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Letter [»a|U'r should Ix- made in one size only, namely

—

letter size. The half size letter head is in general use, we
know, but if you ever eompare ihe apjteuranoe <>f a properly

written pliort letter, written on a full size letter-head, with

one written on a half-sizt; letter-head, you will understand

why the latter is not worth, roconwnendinp. .\nothe'' size

that is net to be recrnniuended is the half sheet letler-nead

with the lieadiufr across tlio narrow way of the paper. It

is not adapted top typewriting^ purposes, and in practice

is rarely used even lor a short " lonj; hand " note. Some of

the paper will jirobahly he still on hand after the linn name
has been efianjjed several times.

When the naiTie of the firm is thanked, some firms stamp
<he new firm name across the old heading, with a rubber

stamp, (invariably inked with violet ink!) or they have their

letter-head run through the jtre.-s airain ;tnd portion of

the ol<l heading struck out with heavy black liiies an<l

the changes printed in black ink. This is nearly always

done whether the heading is printed, embossed or litho-

;;rnpht'(l or whether it is hiaek. blue, red or green. It would

be iM'Ifer to put (he paper on hand into the furnace. Have
a iM w (lie ^truik: have new paper printed. If necessary,

the full -i'/c letter-heads can h<' out in half and the lower

half run tlirough the prcs-^ for hulf-size h'tter-hoails. and

the other half ,she<'ts on hand with the firm's old name and

headini: can lie padded iii blocks- -each sheet being one-

quarter the size of a letter-head foi' nii'ino. patN. Xc.

Another suggestion—minor perhaps— we should make
here, is to instruct the stationer not to pad letter paper in

bl()cks. The chief objection to this is that in removing u

rficet from the block, the edge is frequently torn, and very

often left ragged. Again, a block on one's desk is very con-

venient for scribbling paper and other uses for whicl- such

paper is not ntended. A bcMer pbui is to have it put info

boxes the size of the pniier.

For the deoond and subse(pient pagen of a letter, it is

well to tis(> a -beet of paper siniilar in quality, size, weight.

and colour to the letter head, but either plain or having

tncrelv the solicitor's, or the firm's, name a«Toss the top.


