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Parenthesis, marks of, 52.

Partnership, 239. 243.

Pcricxi, uses of, 51.

PorsonaUty, 225.

i'"rsnnsion in letters, 75.

Petition, form of, 245.

Position, seeurinp a, 1G9.

I'ossessiw ease, 53.

Postal infoi'iiation, 123, 127,

2G7.

I'ost eards, 123.

Post office money o'-ders, 114,

115.

Postscrii)t, 180, 25C.

Power of attorne\ , 239.

Precis writing, 188.

Printed matter, mailing of, 2tj9.

Printers, marks used b\-, 108.

Promptness, 144.

proof-reading, 107.

Puuetuation, 4G.

Question?, examination, 280.

Quotation marks, uses of, 52.

Raihvavs, 145, 221.

Reading, 221.

Recommendation, letters of,

177.

Records, loose-leaf, 137.

References, 170.

Registered mail, 271.

Remittances, letters contain-

ing, 114.

Reports, 244.

Resolutions, 244.

Salary, 225.

Sales, 219.

Salutation, 14.

Secretary, the, 224.

Semicolon, uses of, 49
Shannon filing, 16".

Shorthand, 225.

Signal system, the, 134.

Signature, 10, 60.

Signs, miscellaneous, 33.

Simplicity in words, 00.

Special delivery, 271.

Stamped envelope, 174, 181.

Stamps, 270.

Standardization, 219.

Stationery, 60.

Stenographers, 224.

Stock companies, 243.

Subject indexing, 152.

Supervision, 219.

S\ nibols, 33.

Synonyms, 63.

Tabs of guide cards, 153.

tabulating, 23, 60, 142.

Telegrams, 89.

Telegraph orders, 114.

Telephom , use of, 95.

Terms, lists of. advertising,

233; commii-cial, 39 ; finan-

cial, 249 ; foreign, 68 ; legal,

241.
Testimonials, 170, 177.

Titk's, 20.

Topical filing, 152.

Transferring correspondence,

159.

Transportation, 145, 216.

Type, 84, 107.

Typewriting, 15, 60.

;
Unmailable matter, 275.

Vertical filing, 157.

Vocabulary, 60.

Voting, 245.

Wireless telegraphy, 94.

Words, division of, 53.

Words, use of, 60.

Writing, 170.


