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Business Correspondence,—Materials—inelud-

ing colors and quality of Ink, Paper and Envelopes.

eading of letter, Items, Punctuation, Correct Arrange-
1ent.

Name of Person addressed and his residence, with punc-
tation and correct arrangement.
Complimentary Address—different forms and the use of
enh

¥<;dy of Letter, including Paragraphing and making of
Betences.
f()mplimenta.ry Clo ‘ng, with various forms and the use
o1 €ch,
ina.'ture.
*gin.
Foling.
dressing the Envelope.
Staping,
Reglering.
aS)xercises in writing Business Letters.

Conygercial Law,—Contracts—the principles, re-
quiremelg and Liabilities thereof, § = W= agre=’,

Negothle Paper, including the liabilities and effects of
Endorsenytg

Acceptayeg,
Protests.
(GGuaranty

Interest aj Usury.

\Varehousgecei ta.
Bills of Lﬂng, GIL)C.

Busi ll(‘s.ﬂ)ﬂ l)(’rs.'—'})

: romissory Notes—Individual
Notes, Joint Neg " Joint

and Several Notes, with varions
forms of each,;nq 4 thorough understanding of their
negotiability.

Various formss
Time Drafts ar
Sight Drafts,
Bank Drafts.
Post Office Orde:
Protests.

Due Bills,
Chattel Notes.

Endorsements,
their Acceptance,

STRI® 10 REACH IT.




