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Technical and Bibliographic Notas/Notas tachniquas at bibliographiquas

Tha Instituta has attamptad to obtain tha bast

original copy availabia for filming. Faaturas of this

copy which may ba bibliographically uniqua.

which may altar any of tha imagas in tha

reproduction, or which may significantly change

the usual method of filming, are checked below.

L'Institut a microfilme la mailleur evemplaire
quit lui a ate possible de se procurer Les details

de cet exemplaire qui sont peut-itre uniques du
point de vue bibliographique. qui peuvent modifier

une image reproduite. ou qui peuvent exiger una
modification dans la m^thoda normale de fllmage

sont indiquAs ci-dessous.

Q Coloured covers/

Couverture de coulaur

Covers damaged/
Couverture endommagAe

Covers restored and/or laminated/

Couverture restaurte et/ou pelliculAe

Cover title missing/

Le titre de couverture manque

r~l Coloured maps/

D
D

Cartes gAographiquas en couleur

Coloured ink (i.e. other than blue or black)/

Encre de couleur li.e. autre que bleue ou noire)

Coloured plates and/or Illustrations/

Planches et/ou illustrations en couleur

|~~| Coloured pages/

c

Pages de couleur

Pages damaged/
Pages endommagees

I
Pages restored and/or laminated/
Page' -o^taorees et/ou pelliculAes

El ti f ;olo(ured, stained or foxeo/
ees. tachetAes ou piquees

Pac • tjtched/

Pages detachees

Showthrough/
Transparence

Quality of print varie

Qualite InAgale I'i

es/

mpression

Bound with other material/

Reli*

n
avec d'autres documents

Tight binding may cause shadows or distortion

along interior margin/
Lareliure serree peut causer de I'ombre ou de la

distorsion le long de la marge intiriaure

Blank leaves added during restoration may
appear within the text. Whenever passible, these

have been omitted from filming/

II se peut que certaines pao«s blanches ajout^es

lors dune restauration acparaissent dans la texte.

mais. iorsqua cela Atatt possible, ces pages n'ont

pas AtA filmAes.

r~1 Includes supplementary material/

D
D

Comprend du material supplementatre

Only edition available/

Seule Edition disponible

Pages wholly or partially obscured by errata

slips, tissues, etc . have been refilmed to

ensure the best possible image/
Les pages totalement ou partiellement

obscurcies par un feuillet d'errata. une pelure.

stc. cnt ixe flirr.^es a nouveau de facon a

obtenir la meilleure image possible

Additional comments:/
Commentalres suppl^mentaires-

larts of pages 1-2A and the recto and verso of the

back cover are missing.

This item Is filmed at the reduction ratio checked below/
Ce document est filmi au taux de rMuction indiqu* ci-dassous.

10X 14X 18X 22X MX 30X

/
V

II! 1 !Ill 1 i

12X 16X 20X 24X 28X 32X



Th« COPY filmed h«r« has b««n raproducad thanks

to tha ganarosity of:

Ontario Institute for Studies in Education,

R.W.6. Jackson Library

L'axamplaira film* fut raproduit griica A la

g4nArosit* da:

Ontario Institute for Studies in Education,

R.W.B. Jackson Library

Tha imagaa appaaring hara ara tha bast quality

pcMibIa eonsidaring tha condition and lagibility

of tha original copy and in kaaping with tha

filming contract spacificationa.

Original copiaa in printad papar covars ara flimad

beginning with tha front covar and anding on

tha last paga with a printed or iiluatratad impraa-

sion. or tha back covar whan appropriate. All

other original copiaa are filmed beginning on the

first page with a printad or iiiustrated imprea-

sion. and anding on the laat page with a printed

or illustrated impreaaion.

The laat recorded frame on eech microfiche

shall contain tha symbol -^ (meaning "CON-
TINUED"), or the symbol (meaning "END"),

whichever applies.

Mapa. piatea. charts, etc.. mey be filmed at

different reduction ratios. Those too large to be

entirely included in one expoaure are filmed

beginning in the upper left hand comer, left to

right and top to bottom, aa many frames as

required. The following diagrams illustrate the

method:

Las images suivantes ont At* raproduitas avac la

plus grand soin, compta tanu de Is condition at

da la nattatA da l'axamplaira film*, at an
conformity avac las conditions du contrat da
filmaga.

Les axamplaires originaux dont la couvartura an
papier est imprimte sont filmis an commanpant
par la premier plat at an tarminant soit par la

darniAra page qui comporta una amprainta
d'imprassion ou d'illustration, soit par la second
plat, salon le cas. Tous las autras axamplaires
originaux sont filmis an commandant par la

pramiAra page qui comporte uno amprainte
d'impraasion ou d'illustration at an tarminant par

la darniire paga qui comporta una talia

ampreinte.

Un des symboies suivants apparaitra sur la

darniire image de cheque microfiche, salon ia

cas: la symbols —*> signifia "A SUIVRE". la

symbols signifie "FIN".

Las cartes, planches, tableaux, ate. pauvent Atre

filmte * das taux de rMuction diffGrants.

Lorsqua la document est trop grand pour ttra

raproduit an un seul clichA. II est film* A partir

da Tangle supiriaur gauche, da gauche A droite,

at da haut en bas, an pranant la nombra
d'imagas nAcessaira. Las diagrammas suivants

illustrant la mithoda.
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I Written by

AUTHORIZED BY THE EDUCATION DEPARTMENT.

SENIOR IV. READER.

A. C. CASSELMAN
Teather ofDrawing and Hunting, Normal School,

Toronto,

W. J. GAGE & CO. LIMITED

/Uedcal/ JzajJit

R. H. ELDON, B.A.

Commercial Specialist, Harhoni St. Collegiate Jnstitute,

Toronto.
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Kotorsd uearttar t0 Aot of PMltaaimt of Cauda, in th« Oflee <rf tb« Minister of Acrionttiii«, by W. J. Gaok ft C^^
Toronto, inUu r«M UIH.
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BUSINESS AND SOCIAL FORMS.

HINTS TO PUPILS.

LETTER WRITING.

1. Materials.—ren, ink, iw;itr, enveloiKss, and blotting-

paper.

(o) yen-Chooso a l)en adapted to your liand ;
liavo a

favorite.

{h) /ni—Use only good black or blue-black ink. Avoi.l

writing with a j pencil.

(<•) rafjer—TinlLHl or unruled. The prefcmblo color is

white ; tho sizo may be either note-pai>cr or letter-

paper.

(J) Envelopes—These should corresiwnd in color with tho

paper used r.nd should be oblong for business letters

and either square or oblong for social letters.

(c) Blottiiiff- Paper—ticver commence writing without a

piece of blotting-paper at hand.

2. Parts of a Letter.—Heading, address, salutation, body,

OompUmentary closing, signature, ami sui)erscription.

JleadiiiO

A ddrcss

Salutation

liody

Compl. closing

Signature

3. Heading.-Tho hciding comprises the location of the

writer and the date of writing. It should 1« placed in the

upper right-hand corner, alxjut one or two inches from the

top ; when the h-ttcr is brief tho heading should bo <lro;)ped

still lower, so that the s;>:ir-o above the hiiuling and lielow the

signature may be alK)ut tho same. PUco the location and

date on one line if short, otherwise on two lines, the date

beneath the location and a little to the right.

The different styles of dates that may bo "

10, 1901 ; 10th Jan., 1901 ; and lO/l/Ol. ' '

are used the order is : day of the month, m-

that "St ", " nd ", " rd ", or " th " is used whc

month precedes the name of tho month.

4. Address.- Write this on the left-huiid side, commencing

at tho margin, the name on the liist line K'low the heading,

and the pliice of residence on the next line, a little to the right.

Never use bo'li Mr. and Es.)., Dr. an<l M.D., etc. ; some use

Es.i. with u;i(l prece<ling ..l.D., B.A.. M.A., etc. In social

letters tho address is often written at the end, instead of at

the l)eginning.

1 ar : — Jan.

only

.{otice

ai"' of the

Heading.

Sidufali'on

roily

Signature

(Continued on Third Page of C!ovf.r.)



UMpm^"^*" mmmmmfmig^mmw?'-

, Mm. Mtf Anntak-HSADDfOg Of UCTT£KH. <

iLtRMUOBt tQ PuplL-Copy th« tort two Uod«U St. Uhim Mek i Md th* MMod tw^ twk» cmK. TIi« wriu tte loUowtoff

hJE^STuL. «chV-8tn[tlo«l. Ont.. July 15, iwa , 17 Yong. 8t.. Towoto. 8.pU.b« i». 1W8. P.nct«M« ONvfully

-Tka HaMtiiw <rf * Irttor

tta looftUoa Mid a UtUa to tbe right.

lewtiaaMdda«:UilMtt.boUM«plM«douth«MaaUiMt Ulo' th««M*l»plMwii

"d^Z/^AH./A.. r'^tJ- in ir^ (rr1 rt UHf fl. Chfl 5/IJ/€l

//(((/) f ( ( k ( H I.

(1 uif /•; I'101



ttpiamnui.

OMkwa, Ob«.| Dr. Ami* wmWi CMty.

MNMaf*

r.L.ftA|Fluin.

«M«, not onljr l> vrHtegi hal mIm la Md plMtaB i» NteUv*

4
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f^^ ^^ amnlM,r-OU^SOtQa AND OfflfATinUtS OT LBTTKBa

I wrifteThan

I AitktotM

JncrT/l^imAM

lieAA/ tAM-fyU urytJ^yiA

O.D.HlatAilA

Ij^ll Id /l/:^dyp-cctlul(f
(7nAd.)flia'U./)^jrSd.



am. •»! jtiMifif r~" or invitation and rkplt.

l«fe»«Hi>ii> to PnolL-Copy the Model once. Write the foUowing reply :-lIr. wd Un. HMnilton eooept with pleMue Ifc

«Klt;?SS;-^lSt:winextThu«daye^ng. 3. W.W Ave.. No^ber 17. Abo write e reply decUnin. th.

tnTitetion.

0»...,UI..^Fo™Mainntatlon.a«.u««airwHtt«.ar printed ea-efp.p«. Hiey ,eqeli« »-ther .dd,- n« -..»t«»-whxt Betwe-i

Intiowte frieoda liiriUUoiw may t»ke the form of • letter.

e

JVa a/} fd III 1 d. MoyTru/tcrn '^

c<y7rtprjf/r)M en c4i44A^^Jayf^

€/^€/?7./.^ ' </ ruyxt at (jxyrit

//sOt^rnue (R-orui.



jfwm. aociAL urmR.

r

2lUri'n/pia

.

77/nn,

limy. 12. KjOI.

chh uxyuA ^'aAt httjyt i^^-cm. a^Jy hoiv uh

Uci^ 77/^ nUo4a. /W^ 7ui4}-fy "n.mo -fj^.f/n /^/-^^ a

(MoA aynd aAj.^ la-^JZ fJif/iAJ'^i ivitJv tJu c/yti/^ill^^:

crtcouAA^. tAj'^t aAy- TrfvyyzaAxU (vnd ^o^mt-ofAJ^-

tfu oaA. dAAiA. t/ux/n. ( n (htlaA^O, Ao^ tJufl rnw. do^d

^nM' Tn^yriA d ao tna<-A.

amd' 'rrujjrJi SiTdjA. tAam. t/i£. crt/iM. c4t (/> cdo.ie Ur

tfbt (R^ (JIumA., a^rhd' AuiovHif- a SoatrJ o^t^^n.

&&/7rhii/uA.



J itfCraeCloBt
#1 and catagrMihintt.

Ckn^-aOOIAL LBTTKR.

Mt«oUn«tbe7wa>dt (») to U.T. lufficiwit n*o« betwwi trordi ; »d (4) not to dhnd. . word •* «- •^ "^ * ""* <**«*»* ««

tatoite proper .ylkbl«. Thu. if the word " farmor " i» diTid«l It mot bo written «««-or, eod aoi te-mer.

...«.«e.^NotU«th.--«U.«oU»WU«-thatth.i««^^^
tta i«idlii« tlMW«MohM««* » new pMm«»ph to ooniiDenoad. and et tfce «iiie dtotawie ffW^

.



KmmlM BOCgAL LBmB.

X
iMtrnetlOlU to PnjIL—WriU the foDowiiig l«M»r, •ddtag moUmtpw^W* ol yaw own oompiMi^. ako raitaUe

MotMyido«iigMd«igi«t«w;tak.Ui.Mo«tol<»i«g«6M.guki»totli.««qt«». ._^.^
«jL«-.»it Itr Anir 8. 1901. Ml- Ann* WyW, ChathMB, N.B. My 6mt Oooaia,—Toor wtfomM kttar wMrMaiTMllMt

ZJ^^Tt^Tr^t-mngEtoTam^ I d.rfl .,p«t . tmt i- li-t-tag to yo« d-eriptta. ol th. «t-»I ^

nmta.

7/,

imiiiiHBHiii



_ fl»,P,«a*«*».-8UPlR8CWPnONBOF«IVBLOPB8.

iLp«*liMi.toPaBlL-Oapf««hMod«lo«». Tim wriuoo th. towr j-rt.of ih. p.8* th« following 8«p««rip*i— s-

«.««tt«^Th.n«.«KiUtto.i-U«8.p«««lptlooontb.««Iop.«dl.tt-Ada«-olth..HUr..b«adb.tM.

HIM*. A«-: -^ Dr. r. Ttim*«m. M.D. »•• ArtloJ. 4 on oorw.

OrtUehw ifr. 4.

niA.a:ni:rh>rtiu.

1



10 Mtitit Ow. mmd Bwi »fii -HBADDfOa 01> BILLS AMD IirVOIGI& , .

fMtnutklBl to PUBIL—Copy th* Model twkse, aurefally nnUBg tlw {waetmMoB Mid tb* rrfrntire podtloB o! Uie pwta. |wriU

llMfanowiDgtwi!oe:-8t. Tl^^ Jnly »I, 1902. Mw. T. D. Scott, Bwight o« L. JdiMtoo * Co. Th«i mOo up » h.«liBg Mid

writs it twfoc

r

C



JMMtf im* O9y.-OR0GERY RILL.
II

l..t»«tkHi> to PUDlL-Write the foUowing items of t. Bill on th. form below. wcordiBg to the Model :-8t. Cth™.. .I|Id« r1

t, iSTTS^^irnl Bought of R. Pe««a'* Co. 19 lb. G»n. 8«g«. H. 7 lb. Rico 9 4c.. 2 gaU. Silver Dnp Q «0c.. 4 do. f

BaaeOllo., 2owt.P»etry Flouraia.10.

••Hr««—The term^lb.. pO.. do.. eU.. b-U. with . -miUl lett-r ; but U.e n.m- .C the «..ic..^Gr.n. 8«imr. lUc. .u^. with . <»p<M

//1 1 I I'hn . I/< n y/y

'-v

( i ) ( I n Sinnt)

7 :
., r\n(

T"^
'T

// f//



IlaMnMCtoBI to FopIL—Writ* oat tlM following itMiia of • BUI oa Um fonM ruM briow. Mieonliiic to tho Modol on pHT* »•

Kingaton. Mfty 10. 1902. Mr. F. Bpdtor. Bought of C. J. Cnrrio.-« lb* Y . H, T«n « 40e.. S Ibn. J.t. CoAo• Me.. S lh>.

lUtoina SSe., 4 Ibik Cnrmnto % 7e., i dot. Omngw A 40e.

Ctlgnry. October 17, 1W8. Mr.. H. MeMomy. Bought of R. J. Pttttor ft Co..-» cm. TomntOM • lOc. I Ibc Baking Bote

« 40., 4 lb* ChcoM @ 12Jc.. 8 dtm. BuuM (» SOe., 2 pkg.. Corn StMoh @ lOo.

ekMtfUtM.-Note tha dlflhraiioe betwMii 8 Mrttelw • ISe.Md S Mtiolaii 8Bc. f
^

^

?:



JtMM.Ow.wUl -M0TK8 or KXCUBK.

to PaptL—Sm MtaMllMMiMa KnraiMs on kd pafla of

-A totur or noto to b» drtlTwrf to th« »!•» «« wHttiw to

^
•^

i

53 CLaf/rtAAC (JtotixL. CXtc^.

* jQroA ////^X,) llhM,-

(
ifxfyU^t

' / <: L. Illa ^JA O^o^Xd.

It

. Ma la

Tttwa'or^Oltr.'

f



M -BmiWJMl AMD mYBLora.

I

///uul 12, rir>2.

Li/^u t (^i fAt / 1 /.J. ^ ,m/ hr/ ij ^ h ) in.y II< f/n H 1^
(1^

i.H,f^Lor/Hi'(n O t ^ni in < i.n
i ) ) f ff i tt .)(/i<fl.)

cJ ^yn^-'^Z-oAt :JI^ nA'f // n ).) (n f/rw(////f

/Jf // ).j f ) n If/

(/lh\u>)(' ll'n l(:.n',J.

^jL '>/ S^ 5^ -f.f r, / 1 -^t ll'^ xf

^~Jf:^l (^H /(, (
' ff/..

M

I



OM^Butnrwi URn* avd joiywwn. u

to P«pB.--ODiv Ik*

.Th««MkllM«(tk«

llo4tlai|MC*l«- Hototh*

JLftlatoUM

•( ilM W f ilogi. Mi aMk

•ftlM

ItacUM* Httl* M tiM i<«k» M



t«
BunwBM Larmi amd nmLora.

to PapIL—Writ* » tetlar
mnUlif i

m HH* 14.

|_Bay or Oirl, to mak*

m., Wtadwr, Ob*.

afc lh» Mak wtakai. ad glv* B. . WOkw * Ok.

iMHi;:



ox
It

llw apiMr pw* «l

bOb M pat* It l'«W »•>• ••«W agiia. i*K«»*«f

tk«MB ki paU *t tk« Maa •(

w Mk pH* •* *"'<^* '*' *^

Itodatoia A*yfaail»»ia

Cj.J ' /i//yrrn

n q iq('lt



l» aw, •M AMMte-SlPARATX BSCBIFTS-WRrmN.

n#>^J.
luMifiiitlnM to PmiU.-CapT the Model twtee. WriU th* foUowiiig onoe !-Feb. II. 1«K. fl«»t"A- R«»iv^ fr""-"

a WUtootToD^Hnndml «d Fifty-nine UolUn in full ef ««o«nt. F. Bnrton. Then wriU. . wmiW r^t* for the Ut b.U n»e.|>t

on page 17.

u-When thmue no oeiiti. how alMmld tli»t CMt be tndketed I

^-ri/i^ an. cLCc^o-t^/yvL.

S./oA^A/rn.



i

,„ O.M. 0md lto««to..-«KPAIlATli RBCEIPTB-PRINTID.

istraetlOlU to fum.-Copy the Mod.1 one. rii^l^^^ b.«li for- with th. «.h.Unc of th. l«t .«»ip. «

«lL.tl...-N«tlc Ih. .mporuoce of th. w.,. Hne fUr tho a«»--d th- wrltt«. -ooont. to ,«*vnt fr.«.«l-t «.lr,.
(MgelH-

'lUjynA:x:ii4jt^. Jan. / I'ji

J

^N'aJJtd from //hJAuA. IlitU^iA

( ' 1 1 (I <:<'o u. r L

L

.W 5'/

fcfiiar (/ ilctn

\

. h'^'

fcni (((

i

I iU ni

jf^ jOi-^f/^rhy

(^./ (,iM:n.

/p

7#? y^-> //''/ ?o

/'/t

?rt /. < 1 1 !l 1-'

Vr-r-'



jtfMfeL-PROVISIOMB BILL.

HAMILTON, ////// i^5, /^^^

h\A..CAaA..Mi..LU.L

BOUGHT OF D. Morgan,
Provision Merchant.

1 3 •*

IS

21,

1
•

•

^ Sjoi/ix£ // H
I 1 (A/n niJ^A^^ O^uJTj.t 25

1

1

2 ** (Juj^ •

/^^ 25
^^H 1

5 dXTZ. S^^ '^
bo

^1 2 ca.O'f^
\

7 IS

I
1 M. ffh/xj^/j/. U^/rJ<A.^ /5

\

1 /hjx^ Ayf/x/^^^f 50

1 '

1 int. (Ipf^j^
^5' lt5

1^^B
^

1 pA.. O-rvLxm^
"/O^H

^H.

(J^jx-JAM^^A^ fjh-i^m£/rit

L Olf ^

^^B

i

I \
\
i

1H 1 n^JYi 95. I(j02,
\

i JO niv^,^^ L 1
» j^^m^ ^^^^iigi^gfiiii^g^^^^gg^^ggijjl^



Obfw^PROTISIONS BILL.
tl

I to PaplL-Copy the Modd BiU oa p«e« «• P^iog

And ruling*

OUuwtltr "-T «»• •a-** »'«» »* •'^ ' *' •*"* "*'™'

'

pvltedw utteotfon to writing. ponotwOoB, rdrti*»

HAMILTON,. -19

M.
BOUGHT OF D. Morgan,

Provision Merchant.

5"

T

2.

L



-FEtovmom uu^
)

iTic,

„19_

M
Bought of.



L MM. Ovw. --* Jfc-^-OBDEMl^JIOintY.

M..rD. Pt^on. pie-. p.y to M^ M. SlocUir ^'^•;;^';^^^

/ /5M

t^iH



McdM, Oopw, and Eaaviat.—OKDXBB.

IO.tn.etlO>l. to PuplL-Copy the mdel once , th.n «rlt. on on,«- for Fifty Dollar,, dated to-da.v .a ,oar own cit.-t X.

L^^^^druui. bv J.!rK..n,e<ir .... I'. Heu.i.le. ia tuvor of H. H..weU or o.^ler.

o..,««to»hco.druu..bj Jno. K
,^..

'

ri„r"or«orb.«rer I «Ty« Hy WTiU..«
•
o..ly afUr lho..a..c«f the ^.K'.. ibcCr-krU

lu«.lenoi..iogotlaW«». (See AnloU* No. « oti cover.t

icfnlfi

OllllSunfnp

'W - ' MJ i

.i
'



*

^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.)



BitaiiQfr'MM.

OB

Babuioe duo

^5 00

.">:•

18. Becelpt on Separate Sheet.

Wlnnil»eg. May JO, IWl.

*"*""
Received from Mr. T. ««trg. Seventy-five Dollars,

on occount.
j y Willmott.

Cttlgttry, Aug. 5, 1901.

'^'
Received from A. M. Scott, Esq.. Thirty-nine and

,
VoOan, in full of account.

^ ^ ^.^^

it. T.Hon. Beeelpt«.-The above form, of H-ipt n.y

1« ««ie to answer for »"/ P"'^'"^.,^^
. J'tnt u,. to

*o«nt» to "in full of all demands, -or re
,

^," ..for rent of house No. 27 K.ng St.. to Maj

oiber suitable expreMion.

82r.,Vtf. vK-si

good, oa «»mnl otth. pM«o« itgatog the «««-

/•or Jfonty.

Woodstock. May IOi !*»•

•'''"Mr. R. Stevens, plea*. W
;f

Mr. ^J^r^^l
Twenty-five Dollar, and Fifty Cent-, and oharg. t^W

account. D. R. C«Wl)f/%

Jfor Good*. •

Woodstock. May 10, l«6l.

Mr. R. Stevens, please deliver to Mr. ». S««t

onler. Tweoty.five and A«. I>ol»*» - 8»«^ «'^'''-^

account of D. R. Older.

left-hand end.

„.., „,„j l»v. l»t >W. »u.»be" <^™a
; ^^^

1 Write the following superscriptions "« «";'''^"'*;-
^.

• ^- '^^?*lr^ ^rrha^^t.^ Halifat Nova Scoti. ;

Wm.-8aand«», 27 ^'^'"T °
Tendon En.rland ; Hon.

Sir Isaac Pitman. 1 Ampn Corner, Lo"^"". *^" .^^

Wm. Patterson. MP., Charlottetown. P.E.I.
.

Hon.

Mnwat M.P.P-. Toronto. Ont.

"^r Wnte an application in answer to the foUow.ng adver-

tisement, and address the envelope

:

^.^^^^

.•Wanted-Youth as Student^ ^- ^-^'"T^'

107 Board of Trade Buildings, Toronto, Ont.

,0c;, P^J,,*-^' ""^;° tSrH.. »a Coat H«k. S.

U-'Si r.?u.'u;^ «^t wn. «a» «» a.,.

•^ 1*01== l~
(Ofie Art Itt on cover.)

afte« the purchase. (See Ari. «o
. xr •»

4.i»^te a separate receipt for the i«yment .n No.

"^T^^wsweU gives I. Siu^ ^ "^^' ^^ v •^°^"*:"

f„?;f^n gST Wri« Oie cder, makin^.t negott-

for |1Q *«»tB 01 g^«^ 21 and «2 on'cover.

)

ablewithootindorwaelit. (See Art«, .41 »»
, ,k« ahove

•. Mrite oStTlm of groceri* for the «««ni of tho above

^^««eip*^«scl.rk. (8«^t^9««-^^.—

A^B'',
1

'.> lbs. Rolled Oats © 3c. Receipt the Bdl. _
1 «„ w Whiteman requesting him.toj»y

9. Write an order on R. A\ hitema ^ ^^, j

S,e in cash to N. Dingwall or order. (See Art.

^
10. For i>age 13.

^t. It as follows :-53 A-"^^;^;^^J^ ^
Miss Weir. - Plewe •""»? ?ril*^^ ho»e. Yg««
Friday.-. «>.« was wayoidablyJ^^^^ "^j^ ^
truly,

,Mfe»




