
*

^JrgiB^ on tlio loft hould be about a -mU

t| and nearly an inch on letter paper (5j in.

MdoUtlon.-This should l« written on the f«coijd line

the «Wre«,, and should commence »t .^l'" "^''"^"•

Ksir. 1>^ Sir. Dear Madam. My dear S.r. Dear Mr.

J^Z, Bevereni and dear Sir. Dear George. (Jentlen.en

^,"t ^tc.. according to intim«.y. Never "«0''^,^-

***3
Bodj.-Conimence the body on the next line below the

salutation and about an inch from the «>ur«in. Be.„nn a new

^graph when the subject changes, and at the mune distance

C the margin ub the first. Some prefer to pace the

salutation at the l^^ginnin- of the lirst i^ragraph of the InKli,

when the address is pUiced at co::.mencement.

8. Complimentary ClOSlng.-This may be written on the

first or secoud line Wlow the bo<ly, «n.l as follows :-\ou.s

truly, Truly yours. Very truly yours. Yours resi^ctfully. ^ ours

faitMully. Sincerely yours. Your friend, etc. Conuncnce h .th

a capital the first word only.

0. Slgnatare.-Write this and the lu-a<bn- very legibly, as

they are the source from which your corres,«ndent is enablc.l

to direct a letter to you in reply. The complnnen ary elosmg

is so placed that the signature, when wr.tten on the next 1
ne

below and a little to the right, may not t,n,sh too close to the

right-hand edge of the l«l*r. It is not consHlercl koo.I

ta»t« tc attach Mr. , JST-^., or any title to yoJ

writing your signature. Except when writii!

familiar acquaintances, a married Wly preflxl

unmarried Wly AAi*., to her signature ;
othenMl

ent might be in doubt how to a.Mre«« t.ie rc;ll.

Mr». and Mi^ are phvccd in brackets, not being an essentia

iiart of the signature, thus

:

. „ ,'
. (Mrs.) J. I* Hunter.

(Miss) Mary Hunter.

10. PostSCripta.-Avoid using them. They are use<l to

add some forgotten item to a hltcr af.cr t»'« «>i;"f
"'•« '"'«

lK>en att^iched. Co,...n..nco the paragraph with /.A., and at

the cUiso place your i.iitials.

11. Snperscrlpll .a.-S,e that the envel..l« is right CKlge

up-the flap edge. Write th. name .»,.l title

-[-f -"'T^y
iH^tween the top an.l lK3ttom. un.l well over to the left

;
then

the j«st otfiee l«.x, or street and numlxr ;
next the city, o.

town, or iK,st o.fi..e, and the i.r„vi„ee or st.te Rich suecee<b

ing line shoul.l eonr.nence a little f.uthcr to the nght th.." the

preccling one, tl>e l.st not ending too close to the
^^f'^^^'^f

edge. The name an<l title on the enveloi« should be co^

sistent with tliose in the acUliess.

1«» Stamp.—Place the stamp right side up. on the upi«r

ri<'ht-haud vomer, with its edges ,«irallel to the e<lges of the

e.rveloi>e. Always enclose a stamp when asking for inform-

ation unless from a regular corres-.^ndent ; and do not stick

it down by one corner—put it in loose.

13. Foldlng.-Mnke the first fold in note jKii^r from the

bottom, the width bc.ing a little less than thut .f the envelo;K-;

then fold down from the top. Insert the letter us it hes before

yon tho last fold being enten.d first and so as to touch tlie

front of the envcloiKS. U-tter i^per re^iuircs to \>e foUled onoe,

from bottom to top or far enough from tho top t ,
suit the

length of the enveloi* ; it may then be treated in the same

manner an note pajter.

BUyl/S AND INVOICES.

14. A BUI is a detailed statement of goods sold or of

services rendered. The statement is railed an Invoi™ when

iven by a wholesaler to

Stamp.

yame aiul Title.

Streetjind ymnlier.

Cili/or Town, and I'rorinrr.

Sec MiMlelK of Superiirriptiun, iHigc '>.

RBCBIPTS.

15. When a Bill is i»vid, in i«rt or in full, the receipt

thereof may be written on the BiU or on a sei«irate piece of

16. Receipt on Bill ('» /"")•

Paid,

May 10. 1901.

,T. S. Willmotfc,

OR

Received Payment,

May 10, 1001,

.T. H. W^iilmott.

Ao'it OK CoVKB.)


