as possible in this chapter what I believe
to be the main requirements of the modern-short-
hand-typist.

The Basis of Efficiency.

Efficiency in the shorthand-typist must be built
upon the basis of a sound training in those things
which are essential to the work of the shorthand-
typist. She must remember that, first and foremost,
she is a writer of shorthand and an operator of the
typewriter, and although these two things demand
other qualifications, it is her first duty to make
herself an efficient shorthand writer and an accurate
and rapid typist. If the reader is already employed
and cannot claim to be efficient in this important
part of her duties, she should strive to remedy the
defect at once, even if she realizes that it is going
to take her twelve months to accomplish it. Unfor-
tunately there is a large percentage of office workers
who stop their training too soon, who go out into
some sort of a position, with a shorthand rate of
about sixty words a minute, and who can use a
machine a little—and an eraser very much. These

3
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. young people succumb to the temptation to con-

sider their business training is at an end. These
“ shorthand-typists,” whatever necessity or impulse
has caused them to accept a situation before they
are ready to take it, would be well advised to begin
proper training in order that they may keep their
present positions, or occupy them more conscien-
tiously and honestly. and in order that they may
improve their earning capacity and their prospects.
For the day has not yet passed when everyone of
us is paid according to his or her individual worth.
It is only the grumblers and the incompetents who
deny that.

Remedying Insufficient Training.

It is not my purpose here to show the untrained
shorthand-typist how she can become an expert
shorthand writer and an expert typist, but there
are two hints I would like to offer. The first is that
she can accomplish a great deal by engendering the
ambition to be expert. The second is that there
are good teachers available, if trouble is taken to
find them. Further, if tuition fees are out of the
question, there are many good shorthand and
typewriting textbooks published—several of them
quite modern—which show the way to expertness.

Standard of Expertness.
A shorthand-typist is, in my opinion, unqualified

‘until she can give an accurate transcription of

4 5
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matter dictated at a minimum speed of 120 words
a minute, and until she can operate a typewriter
by the ““ touch ” method at a speed approaching
eighty words a minute from straightforward matter,
agd sixty words a minute from matter that is not
straightforward.

Necessity for Good English. i

Side by side with shorthand and typewriting—
from the office typist’s point of view—English is of
vital importance. The shorthand-typist who cannot
write and speak correctly finds herself, during office
. hours at all events, in a sea of trouble. If she can
spell correctly and if she can copy correctly she is
safe, perhaps, but she will do well to go further
than that, and try to cultivate a good English style
of her own. The style most suitable for the business
office is a clear, crisp style, and not discursive, as
is the style used in this chapter, for instance. The
secret of clear  business "’ English lies in the ability
to know exactly what it is you want to write, and
then to express it in the most direct and the simplest
English. This requires practice. The shorthand-
typist can help herself in this connection by studying
the style of others, and thinking about the different
ways in which statements may be made. I am
saying nothing about the necessity for correct
grammar. The ungrammatical typist does not last
very long—as a typist.

5
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Additional Useful Knowledge.

Armed with these three * subjects "’ brought to a
stage of proficiency, the shorthand-typist can
occupy her post in an efficient manner. Every little
bit of additional knowledge she may possess, or
secure, however, adds to her value to her employer.
If she has made herself a good arithmetician, her
'employer will soon find it out and will never forget
it. Many an employer has favourably considered
a request for a salary increase because his shorthand-
typist is his ready reckoner. If the shorthand-typist
is engaged in the Counting House, a knowledge of
book-keeping will enable her to take a more intelli-
gent interest in her correspondence and other
typewriting work. If her geographical knowledge
is wide and sound, she has something which is always
useful to the shorthand-typist in any office. If she
knows one or two languages, and can use them in
speech, in writing, and in shorthand and typewriting,
her commercial value is doubled. With languages, of
course, the typist isa specialist. They arenot essential
to the efficiency of the ordinary shorthand-typist.

Special Office Knowledge.

Finally, the shorthand-typist should endeavour
to secure every grain of information available
relating to the trade or profession of her employer.
That sounds a big task, but briefly it simply means
cultivating the ability to observe and to note down

6



THE EFFICIENT SHORTHAND-TYPIST,

or remember any professional or technical facts
that may be disclosed from day to day through
‘the correspondence or any other channel—facts
which are essential to the knowledge of any staff
member working in the profession or trade. As a
simple instance, the shorthand-typist working in a,
timber office can gradually become fully acquainted

with the names of the woods handled by the firm,.
the standard measurements, and with the technical

terms and their meanings. The shorthand-typist

employed in a solicitor’s office can make herself

something more than a copyist. Indeed, in a pro-

fessional office of this nature there is no limit to her

studies—if she cares to be sufficiently ambitious.

The Best Testimonial.

But the main point is this—that wherever the
shorthand-typist is employed, the better she can
handle the ‘ mechanics ”’ of her position, and the
more she knows about the actual business details
of the office, the more efficient she is, and the more
valuable she becomes to her employer. One of the
finest testimonials a shorthand-typist can have—
and one that is often heard—is this: “I don’t
know how I should get through my day’s work
without Miss Blank!” The reader who has not
heard this from her employer, should reflect at some
convenient moment upon the way to make her
employer say it.

2—(6154) 7



CHAPTER II

METHOD AT THE TYPEWRITER
DESK

IF the employer studies efficiency as carefully as
the shorthand-typist does, he will see to it that
she has, the right kind of typewriting desk and a
comfortable chair. The best kind of desk is one that
measures in height to coincide with the typist’s own
measurements. There are three important points
to observe about the desk, and if the shorthand-
typist finds that they are not enforced in her own
office, she should try tactfully to get things put
right. First, the height of the desk should be
equivalent to the distance from the floor to the
elbows when sitting at the desk. Secondly, the
desk should stand firmly, and not unevenly. Thirdly,
it should be provided with storage in the form of a
nest of drawers or a cupboard with shelves,

The Typist's Chair.

The chair should also stand firmly. The typist
should not use a *“ swivel ” chair. It should have
a comfortably shaped back so that she can rest
herself in it occasionally. Its seat should be level
so that she is not thrown backward or forward, and
it should be of a size so that she can sit i it with a
complete feeling of rest, and not merely o# it with

8



METHOD AT THE TYPEWRITER DESK

the feeling that she is going to fall off it. The height
of the chair should be jast a little less than the
length from the heel to the under part of the knee,
enabling the typist to stretch her legs, or to placehet
feet comfortably on the floor, or beneath the chair.
If she is a busy typist, with hours of continuous
work, the change of position of the legs affords
considerable rest. And although some of our text-
books tell us to plant our feet firmly on the floor,
this really means that they must not be swinging
in the air1¥The thing to avoid when sitting at the
typewriter is a feeling of tension. Some typists grip
the floor with their feet and press themselves down
and back in the chair, and type with a permanent
feeling of strain. At the end of an hour they are
fatigned and nerveracked. The typist should
cultivate a feeling of complete ease, with no strain
anywhere, and there should be no expenditure of
epergy except in the fingers. The same position,
or distance, in relation to the typewriter should
always be maintained. Every expert touch typist
understands the necessity for this. If these points
are observed the typist will minimize that * tired
feeling,” and she will reduce the possibilities of
typing wrong keys.

The Typewriter Desk.
The top of the desk should provide plenty of room
on either side of the typewriter. The typewriter

9
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should stand upon a felt pad—a thick pad is better
than a thin one. The pad may cause the machine
to slip about with the movement of the carriage,
angd therefore the pad should be fixed to the desk,
either by ramming ordinary pins through the felt
on to the desk top (they will not bend when going
through the felt), or by using two small vices such
as can be obtained for a few pence each. It is not
necessary to fasten the typewriter to the pad, of
course. The front bar of the typewriter frame
should be placed parallel with the front of the desk.
The chair should be placed so that, if the typist
lifts her forearms, her fingers will reach the second
row of keys comfortably, without having to stretch,
or without having to stick the elbows outwards, or
without having to sit cramped. If these points are
observed, the typist will be sitting comfortably,
with a slight upward slope of the forearms. This
slope is practically at the same angle as that of the
keyboard itself. If the typist is interested in this
question of position—a most important one to the
busy typist, from the point of view of speed, accur-
acy, and personal health—she will find the above
suggestions fully illustrated in my complete book
on operation—Touch Typewriting for Teachers.

The Copyholder.

If the employer has not provided the shorthand-
typist with a copyholder, she should ask him if he

* 10



METHOD AT THE TYPEWRITER DESK

will kindly get her one. If he “ forgets,” she should
buy one herself. It will save her nerves, her energy,
her eyesight, and her health.

Arrangement of Desk.

The stationery should be neatly arranged in the -
top drawer of the desk, a drawer from which carbon
paper should be rigidly excluded. It is difficult,
but wise, to keep this drawer tidy, with the various
kinds of paper separated in some convenient way.
Above all, fused paper should not be put in this
drawer, nér should it be used as a waste paper
basket, or a receptacle for *“ eleven o’clock " lunch,
or other things. In the second drawer, personal
possessions should be kept-—the notebook, handbag,
handkerchief, pens and pencils, etc. In the third
drawer necessary office material may be kept, and,
in a safe box, the typewriter cleaning outfit. On
the top of the desk the shorthand-typist should
never have any loose papers. Everything should
be contained in trays. Two trays at least are neces-
sary—one for the letters and papers connected with
the correspondence being typed, and the other for
the typed correspondence awaiting signature. The
shorthand notes, or other copy, should always be
placed upon the side of the machine opposite to
that on which the carriage-return lever is fixed.
Notepaper in immediate use may be placed on the
other side of the machine,

1T



THE TYPIST'S COMPANION
Working Methodically,

It will be seen that the shorthand-typist is now
well situated for efficient work. Her paper is in
one place, always at hand ; her notebook is on the
copyholder ; the correspondence or other documents
connected with her notes are in a definite place;
and her finished work (after she has read it) goes
into the signature tray. She is not working in the
midst of muddle, as, unfortunately, many unirained
typists actually do work.

' It is, perhaps, as well to state that, although the
shorthand-typist may be efficient, it does not follow
that her employer is. He may be efficient in the
art of getting business, but not in the art of handling
the office details of it.y After all, that is frequently
one reason why he ‘engages an office staff. Con-
sequently, the shorthand-typist may fnd that her
employer is by no means regular in his methods.
For instance, he may dictate his correspondence at
all times of the day, and he may take a very long
time to dictate ome letter. It is the shorthand-
typist’s duty to restrain any feelings of impatience
or annoyance. That is sometimes a bhard task, but

the shorthand-typist can train herself in these things
if she tries

The Shorthand Notebook.

The important unit in regard to the daily corre-
spondence is the shorthand-typist’s notebook. That

12



METHOD AT THE TYPEWRITER DESK

should always be a model of method and neatness.
There are certain elementary points which are
known to most shorthand-typists in this respect.
Briefly, they are these : a new page of the notebook
should be taken for the beginning of each new day’s
dictation ; the day’s date should be boldly written
at’ the top of that page; a margin of at least one
inch should be drawn on the left of each page-(the
practice of drawing a line down the centre of the
notebook and writing the notes in two columns is
less suitable for correspondence note-taking); each
letter taken down should be typed in strict rotation,
from the beginning of the ** take ” to the end, unless
the employer has requested the immediate comple-
tion of any particular letter or letters; each page,
when typed, should be scored through with a pencil.
Most shorthand-typists place a wide rubber band
around the used pages of the notebook. This marks
the current page more clearly, and it also serves as
a place to keep the pencil or fountain pen, so that
there is no searching for tools when the employer
wishes to dictate. Correspondence notebooks are
usually kept, when completed, for a period of years,
and the completed books are numbered and dated
on the outside and carefully stored in consecutive
order. If the shorthand-typist will regard her note-
book as the property of the firm, she is likely at
all times to treat it with care and respect ! Finally,
“everything written in the notebook should be clear

13
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and readable, not only to herself, but to other
shorthand writers.

The Need for Good Notes.

Many a shorthand-typist faces her notebook with
unhappy feelings, when it contains two or three
dozen or so pages of untyped notes. There are
reasons for this. It may be that the notes are not
well written. It may be that the typist who suffers
in this way does not like hard work. In the latter
case there is no cure except a complete change of
occupation! But if the shorthand-typist has
acquired the habit of taking down a slipshod note,
she must take herself seriously to task. It is,
indeed, a habit into which one might very easily
fall. The best advice that can be given is that the
shorthand-typist should remember always, when
taking down from dictation, that the ease of the
rest of her day is dependent upon the state of her
shorthand notes entirely. Care, clearness, and neat-
ness in note-taking do not come of their own accord,
even if the shorthand-typist is an expert shorthand
writer. These qualities must be cultivated by firmly
resolving not to be slipshod during those important
moments of note-taking, by determining to keep
the intelligence fixed upon what the employer is
dictating, and, during waiting moments in the
dictation chair, by reading over ,what has been
written. These things pave the way’to uninterrupted

14
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and accurate transcription. The incompetent typist
will perhaps ask ‘“ What about the employer who
" dictates beyond my speed ? " Very few employers
do this. They either accommodate their rate of
dictation to their shorthand-typist, or they accom~
modate their shorthand-typist to their rate of
dictation.

15



CHAPTER III
HOW TO LOOK AFTER THE MACHINE

NEXT to her ability, the important part of the
shorthand-typist’s work is her machine. If the
machine is not efficient, she cannot produce efficient
work, and although it is said that a good workman
makes the best use of his tools, I have not yet seen
a perfect piece of typescript produced upon an
inefficient typewriter. Now, typewriters do not go
wrong of themselves. As a general rule, if one
excepts the possibility of certain rubber parts
perishing, there is a very long life in most of the
excellent typewriters manufactured to-day.

A Good Beginning.

The shorthand-typist, entering upon a new
appointment in an office, is fortunate if she is pro-
vided with a new machine, for an expert or a careful
operator can keep it in a new condition and with
a consequently new appearance for very many years.
Frequently, however, the typist is given a machine
which has been badly used and neglected, and
consequently it is very difficult to take the same
pride in it. Proper care of the machine is essential
to good work, and therefore the typist who is given
a badly treated machine should decide, from the

16
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outset, to do all she can to get it into satisfactory
condition.. She should give the machine a thorough
clean. If she does not know how to do this, she
will find some hints in this chapter. When she has
cleaned the machine, she should test it thoroughly,
and if there is anything mechanically wrong,
whether of a slight or serious nature, she should
ask for a mechanic to be called in so that the faults
may be remedied. She should also have the machine
adjusted by the mechanic, to suit her own require-
ments. That is to say, if she is not satisfied with
the carriage tension, the key tension, the -action
of the space-bar, or the action of the shift-key
mechanism—the four main things affecting, and
affected by, the touch—the typist should have
them regulated by the mechanic. She should not
attempt to regulate them herself.

A *Difficult ”’ Task.

Once the machine is thoroughly clean and in
thorough working order, the shorthand-typist should
use every endeavour to keep it so. Itis very difficult
in many offices to follow out this rule. Since the
early days of typewriters, the. machine in very
many offices has been at the mercy of all and
sundry members of the staff, and has not been
regarded as the personal ‘““tool” of the typist.
But these matters are gradually becoming better
understood by the employers, and immediately

17
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the employers’ education is complete, each machine,
in offices where there is not a central typ}writing
department with a qualified supervisor, will be
placed in the sole care of the typist concerned.

Keeping Qut Dust.

The difficulty with most typists is that they do
not knew how to keep their machines free from
dust. It is strange that a typewriter, which, rela-
tively, costs a lot of money, is allowed to stand in
the office all day and all night in just the same way
as a table, a chair, or a hat-stand. Very few typists
make provision for their machines to be put away
in a cupboard during the luncheon hour and at the
end of the day’s work. Consequently, in the majority
of cases, the machine is exposed, except for a scanty
cover, to the clouds of dust which are flying in most
offices during the cleaning operations at night and
the dusting operations in the early morning—to
say nothing of the dust that is never absent from
the air in the average office during the working
hours. The shorthand-typist should try to arrange
for the machine to havé cupboard room during the
night, at all events. Failing this, a large cloth
should be provided ; the machine should be placed
on this cloth so that, when the machine is to be
covered up, the cloth may be drawn right over it
from the bottom; the ordinary cover should
then be put over the cloth-covered machine. It is

18



HOW TO LOOK AFTER THE MACHINE

impossible for any dust to reach the machine at all, if
this is done, and as the method causes very little
trouble it should be put into operation immediately
by readers who are responsible for machines but
who have not considered how umprotected their
machines are, normally, with its meagre cloth cover
or its badly fitting metal cover.

Erasers Spell ‘‘ Ruin.”

No amount of covering, however, will make
machines immune from eraser dust. The expert
typist very rarely requires to use an eraser. She
must, of course, have cause to correct occasionally,
either through accident, or through the employer’s
correction. But she usually feels happier in re-typ-
ing the page, or portion of a page, and frequently
she considers this method to be quicker. But if she
does use an eraser, she does not use it within a yard
of her typewriter if she can help it. She certainly
does not erase with the paper in her machine. Eraser
dust—or, rather, eraser grif, for that is what it
becomes—is ruination to any typewriter. I was
once bold enough to read a paper to a society of
typewriting teachers and typewriting students, and
I cannot refrain from guoting a paragraph which
certainly caused a little amusement. Speaking of
erasers, I said—

I sometimes think that the typewriter manufacturers

must thrive on the wholesale use of the typewriting eraser.
Indeed, if T were not assured that the expert operator is the

10
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best advertisement a machine can possess, I would com-
pletely believe it. Typewriting erasers are the vampires
of the typewriter world . . . they are the incompetent
"'fyplst’s talisman. Itis solely because of the efficacy of the
typewriting eraser that a large percentage of typists get

and keep their jobs.

The inexpert shorthand-typist, however, is bound
to make many mistakes. I have watched inexpert
typists at work very frequently in business offices,
and usually the system of working is: two lines of
typewriting, and then one minute’s work with the
eraser and much blowing. I always feel that these
typists are working very hard for their living, and
I also wonder how they would get on if they were

- employed upon a machine in a factory, with a fore-
man, or a forewoman, or overseer, looking on.

How to Make Corrections.

Most textbooks tell us how to make corrections
-on the typewriter without allowing the dust to
reach ‘the machine, but, strictly, it iis quite an
‘impossibility to keep the eraser dust out of the
. machine; and, despite the additional loss of time,
!m; the sake of the machine the page should be

).-cbiﬁ:ctea’ out of the machine. The shorthand-typist
* should leave all corrections until the page is com-
pleted a.nd' should make all the erasures at once.
It is very difficult to persgade the typist to do this,
and the real remedy, offCourse, is to become an
expert operator and never to type beyond one’s speed.

20
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How to Clean the Machine.

The parts of the machine which collect dust, to
the detriment of the mechanism, are the ribbon
vibrator, the carriage rails, the type-bar pivots, and:
the escapement mechanism. The ribbon vibrator
should be cleaned daily, if not oftener, with a soft
brush. The carriage rails should be wiped thoroughly
every day with an oily rag. The typist should make
perfectly sure that there is no grit or grease upon
any part of the rails. This is one of the ways to
ensure an easily running machine. A train would
not run very smoothly upon the lines if they were
caked with inches of glue; and, in proportion, this
is what many typewriter carriages are required to
do.

The type-bar pivots, by which are meant the
points where the type-bars swing in the type-basket,
should be brushed carefully every day, and the
escapement mechanism should be examined daily.
in case any matter has collected there. These are
simple tasks which can be done at the same time
as the daily cleaning of the type. It is, of course
important to keep the type absolutely free from the(
ink which collects in the closed letters. It is a
good plan to tie the type brush to the machine
instead of the eraser, and to use the brush after any"
lengthy period of typing. If the ink is not allowed
to stay in the type at all, the letters will never
become clogged, and there will never be any necessity
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to use the benzine orother liquids frequently sug-
gested for type-cleaning purposes.

A Thorough Dusting.

For the remainder of the cleaning, it is necessary
only to use a long-handled brush and a soft duster,
and to go thoroughly over the machine as often as
there is time. Certainly this should be done at
least twice a week. Metal parts should be kept
bright. If the typist does not use an eraser she will
not have much trouble in this respect. The frame
should be kept clean, and all ““ledges” in the frame-
work should be wiped over to remove any dust
which may have settled there. Dust naturally
collects on the felt mat beneath the keys and on
the key “links”’ (the long, lathe-like pieces under~
neath the machine, stretching from front to back).
These should be brushed free from the dust. The
machine should be tilted carefully from the front,
and the brush used carefully with the machine at a
safe angle. Many modern machines are made as
dust-proof as possible, by enclosing the sides and
the back, but the typist must remember that this

does not prevent the dust from entering into the
machine from above or beneath.

How and What to Oil.

Opinions differ as to the oiling of a typewriter.
The general rule is: “Oil where there is friction,”
22
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but the typewriter companies modify this consider-
ably. The best advice the shorthand-typist can
receive is that she should consult the mechanic
employed by the typewriter company whose machine’
she is using. As this is not always possible, perhaps,
the hints here should be carefully observed. Many
of them are well-known to every typist. Only the
best typewriter oil should be used. To be on the
safe side it should be purchased only from a type-
writer company. The oil can should never be used
as an oiler. It should be used only as a container.
Most typewriter oil cans are provided with a needle
top. This holds the one drop of oil that is usually
sufficient for the ome part of the machine requiring
that drop. On a typewriter, one drop of oil goes a
“very long way indeed, and if that one drop is in
the wrong place it can go too far! Oil does two
things~-it lubricates and it clogs. The difference
between a motor-car and a typewriter is that
whereas oil may make the one go sixty miles an
hour, it may make the other go only one word a
minute.

The carriage rods should be wiped with the oily
rag. There is no necessity to scatter loose oil upon
them at all. Very occasionally I touch the carriage
wheels (on an Underwood machine, for instance)
with a tiny drop of oil, then run the carriage to and
fro a half dozen or so times, and immediately wipe
off any oil that is then visible, but beyond that, the
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oily rag is all the attention the rails get or require.
There is never any dust, grit, or grease upon them,
however.

The points of the escapement ‘ wheel” may be
also touched with oil, or wiped with the oily rag,
very occasionally, but all typewriter companies do
not recommend this. It should be done very spar-:
ingly.and carefully, and, in any case, sufficient oil
will reach the frictional parts of the escapement
mechanism without going to special trouble in
regard to these. Very rarely indeed the small
frictional parts of the ribbon winding mechanism
may be given the smallest particle of oil, but this
is not absolutely necessary. The pivots of the type-
bars should be brushed carefully and regularly, but
should not be oiled. Following all cleaning opera-
tions a sheet of paper should be fed into the
machine and each row.ef }sqrs operated two or three
times, before any office’ wdle is begun. This will
avoid the danger of any loosg: dlrt or accidentally
dropped oil, getting on the paper Beyond these
things there is no necessity to use oil at all. If the
machine demands it anywhere, it is certainly a case
for calling in the mechanic.

The important rules are to use the oil in tiny
“needle” drops only, and to remove all surplus oil.
The shorthand-typist who observes these rules, and
who never exposes the machine to the open air,
except when in actual use, and who either refrains

24
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from using the eraser, or does not use it near the
machine, has never any trouble with her typewriter
unless some part of it has worn out—a very unlikely
occurrence with a new machine in these modern
days.
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CHAPTER IV
STYLE IN TYPEWRITING

STYLE, in typewriting, is very dependent upon the
knowledge and operating ability of the shorthand-
typist. She cannot develop judgment, or produce
nicely arranged letters and other typescript, if she
.has not mastered the mechanical possibilities of her
machine. The expert operator is not content with
a reasonable speed at the keyboard: she is also
skilled in producing all kinds of displayed matter
neatly and expeditiously. The experienced typist
develops a *‘trained eye” but she does so only

through knowing and practising the necessary
technique.

The Business Letter.

Modern business offices adopt certain standards
in regard to all out-going correspondence, and
although it is not quite correct to state that there
are definite rules for the arrangement of a letter,
yet, within certain limits, it is as well for the short-
hand-typist to work to rule. Not only will she then
be quite sure that she is following modern practice,
but she will also ensure economy of time. It will
be observed that the word “ modern’’ has been used
quite frequently. There is a considerable difference
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between the opinions of the modern business
employer and the old-fashioned business employer.
There is a considerable difference also between the
modern typist and typewriting teacher and the old-.
fashioned typist and typewriting teacher. The
reader must, therefore, be guided first by her
employer’s views, if any are expressed, and secondly,
by her own taste or preferemces. This is why it
would be unwise to insist that there are fixed rules
in matters of this kind, except amongst those
who have actually accepted modern methods in

business.

Governing Factors.

1 The main principles in the arrangement of the
typewritten letter are those relating to position on
the page, spacing, and paragraphing. It is not the
purpose of this book to deal with the elementary
facts regarding the structure of the typewritten
letter, and it is taken for granted that these are
already known. The main principles, however, call
for discussion. As to the position of the letter on
the page, the object of the shorthand-typist must be
to produce a letter which will ¢ tone”’ or match or
fit in with the firm’s note-heading, which, in the
modern office, is usually neat, arlistic in a business-
like way, and correctly placed, with approximately
a margin of half an inch at the top and at the
left-hand and right-hand sides. The old-fashioned
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method of printing the place for the date in this
way “ ... ~..I9.."” no longer exists, and to-
day the date is regarded as a part of the letter
instead of a part of the note-heading. The specimen
reproduced on page 29 is a representative example
of the modern note-heading. It will be observed
that the bottom line of the printed matter is quite
flush, giving the typist a level s for the entire
typewritten part of the letter.

A Properly Placed Letter.

The letter reproduced on this note-heading is of a
size which just fills the page, and it will be observed
that the margins are approximately equal. On page
30, however, is a short letter. In this case the left-
hand margin has been made wider than the right-
hand. ,If wide margins were given on both sides,
the letter would look peculiar. If narrow margins
were given on both sides, the letter would appear
entirely at the top of the page. The reader may
justly say that with a short letter of this kind,
double spacing might have been used, and she would
not be at all incorrect. A later paragraph deals
with the question of spacing. This short letter as
it stands, however, cannot be criticized from the
point of view of appearance, and with this brief
discussion of position on the page it is possible to
state the system upon which the modern typist
works, so far as position is concerned,
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DOBSON. BANCROFT & CO.

Rk CABINET MAKERS s

J'l‘i"n";,"“' GENERAL WOODWORKERS wwu;_m
HIGH ROAD, WOODFORD Phisroberi
fonf ; LONDON. E.I8 D‘;:’z&nﬁm

2nd Ap#il, 1920,

Messrs. Wilson & Co.,
Bcent Manufacturers,
Mitcham, Surrey.

Deer Sirs,

We are in receipt of your letter of the 30th
Merch, informing us of the inconvenience which has
erisen from the delay in the delivery of your last
order for packing boxes. Ve are extremely sorry
to hear this, and beg to offer an explanation with
the hope that you will appreciate our positiom.

We have been out of stock of the particular
¥ind .of wood we use in the manufacture of your
boxes, owing to a fire which occurred two months
ago at our mills. We anticipated a fresh supply
before this, but we received a wire from the man-
ager, informing us that they will be unabls to run
the machines sgain for at least another month, as
the time taken to repair them has been longer than
they estimated.

This has placed us in a very awkward position
as regards the exacution of your order, as well as
those of other of our clients, and to avoid any
further delay we would suggest that you use -boxes
made with our "Superfine’ quality board, which is
quite as strong as the quality of the boxes which

you are now using.

Please wire if we may proceed, so that we can
ensure delivery of 500 by Monday next.

Yours faithfully,
for DOBSON, BANCROFT & CO.
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‘slggrams : = Oymics, Sowsst, Lownow = Codes: ABC. & fru Eormi Telephons : Vicrona 497
T . WisTaxn Um m'lm

PREMIER INSTRUMENT COMPANY, LIMITED

D e HEAD OFFICE AND SHOWROOMS S
SIS 445 WELLINGTON ROAD  VooLbich Ao
DISTRUMENTS LONDON, S.W.1

Voo Ao, o Remy Pusass Quort

14th September, 1929.

The Atlas Electric'Co., ILtd.,
Atlas-Works,
Saville Row, Manchester.

Dear Sirs,

We regret exceedingly that we are unable
to supply you with the special instruments
mentioned in your letter of the 10th instant.

These instruments are now quite obsolete
and have been replaced by the new ‘Kylonite'
series mentioned on page 49 of our catalogue.

Will you let us know if you would like
us to make further enquiries, or if you are
able to use the new instruments?

Yours faithfully,

TEE PREMIER INSTRUMENT COMPANY, LIMITED.
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The Importance of the Margins.

The first rule she observes is that the left-hand
margin must never be less than the right-hand
margin, and that when, with full-page letters, or
letters that are continued on a second page, equality
of margins is arranged, care must be taken that the
right-hand margin does not get the appearance,
through bad line-endings, of being larger than the
left. It‘ié not possible, of course, to have a straight
right-hand margin, but with practice it is possible
to have an approximately straight margin. This
is done by deciding upon the definite point at which
the right-hand margin should begin, and bringing
each line within three spaces of this point, either
before or after In the majority of cases, but not
in all cases, this is easily arranged by following the
usual end-of-line rules; that is to say, by breaking
a word (if the word is breakable!), or by rapidly
judging whether the typing of the word will result
in projecting it a less number of spaces than would
be left vacant if the word were not typed in
that line at all. Involved though this may sound
in description, it is extremely simple, and the
expert typist instinctively knows what to do at
the en® of each line to preserve the approximate
straightness of the right-hand margin. The reader
will find it helpful to examine the ends of each
line in the specimen letters reproduced in these
pages.
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The Question of Spacing.

The modern practice is to type all letters in single
spacing. There are, however, many employers who
thsist upon double spacing of letters, and it is much
more important to obey an employer than to follow
anybody else’s advice in these matters. The single
spacing is adopted nowadays because it gives a
much more compact and neater letter. If the single-
spaced letter is correctly typed, it is easier to read.
In other words, it is more correct to say that the
modern practice is “ single spacing and shor¢ lines,
instead of double spacing and Jong lines.” The
typewriter mechanism gives plenty of space betwcen
the single lines, so far as the eyesight is concerned,
and with the short line the eye and the mind are
able to get a quicker grasp of the letter as a whole
than is the case with the average double-spaced

- letter.

With single-spaced letters the necessity for the
short line and for careful paragraphing must be
strictly observed. A page of single spacing without
any paragraph break would be entirely wrong, both
from the point of view of difficulty in reading and
from the point of view of appearance. Apart from
the question of a change in the subject of the letter
—which is rare to-day, when most business men
write separate letters to the same correspondent on
each different subject—the art of paragraphing is
not easy, but it should be cultivated. Itisa question
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of being able to judge the value of the relation
between one sentence and another. The reader
should again study the examples in this book and
judge for herself what has governed the arrangement’
into paragraphs.

‘ White Space.”

Printers render their work pleasing to the eye by
what they technically term “white space,” which
really means those parts of the printed page on which
there is no printing,~In the typewritten letter the
effect of the white space in the margins and between
the paragraphs is to bring out each separate para-
graph clearly and forcibly before the reader’s eye.
Great use is made of this principle in Sales Letters
by experts in that department of advertising, and
this is the effect the shorthand-typist should try
to get with all her letters. At the same time, there
is never any sense in overcrowding a letter. In this
respect it will be interesting to examine the specimen
letter on page 34, and to observe that, although the
letter is full of displayed details, there is no appear-
ance of overcrowding in the work.

More Letter Hints.

There are one or two more brief points worthy of
mention in regard to the business letter. It should
be noticed that the date and the typed title of the.
firm in the * signature” part of the letter both end
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ALL COMMUNICATIONS TO BE ADDRESSED TO THE COMPANY

430 & 481 (6 Laws)

: TYPEWRITER musese: prasass, tvesrooc
Fhe thant COMPANY LIMITED conss: Bowmusr's Lussmns. AL axo

ABC. (41a & ST EDrmows)

Resnom Opch WELLINGTON ROAD
423 JAMES STREET, W.C1
LIVERPOOL
Oon Reranoves JRZEL
2 Messrs. Reid & Fletcher, 20th April, 1929.
14 Canary Avenue,
Manchester.
Dear Sirs,

In reply to your letter of the 20th instant, it
is very satisfactory to learn that the machines sup-
plied %o you last month have all been sold, and we

) are to-day dispatching to you the further consign-
ment, as arranged.
Tt In reply to your quéry, the total exports from
the U.S.A., to the countries you mention, during the
month of ‘November, 1928, were:

Standard Portable
Typewriters. Typewriters.
AUSTRIA ... §30- s 129
BELGIUM ... 462 ... 260
FRANCE 1,689 ... 892
U.K. g 3,494 ... 2,336

The other details you ask for have been diffi-
cult to secure with accuracy, but we believe that
you can rely upon the following figures:

Total Standards exported .. . 18,814
Total Portables exported . « 11,513
Total Rebuilts exported . . 4,135

The total value of the Typéwriter Exports for
the month is 1,727,042 dollars (U.S.A.).

Yours faithfully,
THE RELIANT TYPEWRITER CO., Ltd.
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Messrs. Reid & Fletcher,
14 Canary Avenue,
Manchester.

Messrs. Reid & Fletcher,
14 Canary Avenue,

MANCHESTER.

The Atlas Electric Co., Lid.,
Atlas Works,

Saville Road,

MANCHESTER.

The Atlas Electric Co., Ltd.,
Atlas Works,
Saville Road,
MANCHESTER.

Some accepted methods for addressing envelopes (see p. 37)
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at the fixed point of the right-hand margin.-The
way in which the date is typed is, by the way, the
oﬁl? correct method of arranging it, namely, in the
-order of day, month, and year, with a comma after
the month and a period mark after the year. The
period mark after the year is solely to give the date
a “finished” appearance, since it is not intended
that if should have any connection with the next
line of typewriting. The position of the date between
the last line of the note-heading address and the
name of the correspondent is to some extent mov-
able, but generally it is typed mid-way between
the two lines. It should not be typed less than two
line-spaces from the last line of the note-heading.

The reader should also note that the name and
address of the correspondent are always typed in
single spacing, and that this part of the letter is
never allowed to occupy more than three lines.
With very short lines, each line should be indented
five spaces from its predecessor. With ordinary
lines, the *block” form of typing the name and
address is used; that is, each line begins at the
margin point.

These are quite simple rules to remember. The
inexpert should practise them by typing innumerable
letters of various sizes, either from shorthand or from
printed exercises, until her own judgment and
ability are properly trained. The typewriting meas-
urements given on page 58 will help her to some
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extent, but there is nothing likg the natural instinct
which comes from practice.

Addressing Envelopes.

Whilst on the subject of letters, it may be uspful
to speak about the addressing of envelopes® The
name and full address of the correspondent are
always typed at the head of letters. This is so that
there will be a permanent record, for reference if
required, on the carbon copy, as to where the letter
was addressed. The typist should, therefore, make
a rigid practice of typing every envelope at the
same time as she types the letter. There is a tend-
ency with many typists to type all the envelopes
together at the end of the batch of correspondence,
but from experience the adoption of the first plan
is recommended. The typed letter should be slipped
(unfolded, of course) under the flap of the envelope,
so that the flap appears in front and the addressed
side at the back of the letter, and then placed in
the signature tray. Some employers, however, prefer
to have the letters handed to them for signature
without their envelopes. The shorthand-typist must
be guided by the practice in her own office, but there
are good rgasons for keeping the complete ““set”’ of
envelopeyletter, and enclosures properly assembled
from start to finish, and most employers realize this.

In typing the addresses on envelopes the great
thing is to be accurate, complete, and clear. The
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address on the envelopehas one purpose only, namely,
to enable the Post Office officials—and particularly
the delivery man—to get the letter to its destination
+within schedule time. Single spacing with an indent
of five spaces for_each line, and a separate hne for
each new part of f the address, however many lines
this may total is the best method for addressing
ordinary c correspondence size ‘envelopes. The town,
or the place in which the correspondent’s post office
is situated, should be typed in capitals.

Method With Enclosures.

It is necessary to be methodical with all enclosures,
for which the shorthand-typist is usually responsible.
The golden rule is to put the enclosures with the
letter and envelope immediately these are typed.
If this is not done, the next best plan is to keep a
small note-pad by the machine, or in the signature
tray, and write down the name of the correspondent
and the nature of the enclosure, and the name of
the office staff member or other person from whom
you are collecting it, and not to be satisfied until,
by the end of the day, each of these entries has been
scored through, or the letter mentioning any missing
enclosure is still in your possession. A similar note
should be made of anything which is mentioned in
the letters as being ‘‘sent under separate cover.”
Here again, the golden rule is: “ Do it before proceed-
ing to the next letter—if possible!” Enclosures in
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the shorthand-typist's own possession should cer-
tainly be kept with the letters and envelopes, from
the time the letters are typed until they are enclosed
in their envelopes. It is not pleasant to a shorthand-
typist to be compelled to take down a letter from
her employer, apologizing to his customer or client
for her own sins of omission.

Other Displayed Work.

Shorthand-typists whose work includes the type-
writing of invoices, statements of account, balance
sheets, profit and loss accounts, columnar ﬁgures,,:
legal matter, estimates, and specifications, or the’
filling in of forms with the typewriter, or the pro-
duction of any kind of displayed matter, should
make a special study of the usual requirements of
the individual office, of the generally accepted
method of display, and of the quickest method of
production. The reader will find in the list of recom-
mended books on page 46 that mention is made of
Pitman’s Typewriting Manual which contains speci-
mens of the various kinds of typescript met with in
business and professional offices. Every shorthand-
typist will find this particular book useful to her in
her typewriting duties, if only for the help these
specimens afford.
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CHAPTER V
THE SHORTHAND-TYPIST'S LIBRARY

THE shorthand-typist who never has occasion to
look inside a textbook, and to whom books other
than fiction are useless, is almost unknown to-day.
The ambitious shorthand-typist, at all events, is
sufficiently studious to know the value of adding
to her knowledge of *“business” subjects. In any
case, however, there are certain reference books
which she will find essential to her in her actual work.

Useful Desk-Books.

The important subject to the shorthand-typist is
English. Every shorthand-typist should resolve to
make herself a good English scholar. So many of us
are content with the comparatively elementary
English instruction of our school-days, and for the
rest to rely upon whatever powers of expression
we may have succeeded in developing. Meanwhile
we are liable to make many mistakes. We go on
saying ““It is me,” or, with a half knowledge that
somewhere “I1’ should be used, we succeed in
producing a sentence such as “ He wanted you and
I to go with him.” Or we speak of “ Those kind of

books,” or say: ‘“ The snow was laying when I left
home.”
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Some business employees, believing that the
business office has a form of English expression
entirely its own, never look inside an English
grammar, or a book on English composition, after
they have left school. This is a mistake. There is no
question as to the value of good English in business
life. In the work of the shorthand-typist, the first
essential is the ability to spell correctly. ‘- There
should certainly be no word in current use that she
cannot spell. There are certain spelling rules which
ate of some assistance, but observation and practice
are the most effective aids to familiarity with the
spelling of words.

A Reference Library.

The shorthand-typist’s reference library should
include useful books on English, and I have sug-
gested one or two suitable books in this chapter.
The library should be composed of books the
shorthand-typist considers particularly necessary to
her work. I am not going to suggest that she incurs
a large expense, but there are certain books that
should be in her office—far better, they should be
on her own desk, her own books, to be jealously
guarded, and lent only grudgingly, with a careful
eye upon their immediate return.

The following are the books which the shorthand-

typist should never be without—

A Goop DictioNary. This should be used not
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only as a work of reference, but for occasional study.
The uncommon words may be ignored, but diction-
ary study can be made very interesting by looking
‘down the page for words one has frequently seen
or heard, but the exact meaning or the spelling of
which has not been known. If the shorthand-typist
has not already got a copy of Pitman's English and
Shorthand [Dictionary, she should obtain one. This
serves the double purpose of providing the shorthand
outlines and word definitions. Pitman’s Synonyms
and Antonyms—a very popular book—is a good
supplement to the Dictionary, and a very useful
work at all times.

A Goop Book oN ENGLISH GRAMMAR AND CoM-
POSITION. A book which, in my opinion, meets all
the requirements, from the shorthand-typist’s point
of view is The Manual of Commercial English. The
New Era Spelling Manual is an additional helpful
book, and also Ewnglish Exercises. Pitman’s Dic-
tionary of Correct English is an_invaluablé book for
shorthand-typists. It gives a ready reference to the
doubtful points in English, such as those quoted at
the beginning of this chapter, for instance.

ARITHMETIC. Business Calculations, by F. Heelis,
is a handy book to possess, and, if the shorthand-
typist is a poor arithmetician (very many are!),
a copy of the much despised ‘“Ready Reckoner”
is often a useful friend.

Tag AB.C. Rartway Guipe. It is not suggested
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that the shorthand-typist should spend her leisure
hours looking up trains as a pastime, interesting
though that occupation can be, but that she should
have an alphabetical index of the names of places,
with their correct spelling, together with much
other information that is to be found in this book.

Tue Post OrricE GuiDE. This is a mine of
information, as the book reviewers would say. It is
an essential book for the shorthand-typist, both
for the postal rates and for the spelling and postal
location of places.

Wuo's Wuo. In professional offices a copy of
this volume is most useful. It may be rarely that
the shorthand-typist has occasion to refer to it in
the course of a year, but if it is of no other assistance,
it will givé the correct titles of people to whom
you may be writing, and it is also an index to the
spelling of a large collection of surnames. It is,
however, an expensive book to buy. The second-
hand bookshop is sometimes at our disposal with a
last year's copy, but the employer should be
approached on the subject!

PrrmaN’s PHRASE Boox. So many inexpert
shorthand-typists forget to look inside their short-
hand textbooks once a position has been secured,
that it may be as well to remind. them that the
efficient shorthand-typist is never satisfied with her
shorthand ability. A copy of the Instructor or the
Reporter should be studied during those odd ten
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minutes that occur daily in everyone’s life. The
shorthand Phrase Book contains material that makes
note-taking easier. In addition to the general
.phrase book, amongst the Pitman series of phrase
books the shorthand-typist will find one that is
particularly adapted to the trade or profession of
the office in which she is employed. The phrases
provided are not only valuable for their shorthand
outlines, but because they also comprise a collection
of technical or professional phrases and their correct
spelling.

THE LocAL STREET DIRECTORY (not a directory
of inhabitants, which should always be found in
the general office, but a list of streets, which is
usually published in every town). This serves as
a guide to the streets, and also as a reference to
their correct spelling. The shorthand-typist should
observe that the same street names are frequently
used in very many different towns, and that the
spelling has usually some common origin and is
exactly the same. That is to say, Wellesley Street
in Birmingham, may still be Wellesley Street in
Sheffield.

The above are the books essential to the work
of the shorthand-typist. There are many books
containing material of great value to her, according
to the nature of her employer’s business, or to her
exact position, or to the extent of her ambitions,
and, simply by way of suggestion, a few of them are
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included.  Immediately the office worker has
accepted a position in an office, her work and her
mind cannot avoid becoming somewhat circum-
scribed. The only business knowledge that she gains,
is from the actual office experience, which is neces-
sarily very restricted in scope. But the business girl
to-day has as much chance as the business man
of reaching the higher positions in commerce, and
therefore she should, if she 7s ambitious, seek every
means of broadening her knowledge and her outlook.
These additional books, for instance, if they were
read by the shorthand-typist who has been content
to be a mere copyist, would prove not only of
surprising interest, but also of considerable value.
It is not always possible for the shorthand-typist
to attend courses of lectures upon business subjects,
but such books as these would show her what
there is to learn, and, in many cases, would provide
her with knowledge which might well carry her
beyond her immediate duties. The shorthand-typist
should never forget that she is always to be valued
in the office according to her actual worth, and her
worth is measured by her intelligence” and her
knowledge.

The reader is recommended to examine carefully
the list of suggested books overleaf and to select
any that may have a direct value to her individual
requirements and particular office position. The list
is by no means exhaustive.
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LIST OF RECOMMENDED BOOKS

The Bedrock of Modeyn Business, by J. Stephenson.
Intvoduction lo Business Economics, by the same Author.
Exercises in Economics, by A. Plummer.

Outlines of Local Government, by J. J. Clarke.

The Geography of Commerce, by W. P. Rutter.

Business Statistics, by R. W. Holland.

Practical Income Tax, by C. W, Chivers.

Rapid Methods in Avithmetic, by J. Johnston (revised
by G. K. Bucknall).

Business Calculations, by F. Heelis.

Discount, Commission, and Brokevage Tables, by E.
Heavingham.

Manual of Commercial English, by W. Shawcross.

A Manual of Punciuation, by W. O. Webster.

Punctuation as a Means of Expression, by A. E. Lovell.

How to Write a Good Hand, by B. T. B. Hollings.

Book-keeping and Office Work, by R. J. Porters.

Office Organization and Management, Including Secrefavial
Work, by L. R. Dicksee.

How to Become a Private Secvetayy, by J. E. McLachlan.

The Foreign Correspondent, by E. Davies.

Seif-Organization for Business Men, by M. Dainow.

Filing Systems, by E. A. Cope.

The Card I'ndex System.

Office Desk Book.

Business Terms, Phrases, and Abbreviations.

Pitman’s Typewriting Manual.

Pitman’s Common Commodities and Industries Series,
cove'ring practically every trade. (4 list of these showld be
obtained and the applicable book or books selected.)
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CHAPTER VI

RULES FOR TYPEWRITTEN DOCUMENTS,
ETC.

TuE following instructions as to the setting out of
typewritten matter should be carefully followed.
In the majority of cases there is a definite method
for display, but the typist is also concerned with the
necessity for neatness and for quickness. This
alphabetical list will doubtless prove useful, as a
reference, for many typists.

AsTrRACT OF THE TITLE. On brief paper; treble
line-spacing. Left margin 30 spaces; indents 15
spaces. The words ' Abstract of the Title” are
typed in capitals, with one space between each
letter and three spaces between each word. The
words ““ By Indenture ™ are also typed in capitals,
with spaced letters. All remaining words required
to be capitalized must not have spaced letters.
The title and details of property should begin on
the right of the page, so that they end in the same
line as the body of the document. Dates appear
in the left-hand margin.

AFFIpAvIT. On foolscap paper; double line-
spacing. Left margin I5 spaces; indents 5 spaces.
Centre names of plaintiff and defendant, and type in
capitals. The names of the ‘“parties” mentioned

47



THE TYPIST'S COMPANION

are typed in capitals when they first appear, and
afterwards in small letters.
AsSIGNMENT. On foolscap paper; double line-
-spacing. Left margin 10 spaces; indents 5 spaces.
In the opening paragraph the words ““ This Inden-
ture "’ are in capital letters, with one space between ;
also the word “ Between.” Names also in capitals;
opening words of each paragraph, and words such
as WHEREAS, DOTH HEREBY, always in
capitals. Signature and Witness details in double
spacing at extreme left. .
BALANCE SHEET. Should be typed on a brief
carriage; centre the heading; single space each
item, with double spacing between items. The
totals must, of course, appear on the same writing
line. If a brief carriage is not available, type the
debit side on one foolscap sheet and the credit side
on another, and paste together. With this method
it is essential to mark on the second sheet the exact
point for the continuation of the heading, and for
the word ‘' Assets” or ‘‘ Liabilities,” and for the
first line of the items. Similarly the line for the
total must be identical with that of the first page.
BRIEF. On brief paper; treble line-spacing; left
margin 30 spaces; indents 10 spaces. Centre names
of plaintiff and defendant. Capital letters for
heading ; small letters for sub-heading.
DEBENTURE (usually printed). For draft purposes
this may be typed on foolscap paper Single spacing
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RULES FOR TYPEWRITTEN DOCUMENTS, ETC.

with double line-spacing between paragraphs. Left
margin 10 spaces. Name of company in spaced
capitals, also title of debenture. Title of signatories,
double spaced, on extreme right.

ExpORSEMENTS., Fold the last sheet into four
divisions by placing the paper face upwards on the
table, turn the bottom edge up parallel with the
top edge, and then the new bottom edge again
parallel with the top. The surface then presented
is the space for the endorsement. The folded edge
is the left side of the endorsement “ page.” The
date is typed on the top; the names and title of the
document should be centred (from top to bottom);
and the name of the firm is typed at the bottom.
The names of the parties and the title of the docu-
ment are typed in capitals.

INDENTURE. An ordinary indenture is typed on
foolscap paper, with a left margin of 15 spaces, and
indents of 5 spaces. It should begin about twelve
line spaces from the top of the paper, to allow space
for the stamp. The opening words of each paragraph
(or recital) are typed in caps. The document is
otherwise typed in just the same form as a letter.

An Apprenticeship Indenture has a left margin
of 10 spaces; and no indents. The first paragraph—
ie. the description of the document—is indented
15 spaces from the normal margin. The words
«This Indenture” and “ Between” are typed in
spaced capitals, and the names of the parties in
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ordinary capitals. The signature details at the
close of the document appear at the extreme left,
with double spacing.

MEMORANDUM AND ARTICLES OF ASSOCIATION.
On foolscap paper, single spacing. Headings well
displayed. Left margin 5 spaces; indent 5 spaces.
All sub-paragraphs should be indented a further
5 spaces. Double spacing between all paragraphs.

SPECIFICATION. On foolscap paper; double line-
spacing. Left margin 15 to 20 spaces; indents 5
spaces. Sub-headings typed in margin. The word
“ Specification ” in spaced capitals, commencing
at 25 or 30; followed by description of specification
in small letters, each line indented 5 spaces from
the beginning of the word “*specification.” Details
in the body of the specification may be typed in
single spacing.

STATEMENT OF CLAM. On foolscap paper; double
line-spacing ; left margin 15 spaces; indents 5 spaces.
Capital letters for the names of parties, the word
“between,” and the title of document.

STATUTORY DECLARATION. On foolscap paper;
double line-spacing; left margin 15 spaces; indents
5 spaces. Title of document, name of party, and
first word of final paragraph in capitals. Signature
details commence 5 spaces inside margin, in double
spacing. The word “ declared ” in capitals.

WiLL. On foolscap paper; double line-spacing;
margin from 5 to 15 spaces. Usually no indentation
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RULES FOR TYPEWRITTEN DOCUMENTS, ETC.

for paragraphs, the separate portions of the will
being marked by the use of capitals. Details of
signature at extreme left, double spaced, and com-
menced 5 spaces inside margin.

Drafts of any typewritten matter should be typed
in treble spacing with wide margins, so that the
person concerned has plenty of room for corrections
and additions. In legal work a black record ribbon
should be used. Punctuation marks are not used
in most legal documents; in lieu of these the matter
is phrased so that the sense may be still understood.
Erasure and corrections must be avoided throughout.
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CHAPTER VII
MISCELLANEOUS TYPEWRITING NOTES

1. DON'T use the ampersand (&) in the body of a
letter or manuscript.

2. Don’t use @ for *“at” except in invoicing or
similar commercial documents.

3. Accents, unless specially fitted to the machine,.
should be inserted in ink, or with a sharp pencil
through the ribbon.

" 4 Letters should be folded in the least number
of folds necessary to fill the envelope exactly.

5. When typing the addresses on envelopes, feed
the envelopes into the machine upon an even part
of the paper feed rolls, and feed with the flaps open.

6. Don't use ‘‘ Messzs.” before a firm’s title unless
it is composed of the names of people. (Examples:
Messrs. Smith, Jones & Robinson, Lid., but not
Messrs. The London Land Co., Ltd. Note: Sir
Isaac Pitman & Sons, Ltd., not Messrs. Sir Isaac.

7. Small “1” is used for the figure 1, and capital
“1” for the Roman numeral.

8. The capital " O " is used for the cipher.

9. Oontmuatlon sheets should always bear the
name of the correspondent, the page number, and
the date. The date may be abbreviated on the
continuation sheet to 6/1/29 or 6th Jan., 29.
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MISCELLANEOUS TYPEWRITING NOTES

10. Opinions differ as'"'to whether the word
“dear " when typing ‘“ My dear Sir,” should begin
with a capital or a small “d.”” The small “d”’ is
generally considered correct.

11. Remember that “ p.p.” or * per pro.” repre-
sents per ‘procurgtionem, meaning on behalf of. There-
fore, it is totally incorrect to sign a letter—as may
be frequently seen—as follows—

Yours faithfully,
James WeLcH & Co., Lrp.
p.p. H. Smith.

It is better to refrain from using the abbreviations,
and the general practice is to sign—

Yours faithfully,
for James WEeLcH & Co., L1p.
(Writer’s name or initials,)

12. The underscore character, and not the hyphen
key, should be -used when a continuous line “is
required.

13. Never use a typewriter without a felt pad
beneath it.

14. The purpose of initials on a letter is mainly
to fix the responsibility for the dictation of the letter,
and the typing of the letter. If there is only one
person in the business to deal with the correspon-
dence, and only one person to type it, there is no
necessity for initials unless the employer desires
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to give the impression of owning a big business.
The correct way to type the initials are in the order
of DICTATOR/TYPIST. Don’t put period marks
between the initials. The correct form is ** MM/AC "
or “ABC/DEF.” The initials may be typed in some
obscure part of the note-heading, the main point
being that they should appear on the carbon copy.
Where the initials are used for reference purposes,
however, they should be typed below the date—

16th March, 1929.

Ref: ABC/DEF.
Dear Sir,

15. Learn how to fix your ribbon on to the
machine. It is surprising how few typists trouble
to learn this necessary small task, and, in conse-
quence, either bungle the task or have to call in
assistance. It is very simple to fix the new ribbon
to most machines, and, in any case, the manu-
facturer’s representative or mechanic will always
show you exactly how to do it. A pair of thin
gloves will protect your fingers from the ribbon ink.

16. Get thoroughly used to using the hyphen
key. It occurs so frequently at the ends of lines.
The little finger can operate it quite easily, and it
is as easy to find without using the eyes as any other
key, if you practise.

17. Cultivate the lightest touch at the keyboard
consistent with the mechanism of the machine,
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18. Don’t use faint or worn-out ribbons. Not only
does the work look bad, but you are harming the
machine and your touch.

19. Never type one letter over another for correc-
tion purposes. If you are a slow typist you must
erase. If you are a rapid typist it is usually just as
quick to ““start again.”

20. Never erase with the paper in the machine.
Remove the paper and make the erasure as far away
from the machine as possible.

21. Don’t keep any kind of eraser mnear the
machine. Rubber affects the plated parts of the
machine, and the sight of the eraser is frequently
a temptation to make a mistake and to use the erager
at the machine.

22. Never type with a feeling of “hurry.” If a
letter or other work is called for to be typed imme-
diately, reduce your speed rather than increase it.
You will save time because you will make no

mistakes.
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CHAPTER VIII
TYPEWRITING CALCULATIONS
Paper Measurements.

Inches
Post card size R . . . 58 x 3%
Octavo (8vo) R . . . . 8xs5
Quarto (4to) . . . . 10X 8
Large Quarto (Lge. 4to) . . .11 X8
Foolscap (F'scap) . . . . . 13X 8
Draft (Drit.) . . . . . 16 X 104
Brief (Bf.) . . . . . . 16 X 13

Octavo paper is used for memoranda, forms,
monthly statements, etc. Quarto paper is used for
standard note-headings, manuscript, continuation
sheets, etc.

Large quarto for note-headings containing a lot
of printed matter. This size is in more general use
for note-headings in U.S.A.

Foolscap paper for estimates, legal work, etc.

Draft paper for balance sheets and legal work.

Brief paper is used mainly for legal work.

Measurements of Type.

The most general typewriter type in use is that
known as the “ Pica ” type. “ Pica” is a printer’s
term, representing the standard measurement. In
typewriting there are ten “ pica *’ letters to the inch.
Each letter occupies the same amount of space.
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The typist should be acquainted with the measure-
ment of paper in terms of letter spaces and line
spaces.

The following are the names of the type in most
general use. There are variations of most of them,
and the typist would be interested in obtaining
specimens of the types made by the typewriter
manufacturers, who usually incorporate details of
the various types in their catalogues.

Elite. A small type, used mostly for personal correspon-
dence. It is not recommended for business corre-
spondence, or for manuscripts which have to be
read by editors. Size : 12 letters to the inch.

Pica.- The standard type, for commercial correspondence
and practically all typewritten matter. Size:
10 letters to the inch.

Large Pica. A latger and bolder ** pica.” 10 to the inch,

Primer. A large, distinct type. g to the inch.

Gothic. In large and small capitals. Made in the two sizes,
10 and 12 to the inch.

Script. Representing ordinary hand-writing. The letters
join together. Made in the two sizes. Largely
used in legal offices. .

Bulletin. Very large type for notices, etc. b6 letters to
the inch.

A new type has recently been marketed, repre-
senting closely the printer’s type, with thick and
thin strokes to the letters.

How To MEASURE WoRDS. On the standard
typewriter, with ordinary pica type, the following
measurements should be borne in mind for all
work.
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With quarto paper—

““The line measures 8 in., i.e. 80 letter spaces.
‘With margins of 10 spaces on each side, this provides a
-writing line of 6o spaces.
Allowing an average of 8 letters to a word, this works out
approximately at 8 words to a line.
vThere are 6 single line spaces to an inch.

The depth of the paper, therefore, measures 6o single
lines.

Y Allowing inch margins at the top and bottom of the
paper, this provides for 48 single lines of typewriting, or
24 double-spaced lines.

The approximate number of words in an ordinary
page of typescript, therefore, can be estimated at—

380 with single-spaced lines.
190 with double-spaced lines.

Similar approximations should, of course, be made
with margins of different widths,

The usefulness of this form of calculation will be
-obvious to the typist at work in a copying office,
but the business shorthand-typist should also be
able to measure the page rapidly. The typist has
already been advised in a previous chapter to get
acquainted with the average number of words on
a line and a page of her shorthand notes. She should
also measure the note-heading, and know exactly
how many typewriting lines the note-heading
represents after allowing for the printed matter,
for the date, and the name and address of the corre-
spondent. Allowing for the correct margins at the
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sides and at the bottom of the note-heading, she
will then be in a much better position to judge the
amount of space each letter is going to occupy, before
she begins to type it. The information will also help
her to adjust the margins satisfactorily before she
begins the letter, or to decide whether the letter
should be in single or double spacing, or on one or
more pages. It is both annoying and time-wasting
to reach the end of a letter and find that there is no-
room for the superscription and the employer's
signature.
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CHAPTER IX
PUNCTUATION

Tue shorthand-typist must make a thorough study
of the art of punctuation. There is, perhaps, no
part of English grammar in which there is so much
diversion of opinion, but, at the same time, there
is nothing, except spelling, in which the shorthand-
typist can more easily fall short of the ideal.

THE Tyrist’s Task. The average employer does
not dictate the commas and the fullstops and the
semicolons and the dashes which he expects to find
in the transcription of his dictation. He indicates
by the intonation of his voice and the sense of the
words what he expects the typist to do. We are all
familiar with the junior typist who condemns
herself in the first line of her typewritten letter with
the words—

* Dear Sir,

In reply to your letter of yesterday’s date.

Your requirements shall have our prompt attention.”

But we must keep to our rules, even in ““ Business
English,” and even the junior typist must be capable
of recognizing what is and what is not a complete
sentence. The grammar books are, perhaps, slightly
at fault by defining a sentence as ““a complete
thought expressedin words ”’; somany incompletely
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trained typists are satisfied that there is a complete
thought in the words quoted above. Then again,
the untrained junior is corrected with the remark
that there is no sentence unless there is a verb ; and
she is naturally anxious to show that the verb
“reply ”’ is present in her “ sentence.”

Rules of Punctuation.

The rules of punctuation should certainly be
practised and learnt thoroughly by everyone aspiring
to correspondence work in the office. They are
quoted briefly here, but 2il typists are advised to
study one or other of the books suggested elsewhere
on the subject of punctuation, for it is not only a
question of rules, but of taste and common sense.
After all, the rules themselves are very simple—

RULE I
The Period (or fullstop) indicates the end of a complete

statement.

If the statement is exclamatory or interrogative, the
period mark is replaced by an exclamation mark or a
question mark.

In order to recognize what is a complete statement, one
must be capable of analysing a sentence, at all events to
the extent of being satisfied that there is a subject and a
predicate in the connected words.

RULE II
The Comma is used to separate nouns, adjectives, and

phrases.
The use of the comma is a study in itself. Business corre-

spondence should be made as brief and as clear as possible.
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A good rule for the typist, apart from grammatical rules, is
this : Be sparing with the commas and use them only where
they are essential to the sense of the sentence. We are all
apt to be too generous with commas.

I would like to see them omitted always where they
are not absolutely essential in the sentence. There is a
difference of opinion, for instance, as to the necessity for the
final comma in cases such as the following—

* I saw John, Mary, and Kathleen.”
(" I saw John, Mary and Kathleen.”)

“* We went to Paris, and they went to Rome.”
(*“ We went to Paris and they went to Rome.”)

* You were usually right, but they weve always wyong.”
(" You were usually vight but they were always wrong.”")

In The Language of Advertising (Pitman’s), the author,
John P. Opdycke, gives some amusing but useful advice
on this subject:

* The period says: ‘ Do not tread on me. I am dignified.
I am jmportant, and will brook no trifling. The comma,
on the other hand, is always intruding, always gossiping,
always looking for trouble, and is, in short, the busybody
of the punctuation family. The semicolon is not to be
trusted; it is half comma and half period, and is thus
divided in loyalty; but it is also highly and provokingly
exclusive. The colon says: ‘ Keep on talking. I'm the big
listen. You'll make no mistake in following me, for I am
the mark of equality and democracy.’ ”’

. Mr. Opdycke deals with the whole question of punctuation
in this colourful way.
RULE III

The Semsicolon is used to show a complete break in the
sentence.

To the typist I say “ Don’t use it unless you are com-
pelled to do s0.” It will generally be found that a period
and a new sentence would take its place with advantage.
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In * literary ” writing, where style is everything, the semi-
colon has a very important place. In correspondence. we
must put brevity and clarity even before literary style.

Some grammar books advise that a semicolon should be
used in sentences such as those quoted above, where the
word “‘ but * occurs.

RULE 1V
The Colon is used to mark a distinct division in the

sentence.
As an ordinary mark of punctuation in correspondence

I see very little use for the colon. In literary English its
place could frequently be taken by a period. Its chief use
seems to me to be to mark the omission of words that are

understood—
* Advice, when sought, is usually accepted : unsought, it
is despised.”
1t is interesting to observe how often, in the course of
reading, the colon could be easily displaced by the semicolon
or the dash, with an equally clear effect.

RULE V
The dash is used to mark a break in the senfence.
“ There is no—well, I wow't say that—theve is hardly any
excuse.” -

The dash is sometimes used instead of brackets. In fiction,
for instance, the dash displaces brackets entirely. In com-
mercial correspondence or other business matter I suggest
that the dash is »0f used in place of brackets.

RULE VI
The brackets are used to mark words or phrases added
to other words or phrases by way of explanation.
The first quality (satin finished) would be best for your

burpose.
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The goods weve dispatched (we are not sure by which
route) on the following Monday.

RULE VII

The Hyphen is used to join compound words and to denote
the breaking of a word at the end of a line.

RULE VIII

Quolation Marks are used to enclose spoken words or
when it is required to represent them as coming direct from
the speaker; or to enclose an exact quotation from a writer
or speaker.

The only important point is to be able to distinguish
between speech reported in the first and third persons.
Compare—

** You are wanted in the office,” he said.

He said I was wanted in the office.

Note. Quotation marks are represented either by the
double sign () or the single sign (‘). Use the double sign
for preference in typewriting. In printing it is possible to
show a distinction between the single quotation mark and
the apostrophe. Note the inconvenience of the single
quotation mark in the following sentence when typed—

‘ Seize the opportunity !’ he said, but it's not likely I'm
going to obey him ! * I'll make you !’ he then cried.
Compare—

'f Seize the opportunity ! ke said, but it’s not likely I'm
gowng to obey him ! * I'll mmake you ! ** he then cried.

RULE IX

The Exclamation Mark is used after a command, or to
express emotion.

Go ! Oh, how sweet /
RULE X

The Note of Interrogation, or Question Mark, is used to
express a question.
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CHAPTER X
SPACING AND PUNCTUATION

THE following are the generally accepted methods
of spacing punctuation marks in typewriting—

PERIOD. Two spaces after. None before.

CoMMA. One space after, « None before.

SEMICQLON. One space after. None before,

Coron. One space after. None before.

Dasn. One space after. One before.

BRACKETS. One space before first bracket. None
after.

One space after second bracket.
None before.
HyYPHEN. No spaces before or after.
QuoTATION Margs. One space before the marks at the
beginning of the quotation, and
none after.
No space before the marks at the
end of the quotation, and one space
after.

Note the following examples—

He asked for '’ Canadian > brand.

“ What are you doing ?** he asked. ' Are youw om
holiday? *

* This is my method," he said, *‘ and here are my tools."

“ He spoke to me and asked ‘ Are you quite sure?’
and I answered * Of course L am!’ "

ExcLaMatioN Mark., Two spaces after. Nome before.
QUESTION MARK. Two spaces after.” None before.
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Additional Uses of Punctuation Marks.
The Period Mark is used—

(8) in place of a dash, to mark interruption.
‘1 want you to take . . .”” he began.
“I'll take nothing!”’ he interrupted.

(b) to mark an omission in a quotation.

“ This is a useful dictionary . . . but only for technical
men.’
{c) as leader dots
David Copperfield . . . . Dickens.
Woodstock . . . . . . Scott.
or
David Copperfield .............cccuuuun Dickens.
Woodstock ....vvviiiiiiiii i Scott.
4 or
David Copperfield ... ... ... ... Dickens,
Woodstock ee . Scott.

{Note that the groups of dots are beneath each other, and
that the dots do not run into the words).

The Colon is used after the words ‘‘ namely,” “ as
follows,” etc.—

We have forwarded to you the following items:

We have sixteen houses for sale, namely :

(Note. Do not use the colon after abbreviations, such

as ViZ.,” o i.e.," I e-g-“)

The Dash is used instead of the colon, if desired,
for example—

‘We have forwarded to you goods as follows—

(Note. There is no necessity to use both the colon and
the dash, but there is no reason why both should not be
used, in typewriting.)
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The Quotation Marks are used to denote repetition.
16 cases Normal Brand @ 15/-
21 ,, Frame ,, ,, 14/9
24 . w o o 14/6

{Note. The ** ditto *” marks should be typed in the centre
of the word above.)



CHAPTER XI

ADDITIONAL TYPEWRITING
CHARACTERS

TYPEWRITER manufacturers will provide practically
any extra characters to meet the requirements of
any particular work. Machines used for the produc-
tion of literary work, for instance, may be fitted with
keys such as the asterisk, the paragraph sign, the
exclamation mark, in place of some of the unneces-
sary fractions. Machines used for scientific matter,
technical matter, and foreign languages, may be
specially fitted. For ordinary correspondence work,
however, the standard keyboard is usually employed,
and the typist is able to adapt the existing characters
to her normal additional requirements. The follow-
ing is a list of some of these additional characters,
and the way in which they may be produced.

Asterisk
Small x and hyphen.

=X

Accents

The apostrophe sign may be used for the
grave or acute accents, but they can be more
correctly indicated by using pencil or ink of
the same colour as the ribbon, or by marking
them with a pencil through the ribbon.
The circumflex accent is similarly made.
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Brace
Right or left brackets. The brackets may ( ;
be closed by using the fractional spacer

Brackets
Bracket signs, additional to the ordinary Q
characters, may be made as follows—

By typing the right bracket over the left.

The shilling sign and underscore. [ _7

Cedilla
¢ and comma, Type the comma slightly §
below the writing line.

Cent
4

¢ and vertical stroke (shilling sign)

Daggey

I and one hyphen, or two bypbens. X
Degree

small *‘ 0,” using fractional spacer 89°
Diaeyesis

Double quotation marks and ““ 0.” 8
Dollay $

Capital S and vertical stroke.

Egquals
Two underscore signs, using fractional spacer.

i

Fyactions
Fractions other, than those with existing
keys are preferably to be printed in in ink,
after the page has been typed. Observation
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should be kept for combinations of fractions
for which there are keys, such as

+and § ... 3

44
4+ and § .... 12
3 and ¥ .... 4

If it is desired to type the fractions instead
of writing them in, the following method
should be used with the ordinary figure keys:
6112 314 921l
16 9 413
In_using this method do not space between
the whole number and the fraction. The
fractional spacer should be used to raise the
numerator, and to raise the underscore so
that it appears immediately below the figure,
and to raise the denominator so that this also
is closer to the line than normally,

Wrong method :

15
61 61 15
16 16

Do not use these methods of typing fractions:
16 2-3rds or 16 2/3rds or 16 2/3

or 162/5

Feet
Apostrophe sign. 3!
Division
Colon and underscore.
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ADDITIONAL TYPEWRITING CHARACTERS

Exclamation
Apostrophe sign and period.

Inches

Double quotation marks. "

Plus
Underscore and one apostrophe mark above
and one below.

- Paragraph q
Capital I and small * 0.”

[

Muliiplication
Small x.

Section 5
2 capital S or 2 small s.

6—(6154)—20 PP. 7t



CHAPTER XII
SPELLING

THE English dictionary should be the shorthand-
typist’s constant companion, if she is a bad speller.
The unfortunate thing is that many people are not
only bad spellers, but they are not capable of feeling”
any doubt as to the spelling of a word. They believe
themselves to be right. A good rule for the shorthand-
typist is to doubt her spelling of all difficult words
(by which i$ meant not only words that are unfa-
miliar to her, but words of strange or unusual con-
struction), and to look them up when using them.
Spelling rules are difficult to remember and difficult

to follow, They are so full of exceptions. Here are
a few of the important rules.

1. Double a single final consonant, if it is accented, before
a suffix beginning with a vowel : begin—beginning, refer—
referred.

2. If the single final consonant is not accented, we add
to it without doubling: benefit-— benefited, develop —
developed.

3. Double single 1 before a suffix beginning with a vowel:
equal-—equalled, travel—traveller.

(Note this famous difficulty: parallel, paralleled, un-
paralleled.)

4. Omit final “ e’ before a suffix beginning with a
vowel: please—pleasing, value—valuable,

5. Retain final ¢ before a suffix beginning with a
consonant: blame—-blameless, value-—valueless.
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(Note: the syllables -able and -ous requigesthe e’
0 be retained : manage—manageable, charge—chargeable.)

(Note: several words require the ‘e ” to be omitted,
such as: acknowledge—acknowledgment, judge—judgment,
abridge—abridgment, nine—ninth (but ninety).)

6. In words ending in ee, oe, and ye, retain the final
* ¢ before -ing.

agree—agreeing, guarantee-—guaranteeing, shoe—shoeing
dye—dyeing.

7. ie changes to y before -ing: lie—lying.

8. Change y to i when adding a saffix, if there is a con-
sonant before y. -

rely—relies, query—queries.

(There are many words, however, where the y is not
changed. Note particularly that the y does not change
before a suffix beginning with *i.”

v . In words ending in double 1, omit one 1in compound
words: all—-although, full—fulfil.

{(Here again there are many exceptions.)

Yo. In words ending in ie (amother great difficulty for
junior typists): <

If the sound is that of ee
Place the i in front of e
Unless these letters follow ¢

niece, mischievous: receipt, perceive.
(Note ** weird "-—often misspelt.)

Words of Similar Sound.

Altar a place in a church  auger a tool

alter to change auguy promise

e'er ever bail surety

ere before bale bundle

aisle a passage in church  base foundation ; low
ssle an island bass rnusical term
ascent climbing calendar  almanac

assent agreement calender  press
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canmntn

canon

canvas
canvass

cereal
serial

cession
session

chagrin
shagreen
cits

site

THE TYPIST'S COMPANION

gun
a church dignitary

sail cloth
to solieit

grain
story

a yielding
a sitting
annoyance
leather

to quote
situation

complement natural completion
complimeni courteous remark

council
counsel

councillor
counsellor

cubical
cubicle

currant
current

cymbal
symbol

demean
demesne

desert
dessert

draft
draught
dyeing
dying

assembly
advice; barrister

council member
an adviser

cube shaped *
sleeping-place
fruit

stream

musical instrument
sign

lower
estate

forsake; sandy
waste

fruit

bfll of exchange

drink ; current of air

colouring
participle of ‘‘die”
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fain

feign
Saint
Jeint

Serule
Serrule

gage
gauge

hoard
horde
indict
indite
lea
lee

lessen
lesson

lightening
lightning

load
lode

mantel
manile

miner
minoy

palate
palette
pallet

pendant
pendent

practice
practise

principal
principle

eager
to pretend

to swoon
to pretend

rod
tip of umbrella

a pledge
to measure

hidden store
tribe

accuse

write

meadow
sheltered side

to make less
instruction

making light
electric flash

burden
vein of mineral ore

over fireplace
cloak

a mine worker
under 21

roof of mouth
paint plate
small bed

hanging ornament
hanging (adj.)

noun
verb

chief
rule



quaris
quarts

raise
rare
right
rits
roo?
route

yote
wrole

rye
wry

sailer
saslor

pich

Sew
sow

stationary
stationery

stile
style

starey
story

straight
styast

Some Difficult Business Words.

SPELLING

plural of *‘quart”
mineral

to lift up
to pull down

correct
ceremony

part of plant
line of direction

repetition

past tense of
“write”

grain

twisted

a saijling vessel

a seaman

aslave
sea foam

to use needle
to set seeds

still
paper, etc.

way over fence
manner

floor of house
tale

direct
narrow

subller
sutler

more subtle
camp follower

Note: supple (pliant)

suite
sweet

tare
teay

teay
téer -
theiy
there
thyme
time
ton
tun

trait
tray

treaties
treatise
vial
vial
waive
wave
weald
wield

weather
wethey

retinue; furniture
or rooms
sugary

- plé.nt; weight

to rend

water from eye
row (of seats, etc.)

belonging to them
in that place

a herb
period

weight
measure (of wine)

a feature
article for carrying

plural of *treaty”
literarycomposition

glass vessel
musical instrument

dispense with
sea

upland
to handle

atmosphere
a sheep

The following is a list of words selected from a
collection of wrongly spelt words observed during
recent years in the work of typists and students.
Typists who find difficulty with their spelling should



THE TYPIST'S COMPANION

study this list and observe any peculiarities.

This

is one way of impressing the correct spelling upon

the memory.

accede

accelerate
accommodate (2 ¢'s: 2 m's)
accumulate (2 ¢'s: 1 m)
acknowledgment
admissible

agreeable

amanuensis

anonymous
appurtenance
armament

attorney

avoirdupois

bankruptcy
battalion
beginning
believe
by-and-by
by-the-by
by-law

calendar
carriage
category
cede

centen:
chargeable
circuitous
collateral
comparative
compatibility
connoisseur
consummate
corollary
counterfeit

deferred
deteriorate
development
dilapidation
diphthong

disappoint
dissatisfaction

eligibility
embarrass
encyclopaedia
envelop (v.)
eavelope (n.}

fallacious
forfeit
freight
frieze

gazetteer
grievance

harass
hereditary
honorary

immovable
inaccessible
inaugurate
incurred
ingenious
ingenuous
irascible

legible
librarian
lientenant
literature

magnanimous
mahogany
manoeuvre
mantelpiece
marvellous
medicine
meridian
millennium



miniature
mischievous
mnemonics
movable

necessarily
noticeable

occurrence
oculist
oscillate

parallel

pavilion

peculiar
permissible
petroleum
phenomenon
plaintiff
poeumatic
pre-eminent
preferred
preoccupy
prerogative
principal (n. or ady.)
principle (x. only)
procedure
pronounce
pronunciation
proprietary
psychology

guarrelling
queue

rarefy
rarity

receive

SPELLING
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regrettable
reiterate
remunérate
resistible
thythm

schedule
scrupulous
secede
sedentary
sediment
separate
serviceable
siege
singeing
souvenir
stationary
stationery
statutory
subpoena
summary
supersede
surveillance
susceptible
symmetry
synonym

technicality
traceable
twelfth (note f)

vacillate
vendor
vicissitude
weird
yield



CHAPTER XIII

COMMON ABBREVIATIONS

Ax . . First class Bart.
@ . At B/- .
aar. . Against all risks B.C.
Abt. . About B/E .
'AJC. . Account Current Bf. .
Afe (acct.) Account sBetn
Ace. . Acceptance or b/f .
-- accepted -Bkey.
Ackd. . Acknowledged Blept.
AD. . Anno Domini B/L .
A.d. (A/d) After date B.N.
adlib . At pleasure B.of E
Advt, . Advertisement Bls. .
Aft.. . After;afternoon B.ofT.
Agn. . Again “B/P .
Agrt. . Agreement ‘B[R
agst. . Against Br. .
Agt. . Agent Brl.
Amp. . Ampere Brt,
Amt. . Amount Bro.
.a.m, . ante meridiem Bros.
(before noon) BfS .
anm. . Annum 'B.S.
-Anon . Anonymous Bt.
Anr, . Another btwn.
Ans, . Answer
Afo . Account of Cf~
Applu. . Application +ClA .
Approx. . Approximate -ly +C.A.
Apptd. . Appointed +Cat.
afr . . Allrisks »cent.
afs . . Atsight Cert.
AJS | . Account Sales Af. .
Avoir. . Avoirdupois Ci .
AvV. . . Average Cge. pd
-Afv . . Advalorem (accord- Chg.
ing to value) c.if.
Bal.. ., Balance cm.
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. Baronet

. Bagor Bale

. Before Christ

. Bill of Exchange
. Brief

. Between

. Brought forward
. Banktuptcy

. Bankrupt

Bill of Lading

. Bank Note
. . Bank of England
. Bales
. Board of Trade
. Bills Payable
. Bills Receivable
. British
. Barrel
. Brought
. Brother
. Brothers
. Bill of Sale
. Balance Sheet
. Bought
. Between

Case
Current Account

. Credit Account
. Catalogue

. a hundred

. Certificate

. Compare

. Carriage forward
. Carriage Paid

Cheque

. Cost, Insurance,

and Freight

. Centimetre



COMMON ABBREVIATIONS

C/N . . Credit Note
¢/o . Care of
.. . Company, County

'C.0.D. . Cash on delivery

Cons. Stk. Consolidated Stock

Corpn. . Corporation

C/P . . Charter Party

-Cr, . Credit, Creditor

cub. . Cubic

cwt, . Hundredweight

.cy. . Currency -

d. . pence {denarius)

del. . Cross out

D/A . Days after accept-
ance

D.B. . Day Book

da/d . . Days after date

D.D. . Doctor of Divinity

‘dd. . . Delivered ’

decd. . Deceased

def. . . Definition

deld. . Delivered

dely. . Delivery

dept. . Department

dft. . . Draft

dis. ., Discount

divd. . Dividend

‘DN . Debit Note

,do. . . Ditto

doz . Dozen

DO . Delijvery Order

Dr. . Doctor, Debtor

¢d/fs . Days after sight

dwt. . Pennyweight

,ea. . . Each

,ed. . . Editon

EE. . Errors Excepted

eg. . . Forexample

entd. . Entered

Eng. . England. Engineer

eq. . . Equal

E. & O. E. Ertors and omis-
sions €xc

est. - . Established

estabt. . Establishment

6a-~{6554)

Esq. . Esquire
»setc, . . And the rest

et seq . And the following
Exch. . Exchange
exdiv. . Without dividend
exs, . . Expenses

F. Fahr, . Fahrenheit

f . . For

faa. . Free of all average
fop. . . Foolscap

fig. . . Figure

fo. . . Folio

f.o.b. . Free on board
f.or. . Free on rail
forwd. . Forward

fr. . . Franc

ft. . . feet

fwd. . Forward

g . gramme

gla . General Average
Govt . Government

G.R . Ground Rent
grs. . Gross Weight
hdars. . Headquarters
hbd. . Hogshead

Hon . Homnourable. Hon-

orary

‘Hon. Sec. Honorary Secretary
H.P. . Hire Purchase
hp.. . Horse Power
ibid. . In the same place
id. . . The same

ie. . . That is

IM. . Imperial Measure
impt. . Important

in. . . Inch

ins. . Inches

incog. . Incoguito

indre. . Indenture

inst . Instant

int. . Interest

inv. . . Invoice

1.OM. . Isle of Man



mjs .

nja .

THE TYPIST'S COMPANION

. I owe you
. TItalics

. Joint Account

. Justice of the Peace

. Junior

. Kilogram
. kilolitre
. kilometre

. Letter of Attorney
. Latitude

. Pound (weight)

. Letter of Credit

. Lower case (print-

ing)

. Longitude
. Liverpool
. Limited

. Maritime

. Maximum

. Machinery
. Manchester

. Months after date

. Memorandum

. Manufactured
. Manufacturing
. ngufacturer

Minimum

. Millimetre
. Messieurs
. Month

. Months

.

Member of Parlia-
ment

. Months after sight
. Manuscript

. Manuscripts

. Meeting

. No {banking)

account

. Note well
. No date
. Negative

nem, con. unanimous

n.g. . . No good

No. . . Number

N.P. . New Paragraph

o . .of

ofa . . on account of

ofc . . Overcharge

O.X. . Correct

o.p. . . Out of print
Over proof

or. . . Other

ord. . . Ordnance

QOr. Sh. . Ordinary Shares

O.R. . Official Receiver

ofs . Out of Stock

oz. . Ounce

P . Ppage

p.a. . . perannum

P/A. . Powerof Attorney

p/c - . Pricescurrent

pc. . . Postcard

pel. . . Parcel

pd. . . Paid

pes. . . Pieces

per an. . Per annum

per cent. For each hundred

pk. . . Peck

pkg. . Package

P. & L. . Profitand Loss

p.m, . Afternoon

P/N . Promissory Note

P.O. .+ Postal Order. Post

Office
P.0.0. . Post Office Order

per pro (pp) On behalf of

. Parcel Post
pp . Pages
pr. . . Pair
pref. . Preference
prem. . Premium
pres. . Present
pro and conFor and against
Prof. . Professor
prox. . Nextmonth

pro tem. s For the time being
8o



sec. .

senr.
sic, .

SOV. .
&q.: .

stat.

COMMON ABBREVIATIONS

. Postscript

. Postscripts

. Published

. Please Turn Over

. Quality
. Quarter
. Quart
. Query

. Refer to acceptor
. Recharge

.- Receipt

. Refer to drawer
. With regard to
. Received

. Reference

. Registered

. Representative
. Required

. Reverend

. Ream

Reply Please
Right Honourable
Right Reverend

. Railway

. Sales Book
. Science
. Small Capitals

(printing)

. Stock Exchange
. Second

. Secretary

. Senior

. Thus

. Shipping Note
. Sovereign

. Square

. Street

. Statute

81

stg. .
S.V.

T.L.O.
tr. .
tr. .
trans.
treas.
U/A
uU.D.C.

V.K.
ult.

USA. .

Uiw

V. .
var, .
via .
viz. .
vol. .
vols.
vors.

wd. .
w.e. .
w.i. .

wh. .
whi.
wk. .

xd. .
xd. .

yd. .
yr. .

. Sterling
. Surrender Value

. Total loss only
. Tons Register
. Transpose

. Transaction

. Treasurer

. Underwriting

Account

. Urban District

Council

. United Kingdom
. Last month

United States of
America

. Underwriter

. Versus

. Various

. By way of
. Namely

. Volume

. Volumes

. Vendors

. Would
. Week ending

.

‘Wrong fount (print-
ing)

. Which
. Wharf
. Week
. Weight

. Examined
. Without dividend

. Yard
. Year



CHAPTER XIV

POSTAL INFORMATION

INLAND

Letier Post

Not exceeding z oz.

Every additional 2 oz.
Post cards

Single .

Reply Paid
Printed Papers

Every 2 oz. up to 2 lb.

Newspapers

Not exceeding 6 oz. (per copy) .
Every additional 6 oz. up to 2 Ib.(per copy)

Paycels

Not exceeding 2 1b.
" »  5lb.
" . 81b.
. ,, Irlb.

Registration Fee.

IMPERIAL AND FOREIGN
Letter Post
British Empire and
H.M. Ships on Foreign Service
Egypt
U.S.A.
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. IS,
. IS,

13d.

1d.
2d.

1d.
3d.

od.
od.
3d.

3d.



POSTAL INFORMATION

British P.O., Tangier—

Not exceeding 1 0z. . - . . 14d.
Every additional 1 oz. . . . . . 1d.
To all other places—

Not exceeding 1 0z. . . ' . . z3d.

Every additional 1 oz. . . . . . 14d,
Post cards

Single . . . . . . . 14d.

Reply Paid . . . . ‘ . 3d.
Printed Papers, Commercial Papers, Samples

Every 2 oz. . id.

Minimum for Commerclal Papers, 2§d for Samples 1d.

NOTES RE LETTER POST

The Inland Rates apply to the Isle of Man and the
Channel Islands, and the Irish Free State.

No article liable to Customs Duty may be sent to the
Isle of Man, the Channel Islands, and the Irish Free State.

An unpaid letter is charged on delivery with double
postage.

An underpaid letter is charged with double the amount
of the deficiency.

The maximum limit for the size of cards used as post
cards is 5§ in. X 4% in.

The minimum Lmit is 4 in. X 23 in.

NOTES RE INLAND PRINTED PAPERS

The expression “ Printed Paper’’ means a packet not
exceeding 2 lb. in weight which consists of or contains one
or more of the following articles or documents—

Books; literary publications or works with or without
other written or printed matter not in the nature of a letter;
sketches, drawings, photographs, etc.; maps, plans and
charts ; ordinary binding or mounting used in these articles;
commercial or business papers, notices, tabular statements,
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legal documents, circulars (printed), greeting cards, manu-
script for press; printed proofs with or without corrections;
examination papers, etc.

“ Printed Papers’’ must be posted without a cover, or
in an unfastened cover, or in a cover which can be easily
removed.

It is important to remember that “ a packet having an
opening large enough to be likely to entrap small letters or
post cards conveyed in the same bag’ are liable to be
refused or withheld from delivery.

The terms * print ”” and ** printing "’ in these regulations
includes “ any mechanical process ordinarily used to pro-
duce a number of identical copies of written matter, and
easy to recognize; and in relation to circulars shall also be
taken to include type-printing after the fashion or in imita-
tion of typewriting, and also the reproduction of type-
writing by the mimeograph or any other mechanical
process ordinarily used to produce a number of identical
copies of written matter.”

CIRCULARS

The following should be carefully observed in regard to
the dispatch of circulars—

Circulars can be posted at the Printed Paper Rate only
i

They are handed in at a post office ;

Special attention is drawn to the fact that they are
printed or reproduced; '

At least twenty packets are posted at the same time;

A form of declaration is signed by the sender or person
posting that all the copies of the circulars are identical
in text.

N.B. The circulars must be securely tied in bundles of
convenient size with the addresses all facing one way.

EXPRESS DELIVERY RATES

By Special Messenger all the way: 6d. a mile.
(Note. The packet must be handed over the counter,
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and the word ““ Express " boldly written in the left-hand
corner.)

By Special Messenger after receipt at Office of Delivery,
at request of sender: 6d. plus normal postage.

(Note. Letters for this service may be posted in a letter
box. In addition to the word * Express ¥ in the left-hand
corner, the back and front of the envelope must be marked
with a broad perpendicular line.)

Ditto, at request of addressee: 6d. a mile, plus 1d. for
every ten or less packets beyond the first.

Express Delivery on Sunday (at request of sender)—

One shilling, plus ordinary postage and express fee.

This service is restricted to certain towns.,

RAILWAY LETTERS
Letters may be dispatched from the Passenger Station
of the Railway Company, by handing them to the official
in the Parcel Booking Office, or, if closed the Passenger
Booking Office.
Fee: Ordinary postage, plus railway fee of 3d.
LATE-FEE LETTERS

At many Head Post Offices and other post offices, letters
are accepted for dispatch by the night mails after the
ordinary hours of collection, by payment of a special late
fee of }d.

8s






INDEX

ABBREVIATIONS, common, 78
A_B.C. Railway Guide, 42
Abstract of the Title, 47
Accents, 52, 68

Address, on envelopes, 35, 37,

52

———, on letters, 36

Affidavit, 47

Ambition, 4, 44

Ampersand, 52

Apprenticeship indenture, 49

Arithmetic, 6

—, Rapid Methods in, 46

Arrangement, of desk, 8, 11

——, of letter, 26, 27

Articles of Association, Mem-
orandum and, 50

Assignment, 48

Asterisk, 68

At (@), 52

BALANCE sheet, 39, 48

Bedrock of Modern Business,
The, 46

Block address, 36

Book-keeping, 6

, and Office Work, 46

Books, recommended, 40, 46

Brace, 69

Brackets, 69

Brief, 48

Brush, type, 21

Bulletin type, 57

Business Calculations, 42, 46

-~ English, 41

letter, 26

—— Statistics, 46

CALCULATIONS, typewriting, 56
Carbon copy, 37

87

Card Index System, The, 46

Carriage rails, 21

Cedilla, 69

Cent, 69

Chair, typist’s, 8

Characters, additional, 68

Cipher, 52

Circular rates, 84

Cleaning machine, 17, 2

outfit, 11

——— type, 21

Colon, 63, 65

Columnar figures, 39

Comma, 61, 65

Common Commodities and In-
dustries Servies, Pitman’s, 46

Continuation sheets, 52

Copyholdert, 10

Corrections, zo, 51

DAGGER, 69

Dash, 63, 65

Date, in notebook, 13

——, on continuation sheet,

52
——,"on letters, 28, 33, 36
“ Dear," 53
Debenture, 48
Degree, 69
Desk, arrangement of, 11
, typewriting, 8
Diaeresis, 69
Dictation, rate of, 15
Dictionary, need for, 41
——, Pitman’s English and
Shorthand, 42
Directory, local street, 44
Discount, Commission and
Byokerage Tables, 46
Displayed matter, 39




INDEX

Division sign, 70

o, word, 31
Documents, rules for, 47
Dollar sign, 69

Drafts, 51

Dust, 18

Economics, Exercises in, 46

Efficiency, 3

Elite type, 57

Enclosures, 37, 38

Endorsements, 49

English, 5, 40

——, business, 41

~—— Ezxeycises, 42

——, Manual of Commercial,
6

4
Envelopes, addressing, 36, 37
, place for, 37
Equals sign, 6g
Eraser, 19
Erasures, 51, 55
Estimates, 39
Exclamation mark, 64, 65, 71
Exercises, English, 42
tn Economics, 46
Expertness, 4
Express delivery rates, 84

FEET, sign for, 70

Figure * one,”” 52

Filing Systems, 46

Foreign Correspondent, The, 46
Forms, filling in, 39

GROGRAPHY, 6
of Commerce, 46
Gothic type, 57

HiNTs for letters, 33

How to Become a Private Secre-
tary,

—— Writz @ Good Hand, 46

Hyphen, 64, 65

INcHES, sign for, 71
Income Tax, Practical, 46

88

Indenting for address, 36

Indenture, 49

Initials, typist’s, 54

Instructor, Pitman's, 43

Interrogation mark, 64, 65

Imtroduction to Business Econ-
omics, 46

Invoices, 39

JupeMENT in letter arTange-
ment, 36
—— in style, 26

KEY links, 22

Language of Advertising, The, 62
Languages, 6
Legal matter, 39, 47
Letter, arrangement of, 26
, business, 26
——, folding, 52
—— hints, 33
~——, illustrations of, 29, 30, 34
~—, Postal rates, 82
, Railway rates, 84
Library, shorthand-typist’s,
40, 41
Line endings, 31
Local Government, Outlines of,
46

MACHINE, care of, 16
, cleaning, 17, 21

Manual of Commercial English,
42, 46

of Punctuation, 46

——, Pitman’s Typewriting,
39, 46

Margins, 27, 31, 58

Measuring words, 57

Memorandum and Articles of
Association, 50

'* Messrs.”, 52

Method, at desk, 8

in working, 12

with enclosures, 38

Mistakes, 20




INDEX

Monotony, 1
Multiplication sign, 71

Name and address, 36

Newspaper postal rates, 82

Notebook, 12

Note-heading, 27

Notes, miscellaneous type-
writing, 32

~———, shorthand, 14

Office Desk Book, 46

Oiling, 22

Opdycke, John P,, 62

Qutfit, cleaning, 11

Outlines of Local Government,

46

Pap, 10, 53

Page, arrangement of, 27

Paper, sizes of, 56

Paragraphing, 27, 32

Paragraph sign, 71

Parcel rates, 82

Period, 61, 65

o per procurationem,” 53

Phrase Book, Pitman’s, 43

Pica type, 56

Pitman's Typewriting Manual,
39, 46

Plus sign, 71

Postal information, 82

Post Office Guide, 43

Practical Income Tax, 46

Practice in letter arrangement,
36

Primer type, 57

Private Secvetary, How to Be-
come A, 46

Profit and Loss Account, 39

Punctuation, 51, 60

, A Manual of, 46

, and spacing, 65

as a Means of Expression,

46
—— marks, uses for, 66

QUESTION mark, 64, 65
Quotation marks, 64, 65

Ranway Guide, A.B.C, 42
—— letters, 84

Rapid Methods in Arithmetic, 46
Rates, postal, 82

Ready reckoner, 42

Reference books, 40

Reporter, Pitman’s, 44
Ribbon, fixing the, 54

~——, Worm, 55

Rules for punctuation, 61
letter arrangement, 26
—— typewritten documents,

47

Saves letters, 33

Script type, 57

Section sign, 71

Self Qrganization for Business

Men, 46

Semicolon, 62, 65

Sentence, definition of, 60

Shorthand Dictionary, Pitman’s

English and, 42

notes, 14

— speed, 5

Signature, 33

Signs, additional, 68

Sizes of paper, 56

of type, 56

Space, white, 33

Spacing  and
Marks, 65

——, arrangement of, 27, 32

Specifications, 39, 50

Speed, shorthand, 5

, typewriting, s, 20, 55

Spelling, 41

— Manual, New Era, 42

—— rules, 72

Statement of account, 39

——— claim, 50

Stationery, 11

Statutory Declaration, 50

Street directory, local, 44

punctuation
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Arithmetic and Book-keeping
By Tros. Browx, F.8.8., and VINCENT E. Gonmmmt‘
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By P. W. Nogris, M.A., BSc. {Hons.) . . Net 4/~
Business Calculations

By F. Heeuss, F.C1.8. . . . . . 2/~
Complete Commercial Arithmetic . . . 8~

Answers . . . . . . . Net 1/8
Complete Mercantile Arithmetic

By H. P. GREEN, F.C.8p.T. (With Key) . Net 8/-

Counting -House Mathematics
By H. W. Porrrrr and W. Nickriy, AS.AA. . Net 2/~

Elements of Commercial Arithmetic
By Tuaoyas BrowN . . . . Net 2/-

Be—6 *
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Logarithms Simplified
By ErnesT CArD, B.Sc., and A. C, Pummsot«,
ACP. Net

PRICK

2/8
Metric and Brltlsh System of Weights.
Measures, and Coinage
By DR. F. MoLzwo PERKINS . . Net 3/8
Principles and Practice of Commercnal
Arithmetic
By P. W. Norris, M.A., B.Sc. . . . Net 716
Rapid Methods in Arithmetic
By Joun JoHNSTON. Revised and Edited by G. k
BuckNALL, A.C.IS8. Net 1/~

Slide Rule Applied to Commermal Calcula-
tions, The

By R. M. SHIREBY . . . Net 2/8
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BOOK-KEEPING AND ACCOUNTANCY
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Edited by F. W. Pxiey, F.C.A. In 2 Vols. . Net 63/~
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Key to Advanced Accounts
By R. A, GoopMAN . . . . . . 20/~
Advanced Book-keeping . . . Net 3/8
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Auditors : Their Duties and Responsxbilitxes
. Net

By F. W. PixreY, F.C.A.

Audit Programmes
By E. E. SpicER, F.C.A,, and B. C. PEcLER, F.C.A. Net

Balance Sheets, Business

By F. R. StEAD . . . Net
Balance Sheets, How to Read and Understand
Them. By Pamip Tovey, F.OI8. . . Net

Bedrock of Double Entry Book-keeping, The
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Book-keeper’s Vade Mecum, The

By 8. Howarp WrTEEY, A LLAA, . . . Net
Book-keeping, A Course in

By R. W. HoLLaxp, 0.B.E., M.A,, M8c., LL.D. Net
Book-keeping and Accounts
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Book keeping for Begmners
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Schools
By C. H. KmrtoN, A.CIS. . . . . Net
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By H. W. PorrrrT and W. NIcKLIN, AN, AA. . Net

Book-keeping for Shopkeepers

By J. Grelg, F.C.L . Net
Book-keeping, Modern Methods of :

By R. H. Epps, Charlered Accountant . . Net
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By C. H. KmroN, A.C.LS,, F.Inc8T. . . Net
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Builders’ Accounts and Costs
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By L. H. L. DAvirs, B.A,, and E, G. H. HABAKKUK
Company Accounts
By ArtHUr CoLgs, F.C.LS, . . Net
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Estimating
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Book-keeping and Accountancy—contd.

Full Course in Book-keeping
By H. W. Porrrrr and W. NIcKLIN, A.S.A.A. Net
Graded Book-keeping Exercises for
Commercial Schools
By A. J. FaveLL, B.Se., ACIS.

Higher Book-keeping and Accounts
By H. W. PorrnrT and W. NICKLIN, A.S.A.A. - Net

Holding Companies

By A. J. Smons, A.CA. (Hous.) . . . Net
Hotel Book-keeping . . . . . Net
How to Become a Qualified Accountant

By R. A. WiTTY, F.S.AA. . . .
Introductory Mathematics

By J. E. Rowg, Ph.D. . . . . .
Mannal of Book-keeping and Accountancy

By A, Nmxox, F.0.A., and H. E. Evays, A.C.A. . Net
Manual of Cost Accounts

By H. Juuos Loxt, F.CA, A.CLS, F.CW.A. Net
Notes of Lessons on Book-keeping

By J. RovTLEY . . . . .
Practical Auditing

By E. E. SPICER, F.C.A,, and E. C. PEGLER, F.C.A. Net
Practical Book-keeping

By G. JOHNSON, F.C.LS. . . . . Net
Principles and Practice of Book-keeping and

Accounts. By B. G. VIcKeERY, A.C.A. . Net

Principles of Accounts
By J. STEPHENSON, M.A., M.Com., D.Se. -

Net

Net,

Net

rart I, 3/6 . Part I1
Principles of Auditing
By F. R. M. DE Paura, 0.B.E, F.CA. . . Net

Principles of Book-keeping Explaine
By 1. H. HUMPHRYS . . . . Net
Questions and Answers in Book-keeping and
Accounting. By F. F. Smantes, FS.AA. . Net
Sharles’s Elementary Book-keeping
By F. F. SHARLES, F.S.A.A., F.C.I.8. .
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By C. D. CORNELL . . . . Net
Sinking Funds, Reserve Funds, and Deprecia-
tion. By J. H. BurtoN, A.S.AA, . . Net
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BUSINESS TRAINING, ETC,

Authorship and Journahsm
By AueerT E. BULL . . . . Net

Business Handwriting . Net
Commerce for Commercial and Secondary

Schools
By A. J. FAvELL, B.Sc.(Econ.}, A.C.LS.

Commerce, Stage 1

By A. JAMES

Commercial Handwriﬂng and Gorre-
spondence . . . . . . Net

Commercial Practice

By ALFRED SCHOFIELD . . Net
Counting-House Routine. lst Year s Course

By Vixcest E. CornaNge, A01S, . . . Net
Counting House Routine. 2nd Year’s Course

By Vincext E. CoLLINGE, A.C.IS, . . . Net
Elements of Commerce .

By ¥. HEYwoop, A.C.1S. . . . . Net
Game of Commerce, The .

By H. KENDRICK . . . . . Net
How to Become an Auctxoneer

By W. F. Noxes, F.AL . . Net
How to Become a Private Secretary

By J. BE. McLacHLAN, F.IPS . Net
How to Enter the Mercantile Marme

By R. A. FLETCHER . . Net
How to Study for Examinanons

By D. Coorer . . . .
Junior Woman Secretary
- By ANNIE E. Davis, F.Inc.S.T. . . . Net
Manual of Business Training |, . . Net
Modern Business and Its Methods

By W. CampsrLn, Chartered Secretary . . Net
Popular Guide to Journalism

By A, Kmesrox . Net

Practical Journalism and Newspapet Law
By A. Bager, M.J.1,, and E. A. Core

Principles and Practice of Commerce
By Jax®Es SrepERNSON, M.A., M.Com., D.Sc. . Net
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Business Training—contd.

Prmcxples of Business
v JAMES STEPHENSON, M.A., M.Com., DPSc

Part 1, Net 2/6; . . art 11, Net
Questions and Answers on Business Practice

By E. J. Hamaonp, ACLL, ALAA. . . Net
Routine of Commerce

By ALFRED ScHOFIELD, B.Sc.(Econ.) . . Net

Short Story Writing and Free Lance
Journalism

By S. A. MOSELBY . . Net
Theory and Practice of Commerce

Edited by F. Hegus, F.C.LS. . . . Net
Traders and Trading

By W. J. WestoN, M.A,, B. Sc. . . . Net
Wholesale and Retail Trade

By W. CAMPBELL Net

CIVIL SERVICE

Civil Service Arithmetic Tests

By P. J. VarLey-TIpTON . Net
Civnl Service Essay Writing

By W.J. Avpis, MA. . Net
Givﬂ Service Guide

By A. J. Lawrorn JONES Net
Civil Service Practice in Précis Writing

Fdited by ARTHUR REYNOLDS, M.A. (Oxon) Net

Copying Manuscript, Orthography, Hand-
writing, etc.
By A. J. LAWFORD JONES
Elementary Précis Writing
By WALTER SHAWCROSS, B.A. . . Net
Guide to Indexing and Précis Writing
By W. J. WesToN, M.A., B.Se., and E. Bowkgr Net

Indexing and Précis Wntmg

Net

By A. J. LAWFORD JONES . . Net
ENGLISH AND COMMERCIAL
CORRESPONDENCE
Business Letters in English
By W. J. WesToxN, M.A., B.Sc. . . . Net

Commerce and Correspondence
By E. H. GrovuT, B.Sc.(Econ.) R . . Net

7

PRICE

3/6

4/~

76
76
2/8
5/~

2/8
2/8
2/6
28

3/6
2/~
2/~
2/6

88



English and Commercial Correspondence—contd.

Commercial Correspondence and Commercial
English . . ; . . . Net
Commercial Dictlonary . . . . Net

Common-sense English
By R. W. HorraNp, M.A., M.Se¢., LL.D.

Correspondence of Commmerce, The

By A. RispoNn PALMER, B.Sc., B.A, . . Net
Dictionary of Correct English A
By M. A. PINg, M.A. . . Net

English and Commercial Correspondence
By H. NAGAoRA and D. TuropHILUS, B.A.
English Composition and Correspondence
By J. F. Davis, D Lit,, M.A,, LL.B, (Lond.} . Net
English Exercises. A Book of Homonyms
By B. S. BARRETT .
English for Commerc1al Students

By H. W. HoUGHTON ., Net
English Grammar and Composmon
By W. J. WesroN, M.A,, B.Sc, (Lond.) . . Net
Also in two parts. Hach Net 2/8
English Mercantile Correspondence . Net

Guide to Commercial Correspondence and
.Business Composition
By W. J. WestoN, M.A,, B.Sec. (Lond.)

How to Teach Commercial English

By WALTER SHAWCROSS, B.A. . . , Net
Manual of Commercial Enghsh
By WALTER SHAWCROSS, B.A. . . . . Net

Manual of Punctuation
By W. D. WEBSTER

New Era Spelling Manual
By H. J. Bower

.

Pocket English Dxctlonary . . Net
Principles and Practice of Commercial Corre-
spondence

By J. SrePueNsoN, M.A., M.Com. . . Net

Punctuation as a Means of Expression
By A, E. LoveLL, M.A. . . Net
Synonyms and Antonyms, P:tman s Book of
Net
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COMMERCIAL GEOGRAPHY AND

HISTORY
- FRICE
Cominercial Atlas of the World . . Net 5/~
Commercial Geography of the British Empire
Abroad and Foreign Countries . . Net 3/~
Commercial Geography of the British
Isles . . . . . . . . Net 2/6
Commercial Geography of the World . Net 4/8
Commercial History
By J. R. V. MARCHANT, M.A. . Net 5/8
Economic Resources of the Empire
Net 5/~

Edited by T. Worswick, O.B.E., M.Sc.
Elements of Commercial Geography

By C. H. GranTt, M.Sc., I.R.Met.Soc. . . Net 2/~
Elements of Commercial History

By FrEp HarL, M.A., B.Com., F.C.LS. Net 2/~
Geography of Commerce, The

By W. P. RUTTER, M.Com. .
History of Commerce, The

By T. G. WiLLiams, M.A,, F.R.Hist.S., F.R.Econ8. Net 5/-

Principles of Commercial History

Net  5/-

By J. SteprENSON, M.A., M.Com., D.Se. Net 7/6
Rise of British Commerce, The
By K. G. Lewis, B.A., and N. BRANTON /6
Statistical Atlas of the World, A
Net 7/8

By J. STEPHENSON, M.A., M.Com., D.Sec.
ECONOMICS

British Finance (1914-1921)
Edited by A, W. KIRRALDY, M.A., B.Litt.,, M.Com. Net 15/-

British Labour (1914-1921)

Edited by A. W. KmgaLpy, M.A,, B.Litt., M.Com. Net 10/6
Dictionary of Economic and Banking Terms

By W. J. WesToN, M.A., B.Sc., and A. CREw . Net  §/-

Economic Geography

By John McFARLANE, M.A., M.Com. . . Net 10/8
Economic Geography, The Principles of

By R. N. RupMose BROWN . . . . Net 7/8
Economic Principles for Indian Readers

By Dr. P, Basu . . . . . . Net 7/8
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Economics—contd.

Economics Educator

PRICE

Edited by J. H. JoNes, M.A, Three Vola. . Net 63/-
Economics for Business Men

By W. J. WesToN, M.A., B.Sc. . . .. Net 3/6
Economics for Everyman

By J. E. LE RossieNoOL . Net 5/
Economics of Private Enterprise, The

By J. H, JoNES, M.A. . Net 7/8
Economics of Instalment Tradmg and Hire

Purchase

By W. F. Crick . Net  §/-
Economics of the Manufacturmg Busmess

By W. A, STewART JoNES, F.O.W.A., F.88. . 3/6
Economics : Principles and Problems

By L. D. Epie . . Net 15/-
Elements of Political Economy

By H. HarL, B.A. . . . Net 2/~
Exercises in Economics

By A. PLumMMER, M.Sc. (KEcon.), M.A. . . Net 2/~
Guide to Political Economy

By F. H. SPENCER, D.Sec., LL.B. . . . Net 8/8
Industrial Combination in England

By P. FrrzeerALD, D.Sc.(Econ.) . ., Net 10/6
Introduction to Business Economlcs )

By J. Stepnexson, M.A., M.Com., D.Sc. . 3/6
Introduction to Sociology and Social Problems

By W. G. Beacy . . Net 6/
Main Currents of Soclal and Industnal Change,

1870-1924

By T. G. WiLLIAMS, M.A. . . . . Net &/~
National Economics

By E. Batten . . . Net &/~
Qutlines of Central Government

By Jomw~ J. CLArkE, M.A., F.88. . . Net  B/-
Outlines of Industrial and Social Economics

By Joux 7. QLAM(L, M.A,, PSS, and JaMEs E.

PratT, A.C.LS . Net 1/6
Outlines of Local Government

By Jomx J. CLARKE, M.A., F.8 8. . . . Net &/

Outlines of the Economic History of England ‘
Net:

By H. 0. MEREDITH, M.A., M.Com.
10



Economics—contd.
Plain Economics .

By Jom~n LEE, M.A., M.Com.Bc, . . . Net
Road to Plenty, The

By W. T. FosTER and W. CATCHINGS . . Net
Social Administration

By Jomn J. Cuarke, M.A, F.S.S. . . . Net
Substance of Economics, The

By H. A. SILVERMAN, B.A. . . . . Net

BANKING AND FINANCE

Answers to Questions Set at the Examina-
tions of the Institute of Bankers
By L. L. M. Mivry, Ph.D., B.Sc., Heon., B.Com,—
Foreign Exchange. Part I & Part I1 Each Net
Economics. Part 1 & Part 11 . . Each Net

English Grammar and Composition. Part I Net
Part II . Net

Banker as a Lender, The

By F. E. STEELE . .
Bankers’ Advances

By F. R. Steap. Edited by SR JoHN Pacer, K.C. Net
Bankers® Advances Against Produce

By A. WiLLiaus, A LB. . . . . Net
Bankers and the Property Statutes of 1925

and 1926

By R. W. JoNES Net
Bankers’ Credits

By W. F. SpALDING . . . .
Bankers' Securities Against Advances

By LAWRENCE A. Fooa, Cert. ALB. . . Net
Bankers’ Clearing House, The

Net

Net

By P. W. MATTHEWS Net
Bankers’ Tests

By F. R. STEAD . . . . . . Net
Banking as a Career

By F. A, WILLMAN, Cert.A.LB. . . . Net

Bank Organization, Management, etc.
By J. F. Davis, M.A., D.Lit,, LL.B. (Lond.) . Net

Bills of Exchange Act, 1882, The

By M. H. Meerar, B.Com. . .

Cheques. By C. F. HANNAFORD . . . Net
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3/8
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Banking and Finance—contd.
PRICE
Dictionary of Banking
By W. TBoMsoN and LLoyp CHRISTIAN . . Net 30/-
Dictionary of Banking Terms in Three
Languages, (English-French-German)
By L. HERENDI . . Net 21/-
Dictionary of the World s Currencxes and
Foreign Exchanges

By W. F, SpaLDING Net  30/-
Eastern Exchange, Currency, and Fmance

By W. F. SPALDING . Net 15/-
Elements of Banking

By J. P. Gaxpy . . . Net 2/-
English Banking Admlmstratlon, An Outline of

By Josgpn Sykes, B.A. (Hous.) . . Net 2/6
English Banking Methods

By L. L. M. MiNtY, Ph.D., B.Sv., B.Com. . Net 15/~
English Composition and Banking Corre-

spondence

By L. E. W. O. FULLBROOK-LEGGATT, M.C.. B.A. Net 5/~
English Public Finance

By Harvey E. Fisg- . Net 7/6
Foreign Exchange and Forelgn Bxlls m Theory

and in Practice

By W. F. SparniNG .
Foreign Exchange, A Prlmer of

By W. F. SPALDING . Net 3/6

Foreign Exchanges, Arlthmenc and Pracnce
of the

. Net 7/6

By A. G. Suee . . . Net 86
Foreign Trade, The Finance of

By W. F. SpaLpING . . . Net 7/6
Functions of Money, The

By W. F. SearpiNg . . . Net 7/6
How to Succeed in a Bank

By F. F. STEELE . . . . Net 3/86
International Trade Fmance

By G. W. EDWARDS, Ph.D. . . . . Net 10/6
London Money Market, The

By W. F. SpaLpInNG . . . . Net 10/6

Modern Finance and Industry
By A. 8, Wape « 5
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Banking and Finance—contd.
Money and the Stock and Share Markets

By EsiL Davies . Net
Money, Exchange, and Bankmg
By H. T. Easton, ALRB. . Net
Notes on Banking and Commercml Law
By T. LLoyD DAVIES . . . Net
Practical Banking
By J. ¥. G. Baosmaw, Cert. A.LB. . Net
Talks on Banking to Bank Clerks
By H. E. EVANS . . ' . Net
Title Deeds Old and New
By Francis R. STEAD. . . . . Net
INSURANCE
Actuarial Science, The Elements of
Net

By R. E. UNDERWOOD, M.B.E., F.IA.
Average Clauses and Fire-Loss Apportion-

ments. By E. H. MivyioN, F.CLIL . Net

Building Construction, Plan Drawing, and
Surveymg in Relation to Flre lnsuranc
By D. W. Woob, M.B.I.

Burglary Risks

ByEHGnoUT,BSc,-(‘II . .
Business Man's Gmde to Insurance, The
By A. PmLpoTT .

Casualty Insurance

By C. J. Crosavat, M.A., and A. E. REpDING, B.S. Net
Compound Interest, Prmc1ples of
By H. H. EDWARDS . . . Net

Credlt Risks, Commercial. ByG . Swaly  Net

Dictionary of Accident Insurance
Fdited by J. B. Wersoy, LLM., F. C.I1I.F.CLS Net;

Fire Extinguishment and Fire Alarm Syste
By R. Norrowoon

Fire Insurance, Common Hazards of

Net

Net

Net

Net

By W. . KupLer RIpLEY, F.C.I I. . . Net
Fire Insurance, Dictionary of
Edited by B. C. Reminarox. F.C.LIL. . Net

Fire Insurance, Principles and Practxce of
By ¥, GopwIv . .
Fire Insurance, The Law of
By J. Rowrarr, B.A, N . . . .
13

Net

Net

7/8
2/8
§/-

5/-

818

G-
10/6

83/
26/~

5/-
5/~

60/-
v/8

30/-
5/-
78



Insurance—contd.

Fire Policy Drafting and Endorsements

By W. C. H. DARLEY . . . . Net
Fire Waste. By G. E. Kravy . . . . Net
Guide to Marine Insurance

By HENrRY KEATE . . . . B . Net
Insurance

By T. E. YounGg, B.A,, F.I.A, F.R.AS. . . Net

Insurance Office Organization and Routine
By J. B. WeLsON, LLM., FOII FCIS and F. H.

SHERRIFF, F.IA. . . . Net
Insurance of Profits. By A. G. MAcmw . Net
Insurance of Public Liability Risks

By S. V. KIRKpATRICK, F.C.I.I1. . Net
Law and Practice as to Fidelity Guarantees

By C. Evans and F. H. JONES . . . Net
Law of Accident and Contmgency Insurance

By F¥. H. JoxEs . . . Net

Life Assurance from Proposal to Policy

By H. Hosgmn TAYLOR, FIA., ACII . a.nd V. W.
TYLER, 1AL Net

Life Assurance, Guide to

By S. G. Lewan, F.LLA, . . . . Net
Marine Insurance of Goods, The

By ¥. W. S. PooLe . . . . Net
Mdtor Insurance. By w. F. Toon . . Net

Pension and Superannuation Funds, ‘Their
Formation and Administration Explained
By BERNARD ROBERTSON, F.I.A., and H. SAMURLS Net
Pension, Endowment, Life Assurance, and
Other Schemes for Commercnal Companies

By H. DoucenarTty, F.C.IS. . . . D
Personal Accident, Disease, and Sickness
Insurance, The Prmciples and Practlce of

By J. B. WErsox, LL.M. . Net
Physiology and Anatomy
By H. GArDINER, M.S., F.R.C.S. . Net

Pn%?:ples and Practice of Accident lnsurance,
e

By G. E. Baxvrerp, A.C.LI . . . . Net
Principles of Insurance
By J. ALrrep ERE . . . . . Net

13

PRICE

7/8
2/8

38
10/8

/8
5/-

8/-
7/8

8/-
5/~
15/-
6/

8/~



Insurance—contd.

Successful Insurance Agent, The
By J. J. Bmweoon, B.A., F.CIS8, JP. . . Net

Talks on Insurance Law

By J. A. Warsox, B.Sc., LLB. . . Net
Workmen's Compensation Insurance

By C..E. Gorpivg, LL.B., F.CILI . . . Net

SHIPPING

Case and Freight Costs

By A. W. BE. CROSFIELD . . . . Net
Exporters’ Handbook and Glossary, The

. . . Net

By F. M. DUDENEY . .
How to Export Goods. By F. M. DupexeY . Net
How to Import Goods. By J. A. DUNNAGe . Net
Import and Export Trade. By A.S. Harvey Net
Importer’s Handbook, The. By J. A. Dux~NacE Net

Manual of Exporting
By J. A, DUNNAcE, F.8.8,, F.01, AMJInstT. . Net
Shipbroking, Introduction to
By C. D. MacMuRRAY snd M. M. CREE . . Net
Shipper’s Desk Book, The

By J. A, DUNNAGE . . . , Net
Shipping. By A, Hain and F. HEYW0OD . Net
Shipping and Shipbroking

By C. D. MACMURRAY and M. M. CREE . . Net
Shipping Business Methods

By R. B. PauL . . . . . Net
Shipping Finance and Accounts

Net.

By R. B, PavL . . . . . .
Shipping Office Organization, Management,

and Accounts. By ALFRED CALVERT. . Net

Shipping Terms and Phrases
By J. A. DUNNAGE . .

SECRETARIAL WORK, ETC.

Chairman’s Manual
By GURDON PALIN, and BryesT MARTIN, F.O.LS, Net
Company Registrar’s Manual, The
By J. J. QUINLIVAN . . . .° . Net
Company Secretarial Work
By E. MARTIN, ®.CILS. . . . . . Net
16

Net

PRICE
2/6
8/6

2/-

7/
2/-
2/~
21/-
10/6
10/8
3/6

3/6'
R/-

15/-
5/~
2/6

2/6

10/6
2/~



Secretarial Work, etc.—contd.

Company Secretary’s Vade Mecum

Edited by P. Tovey, F.C.I.S. . . . Net
Debentures

By F. SurweLL Coorer, M.A., Barrister-at-Law  Net

Dictionary of Secretarial Law and Practice

Ldited by PuiLir Tovey, F.C.1.S, . Net
Examination Notes on Secretarial Practlce

By C. W. Apawms, A.C1.S. . . Net
Formation and Management of a anate

Company

By F. D. Heap, B.A. . . . Net
Guide for the Company Secretary

By ArTHUR COLES, ¥.C.IS. . . . Net
Guide to Company Secretanal Work

By O. Orpaay, A.C.1S. . . Net
Honorary Secretaryship

By W. B, THORNE . Net
How to Become a Company Secretary

By E. J. HamyonD, A.C.I.S. . . Net
How to Become a Private Secretary

By J. E. McLacHLAN . . . Net
How to Take Minutes

Edited by E. MarrIN, F.C.IS. . R . Net
Limited Lnablhty Companies

By R. AsnworTH, F.0.A. . . . . Net
Meetings :

By F. D. Hrap, B.A. . Net.

Outlines of Transfer Procedure in Connectxon
with Stocks, Shares, etc.
By F. D. Heap, B.A. (Oxon), Barrister-at-Law . Net
Practical Directorship
By H. E. CoLEsworTHY, A.S.A.A., aud S. T. MorRris,

ASBAA. . . Net
Practical Share Transfer Work
By F. W. LippmNgTON . . Net

Prospectuses : How to Read and Understand
Them
By Pminie Tovey, F.C.LS, . Net

Questions and Answers on Secretarlal Practlce

By E. I. Hayovp, A.CIS. . . . Net
Secretary’s Handbook
Edited by Sir II. E. Bramy, O.B.E. . . Net

18

PRICR
3/8
8/-

2/8

7/6
6/-
3/6
2/8
3/6
3/6
2/8
10/8

5/-

3/8

7/8
3/6

5/-
7/6
5/~



Secretarial Work, etc.—contd.

Transfer of Stocks, Shares, and Other

Marketable Securities
By F. D. Heap, B.A. . . . . . Net 10/6

INCOME TAX

Income Tax and Super-Tax
By E. E. Seicer and E. C. PEGLER . . Net 12/8

Income Tax and Super-Tax Practice,
Dictionary of

PRICE

By W. E. SNELLING . . . Net 25/~
Income Tax, Snelling’s Practxcal

By C. W. CHIVERS . . Net 8/6
Income Tax Relief, Double

By H. E. SEED and A. W. RAWLINSON . . Net 10/6
Income Tax Reliefs

By A. W. Rawumsox, A.C.A. . Net 20/~
Income Tax, Super-Tax, and Surtax

The New Law Explained
By V. Wartown, F.C.A., F.R.S., F.R.Econ8. . Net 7/6

INDUSTRIAL ADMINISTRATION

Dictionary of Industrial Administration
Edited by J. Leg, C.B.E., M.A,, M Com Se. Two
Vols. . . Net 63/~

Employment Management
Compiled and Edited by Davier Broousern . Net« 8/8

Engineering Factory Supplles

By W. J. Hiscox . . Net &/~
Factory Admmxstratlon in Practnce

By W. J. Hiscox . Net 8/8
Factory Lay-Out, P]anmng and Progress

By W, J. Hiscox . Net  7/6

Factory Organization
By C. “H. Norracorr, M.A., Ph.D., 0. SusLpon, B.A.,
J. W, WARDROPPER, B. Sc . B Com ACW.A., and

L. Urwick, M.A, . . Net 7/6
Fair Wage, A

By E. BATTEN . . . . . . Net 2/6
Industrial Conflict

By the RiGHT HoN. GEORGE N. BARNES . Net 3/8

Industrial Control (Applied to Manufacture)
By F. M. Lawsox, AMICE, AMLMech.E. . Net 88

3 17



Industrial Administration—contd.

PRICE
Industrial Organization

By Joun LEE, M.A., M.Com.Sc. Net 6/~
Industrial Orgamzatlon, The Evolution of

By B. F. SHiELDs, M.A, . . Net 10/6
Introduction to Industrial Admmlstratlon, An

By J. LEeEg, C.B.E., M.A., M.Com.Sc. . . Net &/~
Lectures on Industrial Administration

Edited by B. Muscio, M.A. . . . . Net 8/-
Letters to an Absentee Dlrector

By Jouxy Lep . . . . . Net §/-
Management

By J. Leg . . . . Net B/~

Modern Industnal Movements
Edited by D. BLOOMFIELD .

New Leadership in Industry, The
By S. A. LEWISOHN . . Net 7/6

Qutlines of Industrial Admmlstratxon

By R. O. HerrorDp, H. T. HILDAGL, and H G.
JENEINS . Net 6/~

Patents for Inventlons
By J. E. WALEER, B.A., and R. B. FosTER, B.Sc, Net 21/~
Philosophy of Management, The
By OLIVER SHELDON, B.A. . . . Net 10/6
Principles of Industrial Admmlstratlon An
Introduction to
By A. P. M. Fieyivg, C.B.E., wsc, MIEE., and

. . Net 10/6

H. J. BROCKLEHURST, M. Eng., AMIE.E, Net 3/6
Principles of Industrial Welfare
By J. Leg, M.A. . . . . . . Net B/-

Problems of Labour
Compiled and Edited by Da~NieL BLoomreLp . Net 8/8
Research in Industry

By A. P. M. Fremivg, C.B.E., MSc,MIED and

J. G. PEARCE, B.Sc., A M1.E. E. . . Net 10/6
Sharing Profits Wlth Employees

By J. A, Bowie, MLA, . Net 10/6
Time Standardization of Workshop Operatxons

By T. PILKINGTON . . . Net 16/-
Welfare Work in Industry

Edited by E. T. KErry . . . . . Net 5/~

Workshop Committees
By C. G. RENOLD . . . . . . Net 1/~

18



BUSINESS ORGANIZATION AND

MANAGEMENT

American Business Methods

By F. W. Parsons, BE.M. . f . . Net
Business Management

By PErRCIVAL WHITE . Net
Business Management ‘for Small Retallers

By H. W. THEEDAM . Net
Card Index System .. . Net
Clubs and Their Management

By F. W. PIXLEY . . . Net

Colliery Office Orgamzatlon and Accounts
By J. W.InyNgs, F.C.A,, and T. C. CAMPBELL, F.C.I. Net

Commercial Management

By C. L. BorLiNG . . . Net
Counting-House and Factory Orgamzatlon
By J. GILMOUR WILLIAMSON . Net
Drapery Business Orgamzatwn, Management
and Accounts. By J. Ervust BAYLEY . Net
Filing Systems. By E. A, Core . Net

Flour Milling Industry, Orgamzatlon and
Management of the. By E. L. PearsoN. Net

Grocery Business Organization and Manage-
ment. By 0. L. T. BEECHING and J. A, SMART Net *

Hire-Purchase Trading

By CuniwrrE L. BoruiNng . . . Net

Hotel Organization, Management, and
Accountancy

By G. De Boxi, Hotel Maua,ger, a.nd F. F SHA.ELES,

F AALACIS. . Net
How to Grant Credit

By CUTHBERT GREIG . . . Net
How to Collect Accounts by Letter

By C. HANNEFORD-SMITH . . . Net
How to Manage a Private Hotel

By P. Hopss . . . Net
Manual of Duplxcatmg Methods

By W. DEsSBorOUGH . Net

Office Machines, Apphances and Methods
By W. DEsBoroUGH, F.C.I Net
9

PRICR
8/6
15/-

3/8
2/~

10/6
7/6
10/6
/6

76
3/6

12/8
8/-

10/6

10/6
3/6
3/6
3/8
3/~
6/~



Business Organization and Management—contd.

Office Organization and Management,
Including Secretarial Work

By LAwreNcE R. Dickseg, M.Com., I‘C.A, and
Sir H. E. Braiy, C.B.E. Net:

Organization of a Small Busmess, The

By W. A, Saure . . Net
Self-Organization for Busmess Men
By MorLey Damow, B.Se. . Net

Solicitor’s Office Organization, Management,
and Accounts
By E. A. Copr and H. W. H. RoBixNs . Net
Stockbroker's Office Organization, Manage-
ment, and Accounts
By J. ]4_. Day . . . . . Net

MUNICIPAL WORK

Loc%l Government of the United Kingdom,
he

By J. J. CLARKE, M.A., F.S.S. . . . Net
Municipal Accounting Systems
By S. WHITEHEAD, A.S.AA., A.C.IS. . . Net

Municipal Audit Programmes

By the same Author . Net
Municipal Book-keeping .

By J. H. McCary, F.S.A A, . . Net
Municipal and Local Government Law

By H. E. SuyrH, LL.B. . . . Net
Municipal Organization

By M. H. Cox, LL.B. . Net
Municipal Student’s Exammatxon Notebook

By S. WiITEHEAD, A.S.AA,, A.C.IS. . . Net

Organization and Administration of the
Education Department
By A. E. IxiN, B.Sc., LL.D. . . Net
Organization and Admmxstratwn of the
Electricity Undertaking
By C. L. E. StewarT, M.1.E.E. . Net
Organization and Administration of the
Finance Department
By W. BaTEsoN, A.C.A., F.S.AA. . B . Net

20

PRIOB

7/6
2/6
5/~

6/~

7/8

10/6
5/-
8/6
78

10/6
7/6
78

6/~

"8



Municipal Work—contd.

Organization and Administration of the Gas
Undertaking
By E. Uprow, FS.AA. . Net
Organization and Admxmstratxon of a Mum-
cipal Engineer and Surveyor's Department
By E. J. Etrorp . . Net
Organization and Admxmstratlon of the
Public Health Department
By W. A. LEoNARD . Net
Organization and Admlmstratlon of the
Town Clerk’s Department and the
Justices’ Clerk's Department
By A. S. WrigHT and E. H. SINGLETON . . Net
Organization and Administration of the
Tramways Department ‘
By S. B. N. MArsH . . Net
Organization and Admmlstratxon of the
Waterworks Department
By F. J. AupaN, F.S.AA, FIMTA, ACLS, Net

Principles of Organization
By W. Bareson, A.C.A, F.S.AA . . . Net
ADVERTISING AND SALESMANSHIP

Advertisement Lay-Out and Copy-Wrmng
By A. J. WATKINS Net
Advertising and the Shopkeeper

By Harorp W. ErEY . . . Net
Advertising and Selling

Edited by NoBLE T. PrRatGG . . . . Net
Advertising Procedure

By O. KLEPPNER . . . Net
Advertising Through the Press :

By N. HUNTER . . . Net
Advertising to Women

By C. A. NAETIER, M.A. . . . . Net
Building Retail Sales

By C. C. KN1GHTS . . Net
Business Man's Guide to Advertising

By A. E. BuL. . . Net
Buying Goods. By A. D BULL . . Net

Commercial Travelling. By A. &. Bum; . Net
21

PRICE
5/~
10/6

8/-

v/e
8/-

10/8
3/6

15/~
36
10/8
2/~
5/~
2/~

3/6
2/~
3/8



Advertising and Salesmanship—contd.

PRICE
Craft of Silent Salesmanship
By C, MAXwELL, TREGURTHA and J. W. Frings Net  §5/-

Designs, Book of

By C. J. and L. S. StrOoNg . . . . Net 16/~
Effective Postal Publicity

By Max RITTENEBERG . . . . . Net 7/8
Efficient Salesmanship

By F. W. SHRUBSALL . . . . Net 2/-
Language of Advertising, The

By J. B. OPDYCEE . . Net 15/-
Letter and Design, Studlo Handbook

By S. WeLo . . Net 12/6
Lettering, Plain and Ornamental

By E. G. Foogs . . Net 8/
Mail Order and Instalment Tradmg

By A. E. BuL, . . Net 7/6-
Mail Order Business, Conductmg a

By A. E. BuwL . . . . Net 2/~
Mail Order Orgamzation )

By P. E. WiLsoN . . . Net 38
Modern Advertising. Two Volumes . . Net 68/~
Modern Methods of Selling

By L. J. Homxie . . . Net 10/8
Modern Publicity. By A w. Dmv . . Net 2/8
Modern Sales Correspondence

By D. M. WisoN . . . . . Net §/-
Outdoor Sales Force, The

By P. E. WmsoN . . . Net 3/6
Outline of Sales Management An

By C. C. KNIGHTS, Sales Consultan! . . Net 5/-
Practical Aids to Retail Selling

By A. EDWARD HAMMOND . . Net 7/8
Practical Points in Postal Pubhcxty

By MAX RITTENBERG . . . , Net 7/8
Practical Press Publicity

By A. L. CULYER . . . . . Net 8/8

Practical Salesmansh\p
By N. C. FOWLER, assisted by 20 expert salesmen,
ete. . . Net 7/8
Principles of Practlcal Pub11c1ty
By TRUMAN A. DE WEESE . . . . Net 10/6

22



Advertising and Salesmanship—contd.

PRICE

Principles of Retailing

By N. A. Brisco, Ph.D. . . . . Net 16/-
Psychology as a Sales Factor

By A. J. GREENLY . . . . Net 10/8
Sales Management. By C. L Bor.mm . Net 10/8
Salesmanship .

By W, A, CorBION and G. E. GRIMSDALE . Net 3/8
Salesmanship

By C. H. FerNaLD, MB.A, . . . . Net 18/~

Salesmanship, Techmque ot
By C. €. KN16BTS . Net §/-

Salesmen’s Agreements . . . . Net 5§/~
Scene Painting and Bulletin Art

By F. H. ATRINSON . Net 16/-
Selling Policies

By PauL D. CONVERSE . Net 21/-
Shop Fittings and Display

By A. E. HAMMOND . . Net &/~
““ Show At ’’ Sho’ Cards, A

By F. H. and G. W. ATKINSON . . . Net 16/~
Show Card Writing, The Art of

By L. J. and C. J. STRONG . Net 18/~
Sign Painting. By F. H. ATkINSON . Net *16/-
Storecraft. By 8. A. WiLLiams, M.A. . . Net 3/8
Successful Buying. By E. N. S8ivoxs . . Net 10/6

Successful Retailing. By the same Author . Net  5/-
Ticket and Showcard Desngmng

By F. A. PEARSON . o Net  3/8
Training for More Sales
By C. C. Kx16BT18, Sales Consulluni . . Net 5§/
Training for Travelling Salesmen
Net 2/8

By F. W. SHRUBSALL .
Training in Commercial Art
By V. L. DANVERS . . . . Net 21/-

Types and Type Faces
Reprinted from * Modern Advertmmg »
By C. M. TREGURTHA . . . Net 2/6

Window Dressing. By G. L. Tnmms . . Net &
23



TRANSPORT

Commercial Air Transport
By Ligur-CoL. Ivo EpwarDps, CM.G., and F, TYMMS,
M.C., A.F.R.Ae.S,

Hlstory and Economlcs of Transport The
By A. W. KmgALDY, M.A,, B.Litt., M.Com., and

A. D. Evaxs . . Net
How to Send Gdods by Road Rall and Sea

By G. B. LISSENDEN . Net
Industrial Traffic Management

By G. B. LISSENDEN . . . . Net

Modern Dock Operation

By D. Ross-JounsoN, C.B.E., V.D., M.Inst.I. . Net
Modern Railway Operation

By D. R. Lams, M.Inst.T. . . . Net
Motor Road Transport. By J. Pumxmons . Net
Port Economics

By B. CoxnmweaaM, D.Sc., B.E., F.R.S.E,
M.Inst.C.E. . . Net

Railway Electriﬁcatlon and Trafﬁc Problems
By P. Bunrr . . . Net
Railway Rates : Pr1nc1p1es and Problems
By P. Burtr, M.Inst.T. . Net,
Railway Statistics : Thexr Compllatlon and
Use. By A. E. Kmkus, O.B.E., M.Inst.T. . Net

Rights and Duties of Transport Undertakmgs
By H. B. Davies, M.A. . . Net

Road Making and Road Usmg
By T. SALKIELD, M.Inst.C.E., M.Inst. T,

Traders’ Rail Charges Up to Date
By J. W. PARKER, A.M.Inst.T. . . . Net

WORKS OF REFERENCE, ETC.
Business Building
Edited by F. F. SHARLES, F.S.A.A., A.C.LS, 2 Vols. Net

Business Cycles. The Problem and Its Setting
By W. C. MrrceELL . . Net

Business Forecasting and Its Practlcal Appli-

cation. By W. Warvrace, M.Com, (Lond.) . Net
Business Man’s Encyclopaedia

. . Net

PRICE

7/8

18/~

7/6
10/8
6/-
10/8
6/~
5/~
5/-
8
8/6

12/-
30/~

7/8

Edited by J. A. StATER, B.A., LL.B. Tour Vols. Net £4/4/-

Business Man’s Guide
Edited by J. A, SLATER, B.A., LL.3,

%

. . Net

6/~



Works of Reference, etc.—contd.

Business Statistics
By R. W, Horravp, 0.B.E., M.A,, M.Sc.,, LL.D. Net

Business Terms, Phrases, etc. . Net
Cable and Wireless Communications of the
World, The

By F. J. Browx, C.B., C.B.E,, M.A,, B.Sc. . Net
Charting, Manual of . . . . Net
Charts and Graphs

By KarL G. KARSTEN, B.A. (Oxon) . . Net
Commercial Arbitrations

By E. J. Parry, B.Sc¢.,, F.I.C., F.C.8. . . Net
Commercial Commodities

By F. Marmaews, B.Se., ALC,, F.08. . . Net

Commercial Contracts. By BE. J. Pargy . Net
Commercial Self-Educator

Edited by R. W. HoLraNp, 0.B.E., M A, M Se., LL.D.

Two Vols. . . Nel
Commodities of Gommerce

By J. A. Stater, B.A, LL.B. . .
Cotton World, The

Compiled and Edited by J. A. Topp, M.A., B.L. . Net
Dictionary of the World’s Commercial

Products
By J. A. SLATER, B.A., LL.B. (Lond.} . Net

Discount, Commxssmn, and Brokerage Tables
By ERNEST HEAVINGHAM . Net
Empire Consols. By J. F. DARLING, C. B E.. Net
Financial Statements, Analysis of
By H. G. GUTHEMANN . . . .
Fruit and the Fruit Trade
By F. FAIRFORD
Guide to the Improvement of the Memory
By the late Rev. J. H. Bacoy . Net
Handbook on WlllS A. By A. H. COSWAY . Net
History, Law, and Practice of the Stock
Exchange, The

Net

Net

Net

By A. P, PoreY, B.A,, and F. H. GouLp . Net
How to Secure a Good Job

By W. Lesue Ivey . . . Net
How to Use a Bankmg Account

By C. BIoDwWELL . . . Net

25

PRICE

3/8
3/6

7/
8/~

25/
3/8
12/8
5/~
30/-
6/~
5/~

. 38

1/8
1/-

21/~

1/6
2/6
7/6
3/6
8/8



Works of Reference, etc.—contd.

Investment Principles and Practlcas

By R. E. Banagr, Ph.D. . . . Net
Investor’s Manual, The

By W. W. Wawr, F.8.8,, F.J.1. . . Net
Mercantile Terms and Abbrevxatwns . Net
Money and the Stock and Share Markets The

By Emir Davigs . Net
Money Making in Stocks and Shares

By 8., A, MosgLEY . Net
Public, How to Speak m

By C. F. CARR and F. E. STEVENS . . . Net
Public Speaking. By F. H. Kmxratrick . Neb
Public Speaking, Essentials of

By W. C. Dusois, AM., LL.B. . . . Net
Romance of World Trade, The

By A. P. Dexnis, Ph.D., LL.D. . . . Net
Shareholder’s Manual, The

By H. H. Basserr . . . . . . Net
Statistical Methods. By F, 0. Mumws . . Net
Statistics and Their Application to Commerce

By A. L. BoppiNgTON . . . . Net
Technique of Speculation, The

By P. 8. SEwarDp . . . Net

Types of Business Enterprlse, Structure. and
Control
By M. C. Cross, LL.B., Ph.D, . . . Net

LAW

Bankruptcy, Deeds of Arrangement, etc.
By W. Vatexting Bavy, M.A., Barrister-af-Law Net
Bills, Cheques, and Notes

By J. A. Svater, B.A., LL.B. . . Net
Business Tenant, The

By EpwWARD 8. CoxX-SINCLAIR, and T. HYNES, . Net
Commercial Law of England, The

By J. A, StaTer, B.A,, LL.B, (Lond.) . . Net
Comparies and Company Law

By A. C. ConvNerrn, LL.B. (Lond.) . . . Net

Company Case Law
By F. D. Beap, B.A. (Oxon)

28

PRICE
21/~

38
1/8

7/8

3/6
5/~

8/6
15/-

3/6
15/~

12/6
5/-

21/-

12/6

7/6
3/6

7/6



Law-—contd.

Company Law

By D. F. pe L’HosTE RANKING, M.A., LL.D., and

ErNEST EVAN SPICER, F.C.A. . . . . Net
Elements of Commercial Law, The

By A. H. Douvaras, LL.B, (Lond.) Net
Elementary Law. By E. A. Core. . . Net
Examination Notes on Commercial Law

By R. W. HoLraxp, 0.B.E,, M.A., M.Se., LL.D. . Net
Examination Notes on Company Law

By R. W. HoLraxp, 0.B.E,, M.A., M.Sc., LL.D. . Net
Executorship Law and Accounts

By D. F. pr L’HosTE RANKING, M.A., E. E. SPICER,

FC.A., and E. C. PeaLEr, F.O.A. . . . Net

Guide to Company Law
By R. W. Horraxp, O.B.E,, M.A., M.Sc. LL.D. . Net

Guide to Railway Law

By ArTHUR E. CHAPMAN, M.A., LL.D. (Camb.) . Net
Introduction to Commercial Law

By NorMAN A, WEBB, B.Sc. . . . . .

Law for Journalists
By CuArLES PILLEY, Barrister-at- Law . . Net
Law for the House-Owner
. Net

By A. H. Cosway . . . . .
Law of Carriage by Railway, The. In Great
Britain and Ireland
By L. R. Liesert, M.A, LLD., and T. J. D.
ATKINSON, M.A. . . . . . . Net

Law of Contract, The
By R. W. HoLLaxp, M.A., M.Se., LL.D. . Net
Law of Master and Servant .
. . et

By F. R. Barr, LLM. . . .
Law of Repairs and Dilapidations

By T. CaTo WoRsFOLD, M.A., LL.D. .
Law Relating to Building and Contracts

By W. T. CRESWELL, Barrister-at- Law .
Law Relating to Secret Commissions and

Bribes. By ALBERT CREW, Barrisler-of-Law . Net

Law Relating to Carriage by Land

By 8. W. CLARKE, Barrister-ai-Law . . . Net
Law Relating to Trade Customs, Marks, etc.

By LAWRENCE DUCKWORTH, Barrister-at-Law . Net

27

Net

Net

PRICE

10/-

2/~
4/~

2/6
2/

15/~
3/6
7/6

8/-
10/6
3/6
?/8
10/8
/8
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Law—contd.
Legal Aspect of Commerce, The

By A. ScrovrieLp, M.Com., A.C.I.S. . . Net
Legal Terms, Phrases, and Abbreviations
By E. A. Core . . . . . . Net

Mercantile Law
By J. A, SLATER, B.A., LL.B. (Lond.) Fifth Ldition,
Revised bB' R. W. Hoinranxp, 0.B.E.,, M.A,, MSec.,
LL.D., of the Middle Temple . . . Net
Outlines of Company Law
By ¥. D. Heap, B.A. (Oxon) . . . . Net
Partnership Law and Accounts
By R. W, Howraxp, O.B.E., M.A., M.Sc.,, LL.D. Net
Principles of Marine Law
By LAWRENCE DUCKWORTH . . . . Net
Questions and Answers on Commercial Law
By R. W. HoLranD . . . . . Net
Questions and Answers on Company Law
By G. WiLLiay Fortoxg, F.8. AL A, F.C.LS. (Hons.), and
D. R. MaTaesoN, M.A. (Hons.), A.S.A.A. {Hons,) Net
Railway Act, 1921, The
By R.P. GrirFrras, F.C.1., F.B.E.A., Grad.Inst.T. Net
Railway (Rebates) Case Law
By Geo. B. LISSENDEN . . . . . Net
Rights and Duties of Liquidators, Trustees,
and Receivers, The )
y D. F. bE L’BosTE RANRING, M.A., L1.D., ERNEST
. SPICER, F.C.A., and ErNEsT C. PrGLER, F.C.A. Net
Selicitor’s Clerk’s Guide

By E. A. Core . . . . . . Net
Trusts : Law, Administration, and Accounts
By C. KeLLy and J. CorLE-HaMILTON . . Net

Wills, Executors, and Trustees
By R. W. HorLraxp, O.B.E., M.A,, M.8c., LL.D. Net

PRICE
7/6
3/~

7/6
2/e
6/-
7/
5/-
5/-
2/6
10/8

15/-
4/-
15/~
2/6

COMMON GOMMODITIES AND INDUSTRIES

Each book in crown 8vo, illustrated. 3s. net.

In each of the handbooks in this series a particular product or
industry is treated by an expert writer and practical man o
business. Beginning with the life history of the plant, or other
natural product, he follows its development until it becomes a
commercial commodity, and so on through the various phases

of its sale in the market aud its purchase by the consumer.

Acids, Alkalis, and Salts
By G. H. J. Apran, M.A., B.&e., LGS,
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Commen Commodities and Industries—contd.

Alcohol in Commrerce and Industry
By C. Snmvoxns, 0.B.E., B.Sc., F.I.C, F.C.8.
Aluminium. Its Manufacture, Manipulation, and Marketing,
By GeEorerE MorTniEn, M.Inst.Mel.
Anthracite
By A. LEoNARD SUMMERS.
Asbestos
By A. LEeNArD SUMMERS.
Bookbinding Craft and Industry
By T. HARRISON.
Books : From the MS. to the Bookseller
By J. L. Yooxcg
Boot and Shoe Industry. The
By J. S. HARDING.
Bread and Bread Baking
By J. STEWART.
Brushmaker, The
By Wu. KIDDIER.
Butter and Cheese
By C, W. WaLxer TispaLg, F.C.8. and Jeaw Jowss, B.D.F.D,
Button Industry, The
By W. UNITE JONES.
Carpets
By REGINALD S, BrINTON.
Clays and Clay Products
By ALFRED B. SEARLE.
Clocks and Watches
By G. L. OVERTON.
Clothing Industry, The
By B. %V POOLE, yI'Iead of the Clofhing Trades Depl,, Leeds
Central Technical School.
Cloths and the Cloth Trade
By J. A. HUNTER.
Coal
1ts Origin, Method of Working, nnd Preparation for the Market.
By Francis H. WimsoN, M.Inst.M
Coal Tar
By A. R. Warngs, F.0.8,, A.LMech.E.
Cocoa and Chocolate Industry, The
By A. W. Kxarp, B.Sc., F.I.C.
Coffee. From Grower to Consumer.
By B. B. KEABLE, of Mesars. Joseph Travers & Sons.
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Common Commodities and Industries-4-contd.

Cold Storage and Ice Making

By B. H. SprINGETT, Editor of ** Ice and Cold Slorage.”
Concrete and Reinforced Concrete

By W. NoBLE TWELVETREES, M.I.Mech.E,
Copper. From the Ore to the Metal.

By H. K. Prcarp, M.1.M.M., Assoc. Royal School of Mines.
Cordage and Cordage Hemp and Fibres

By T. WoODHOUSE and P, K1ILGOUR.

Corn Trade, The British
By A. BarRger.

Cotton. From the Raw Material to the Finished Product.
By R. J. PEARE.
Cotton Spinning
By A. 8. WabpE.
Cycle Industry, The
By W. Grew.
Drugs in Commerce
By J. HoMearey, Ph.C., F.J.1.
Dyes .
By A. J. Hawr, B.Sc.. F.1.C., P.C.S.. Technical Chemist,
Electric Lamp Industry, The
By G. ARNCLIFFE PERCIVAL,
Electricity
By R. E. NEaLr, B.Sc. (Homs.), AM.LE.E,, A.0.G.I
Engraving
By T. W. LASCELLES.
Explosives, Modern
By S. L. Levy, B.A., B.Sc., I.1.0,
Fertilizers
By HERBERT CAVE.
Film Industry, The
By DavipsoN BOUGHEY.
Fishing Industry, The
By W. E. GsBs, D.Se.
Furniture
By H. E. BiNsTEAD, Editor of *“ The Furniture Record.”
Furs and the Fur Trade
By Jomx C. Sacas.
Gas and Gas Making
By W.H. Y. WEBBER, C.E., of the Qas Light and Coke Company.
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Comnion Commodities and Industries—contd.

Glass and Glass'Making
By P. MARsSON, Consullant upon Refractory Malerials, elc.
Gloves and the Glove Trade
By B. E. Erns.
Gold
By BENJAMIN WHITE,
Gums and Resins. Their Ocourrence, Properties, and Uses.
By ErnEsT J. PARRY, B.Sc,, F.1.C., F.C.S.
Incandescent Lighting
By 8. 1. Levy, B.A., B.Se.,, F.I.C.
Ink
By C. AmnsworTE MITCHELL, M.A., F.1.C.

Internal Combustion Engines
ﬁzn J. Omui, MLAE., Author of “Gas and Oil Engine Opera-

Iron and Steel. Their Production and Manufacture.
By C. Hoob, of the well-known firm of Mesers. Bell Bros., Lid
Ironfounding
By B. WHITELEY.
Jute Industry, The
By T. WoopaOUSE and P. KILGOUR.
Knitted Fabrics
By JopN CHAMBERLAIN and James H. QUILTER.
Lead, Including Lead Pigments
By J. A, SuyTHE, Ph.D., D.Sc. .
Leather. From the Raw Material to the Finished Product.
By K. J. ADCOCR,
Linen. From the Field to the Finished Product.
By Avrrep S. MOORE.
Locks and Lock Making
By F. J. BUTTER.
Match Industry, The
By W. HEPwORTH DIXON,
Meat Industry, The
By WaLTER W0OD,
Motor Boats
By Maror F. Stricxraxp, M.LE.E,, M.LM.E.
Motor Industry, The
By Horace WyaTr, B.A.
Nickel
By F. B, Howarp WEITE, B.A,
3



Common Commodities and Industries—Lcontd.

0Oil Power
By SmoNEY H. NorTH, A.Inst.P.T.

Oils.  Animal, Vegetable, Essential, and Mineral.
By C. AixsworRTH MITCHELL, M.A.,

Paints and Varnishes
By A. 8. JexNiNgs, F.1.B.D., Editor of ** The Decorator.”
Paper. Its History, Sources, and Production. Second Edition.
By HARRY A. MapDox, Silver Medallist, Papermaking, 1909.
Patent, Smokeless, and Semi-Smokeless Fuels
By J. A. GREENE, A.M,Inst.P.T.; and F. MoLLWO PERKIN,
C.B.E,, Ph.D., F.I.C.
Perfumery, The Raw Materials of
By E. J. Parry, B.Sc., F.1.C., F.C.S.
Photography
By WinLiam GAMBLE, FLR.P.S.
Platinum Metals, The
By ErRNEST A. SMiTH, A.R.S.M., M.Inst.M.M,
Player Piano, The
By D. MiLLer WILSON,
Pottery
By C. J. NoKE and H. J. PLANT.
Rice
By C. E. DougLas, M.I.Mech.E.
Rubber. Production and Utilization of the Raw Product.
By C. BEADLE and H. P. SrevENS, M.A., Ph.D., F.L.C.
Salt
Br A. F. CaLvert, F.O.S., Author of “Salt in Cheshire.”
Shipbuilding and the Shipbuilding Industry
By J. MrroaELL, M.I.N.A.
Silk. Its Production and Manufacture.
By LurHER HOOPER, Wearer, Designer. and Manufacturer.
Silver
By BENJAMIN WHITE,
Soap. Its Composition, Manufaeture, and Properties,
By WILLIAM A. SmMoNs, B.Sec. (Lond.), F.C.8.
Sponges
By E. J. J. CrRESSWELL.
Starch and Starch Products
By H. A. AupeN, M.Se., D.Sc., F.C.8,
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Commgn Commodities and Industries—contd.

Stones and Quarries
By J. ALLEN FIOoWE, 0.B.E., B.Sc., M.Inst.Min. and Met.,

Straw Hats. Their History and Manufacture.
By H. Inwarps, Hat Manufacturer.

Sugar. Cane and Beet.
By the late Geo. Mantineavu, C.B,, and Revised by F. C.
Eastick, M.A. Fifth Edition. B

Sulphur and Allied Products

By HaroLD A. AUDEN, M.Sc., D.Se.,, F.0.8.
Talking Machines

By Ocivie MITCHELL.

Tea. From Grower to Consumer.
By A. IBBETSON, of Messrs. Joseph Travers & Sons.

Telegraphy, Telephony, and Wireless
By JosgpE PooLe, A.M.LE.E.

Textile Bleaching
By Arec B. StEVEN, B.Sc. (Lond.), F.I.C.

Timber. From the Forest to Its Use in Commerce.
By W. BULLOCK.

Tin and the Tin Industry
By A. H. Mo~nDEY. Second Edition.

Tobacco. From Grower fo Smokar.
By A. E. TANNER, Second Edition, Revised by F. W. Drgw.

Velvet and the Corduroy Industry
By J. HErBERT COOKE.

Wall Paper
By G. WmTELEY WARD, dulhor of ““ Ari and the Wall Paper,” ele.

Weaving. By W. P. CRANESHAW.

Wheat and Its Products. By ANDREW MILLAR,

Wine and the Wine Trade. By Axpr5 L. Smiow.

Wool. From the Raw Material fo the Finished Product.
By J. A. HUNTER.

Worsted Industry, The
By J. Dumviie and 8. KERSHAW,

Zinc and Its Alloys
By T. E. Loxes, M.A., LL.D., BSc.

Bach book crown Bvo, cloth. Price 3s. net.
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FOREIGN LANGUAGES

FRENCH
PRICY

Progressive French Grammar
By Dr. F. A. Hepccocr, M.A., D.2a L. . . Net 5/8

Commercial French Grammar
By F. W. M. DRAPER, M.A., B. é. L. . ., Net 2/8

French-English and English-French
Commercial Dxctionary

By F. W. Sarre . . . Net 7/8
Manual of French Commercial Correspondence

By G. W. MacpoNALp . . Net b/~
Correct French Speech

By B. DuMviLLE, M.A., F.C.P. . . . . 1/8

GERMAN
A New German Grammar
By J. KEgean, M.A. . . . . ., Net 5§/~

Commercial German Grammar
By J. Brraerr, M.A. . . . Net 3/8

A New German-English and English-German
Pictionary for General Use
By F. C. HEBERT and L. HIRsCH . . . Net 15/~

German-English and English-German
Commercial Dictxonary
By J. Brresry, M.A. . . . . Net 18/-

Commercial Gorrespondence in German. Net 3/8

SPANISH
Spanish Commercial Grammar
By C. A. TOLEDANO . . . Net 4/8

Spanish-English and Enghsh Spamsh
Commercial Dictionary
By G. R. MACDONALD . . . . . Net 12/8

Manual of Spanish Commercial Correspondence
By G. R. MacpoNap . . . Net 4/6
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Foreign Languages—contd.

ITALIAN

Baretti’s Italian and English Dictionary
Compiled by GuGLIELMO COMELATI and J. DAVENPOBT

PRICE

In two volumes (Reprinted) . Net 25/
Italian Commercial Grammar
By Luier Riccr . . Net 4/-

Italian-English and Enghsh Italian
Commercial Dictionary

By G. R. MAcpoNALD. (In the Press.) . .
Mercantile Correspondence, English -Italx'axlzT
et B/
PORTUGUESE

Portuguese-English and English-Portuguese
Commercial Dxcuonary

By F. W. 8igre . . . . Net 18/~
Practical Portuguese Grammar , . Net 78
Mercantile Correspondence. Enghsh Portu-

guese. . . . . Net 8/6

PITMAN’S SHORTHAND

For Complete List of Textbooks, Phrase Books,
Dictation Books, Reading Books, etc., see Pitman’s
“ SHORTHAND AND TYPEWRITING 'CATALOGUE. "

Pitman’s Shorthand Instructor . . . 48
Pitman’s Shorthand Commercial Course . 44
Pitman’s Shorthand Rapid Course . Y
Shorter Course in Pitman’s Shorthand .-
English and Shorthand Dictionary . ; . 10/~
Shorthand Clerk’s Guide

By V. E. CoLuivee, ACLS. . . . . . 28
Progressive Dictater . ., . ., |, | 248

Phonographic Phrase Book . Paper 1/8, Cloth 2/~
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TYPEWRITING

Pitman’s Commercial Typewritmg
By W. and E. WALMSLEY . . . 5/

Pitman’s Typewriter Manual

Business Typewriting

By F. HeELs . . . .
Advanced Typewritmg

By the same Author . . . . ' 38
Touch Typewriting for Teachers

By MixwerLt Crooks, F.Ine.T.T., F. I’P 8.,

F.C.T.8. (Inc.) . .
Touch Typewriting Made Easy

By G. B. WriGHT . . . 28
Practical Course in Touch Typewrmng

By C. E. Sxora .
Dictionary of Typewrltmg

By H. ETEERIDGE . . . Net 7/8
Questions and Answers on Typewrntmg and

Office Procedure

By ARTEUR E. MORTON . .78
Royal Society of Arts Typewrmng Tests

"By A. E. MortoN. No. 1, Elementary ; No. 2, Inter-

. Net 7/8

mediate ; No. 3, Adva.nced. Each . . . 2/6
Mechanical Devices of the Typewnter
By R. T. NicHOLSON, M.A, . Net 8/~

Wd,li‘l;and Management of a Copymg Oﬁice,
e
By G. C. MENzZIES . Net 10/6

Pitman’'s. Gramophone Method of Rhythmxc
Typewriting
Comprises a complete set of specially arranged
gramophone records for use in the Touch Type-
writing Class and a series ot' carefully graded
keyboard exercises . . . . Net 8§
Exercises only .

Complete List post free on application.

. . . . 6/

. 2

. . . . Each 1l

PITMAN'S SHORTHAND

Invaluable to all Business and Professional Men

8ir Isaac Pitman & Sons, Ltd., Parker Street, Kingsway, London, W.0.2

FRINTLD 1IN GREAT BRITAIN AT THE PITMAN PRESS, BATH
(7518w}



