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BOOKS

AND NOTIONS.

THE OFFICE END.

Theselling e of your store 1s probably all
ught, mays the Mwencan Storekeeper. Your
dlerks are undoubtedly polite and anxious to
please. Your stock 1s probably keptin per-
fect opder.  The windows shie wath elbow
grease.  The floor s spotless i ats cfeanli-
ness. Your show cases are polished until
they shine bike the faces i Sabbath school
at Christmas time, But how ihout the office
end 2 Have you any oflice to which you
can retreat for a hule private business chat
upon ocasion ? Is there any  parucular
plice m your stme 1o which all your clerks
do not have free access? Are not your papers
scattered about without order, and can you,
at a moment’s notice, put your hand on any
il you have received dunng the past six
months?  We hope that you have a neat
hitle office, and that you are as systematic
in carmy {or it as we would like yon to be,
but we are , nevertheless, going to preach to
you about the necessity of having such a
place, and tell what should characterize at.
Firsty we would haveat so arranged, if possi-
ble, without sacnhamg hght and space, that
it would be sereened from public view, Here
we wonld recene all travelling men, and so
far as possible, look at ther samples. Here
we would have i desk sacred to the affairs of
the head of the house, in which could be
systematically artanged the correspoudence,
bill-files, letter-tles,, price hsts, catalogues,
and other papers which one may need at
any moment to secure some desited infor-
mation. This desk should penmit of locking,
and thg proprictor should teach the clerksto
look upon it as s speaal property, and that
it s not to be dicturbed by them. We cane
not speak too stongly of the impottance of
preserung the catalogues sent by manufactu-
rers and jobbers. Though theymay not seem
to contamn mformaton which s useful toyou
to-day, they will probably be wanted badly
before long. Thev will save you from saying
agreat many “ 1 don’t knows ™ 10 your cus-
tomers.  Fhe bill tles wie of great unpor-
tance, e, [tmay seem to many that a bill
has sunived ats uscfulness when the goods
have been checked off, and the il paid. 1t
will frequently prove valuable, however, to
re-arder by, or to «ettle some pointon which
memory 1 not to be trusted. Correspon-
dence should always be prompily answered,
and then tled away for reference.  letters
should always be copred. Tt will often save
cmbarrassing discussions with wholesalers if
you preserve copes of all orders. With the

great abundance of cheap and serviceable
office furtiture to he had, this feature of the
store “an be made a comfort and ajoy.

Shall | keep a4 diny * If you decrde
the athnnatin e be suie to wse an Easterbrook
Pen. Al stationers have them.

V.o A Landiy has moved hus publishing
establishment from Dighy, NS, o Wey
mouth.

JULIANSALE

- AND COMPANY.

| FANCY
LEATHER
GooDps

TORONTO.

Pocket Books,
Purses,
Ladies’ Satchels,

Bill Books,
Card Cases,
Music Rolls,

Folios,
Memorandum Books,
ete., etc.

SAMPLE ROOMS :
20; Front St. East.

FACTORY:

169 BLEEKER ST.

MOVAL!

Our Factory,
Warehouse
and Office

WILL

IN FUTURE BE FOUND

76 YORK ST

Within 100 yards of the

Union Station and central

to all the principal hotels of
the city.

Our facilities for serving
our customers in every re-
spect both in the factory and
warehouse are as complete
as dollars can make them.

We ask for a call from
everyone coming to To-
ronto whether they are
desirous of buying or
not.

The Hemming Bros. Co, Ld,
76 YORK ST., TORONTO.
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