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SECRETS OF COOD LETTER WRITING, excerpt
from “The ABC’s of Good Letter-Writing” in
The Complete Book of Personal Letter-Writing
end Modern Correspondence by Lassor Blu-
menthal. Copyright @ 1869 by Lassor Blu-

Directions and Questions Carefully,”
Good Ressoning Techniques,” --s,;.,'g':..‘
tions” in How to Take Tests by Jason Millman
-u;!c Walter Pauk, Copyright € 1989 by
) Mmmw~g;}},nl::i l;.epnnted by ; ~mmissica of

menthal, Used by ission of Doubleday &
Company, Inc. EANDLISG YOUR PENSON.
CORRESPONDENCE, from “Fersonal Letters” in
Emily Pos’s Etiquctte, revised by Elizabeth L.
Post. Cupyright @ 1969 by The Emily Post
p ey fsion Of

¥ APPLYING rom

A yos, excerpt from “Jobs and Careers™ in

The Cogzletc Book of Personal Leiter-Writing

and Modern Correspondence by Lassor Blus

menthal. Copyright @ 1969 by Lassor Blu.
hal, Used issit oly

Inc. Rep by p
Furk & Wagnalls Company. GIVE YOUR
LETTERS THE RIGHT LOOK, from “The A
‘pearance and Style of Your Leltelxs" in Emily

by p Doubleday &
Company, Inc. PICTURE THE FROPLE YOO
ARE WNITING TO, from Business Letters That
Turn Inguiries into Sales by Ferd Naukeim,
C ight @ 1957 by Prentice-Hall, Inc. Ree

Post’s Etiquette, tevised by El h L. Post.
Copyright ¢ 1969 by The Emily Post In-
stitute, Fne. Reprinted by permission of Funk
& Wagnalls Company. SOCIAL NOTES AND IN-
viraTioNs, from  “Invitations to Weddings
ard Receptions,” “Wedding Announcements,”
“Acceptances and Regrets,” “The New Baby,”
“Engagements,” “Funerals” in Emily Post’s
Etiquette, revised by Elizabeth L, Post. Copy-
right © 1969 by The Emily Post Institute, Inc.
Reprinted by permission of Funk & Wagnalls
Campani. HOW TO WHITE FOR INFORMATION,
from “I'm Writing to Inquire . . .” in The
Modern Business Leticr Writer's Manual by
Marjune Cloke and Robert Wallace. Copyright
2 1969 by Marjane Cloke and Robet Wale
Yace. Used by permission of Doubleday & Com-
pany, Inc. HOW TO COMPLAIN AND GET AC-
T1ow, excerpt from “Writing to Business Firms
—And Cetting Results” in The Complete Book
of Personal Letter-Writing and Medern Cor-
pond Lassor Bl hal. Copyrigh
4 1969 by Lassor Blumenthal, Used by pet-
Doubled & C

printed by permission of the publisher. rean
YOUR LETTERS BEFORE YOU WHITE, from “Flan
Before You Write” in The Moders Business
Letter Writer’s Manual by Marjane Cloke and
Robert Wallace. Copyright © 1569 by Mar-
jane Cloke and Robert Walace, Used by per-
mission of Doubleday & Company, Inc. now
TQ WRITE SALES LETTERS, from “Sales Letters™
in The Complete Letter Writer by N. H. and
S. K. Mager. Copyright @ 1957, 1968 by
N. H. and $. K. Mager. Reprinted by pennis-
sion of Pocket Baoks, a division of Simon &
Schuster, Inc.  HOW TO SAY NO WITH A FMILE,
from “How to Say ‘No* with a Smile” in
Business Letters That Tum Inquiries into
Sal2s by Ferd Naybeim. Copyright © 1957 by
Prentice-Hall, Inc. Reprinted by permission of
the publisher. HOW TO HANDLE LELICATE
siTuATIONS, from “How to liandle Delicote
Situations™ in Business Letfers That Turn In-
quiries into Sules by Ferd Nauheim, Copyright
© 1957 by Prentice-¥Hull, Ine, Reprinted by

f Inc.

of the publish HOW_TO Wine

missioz  of pany
"SRITING YOUR PUDLIC OFFICLALS, excerpt from
“Writinz to Your Congressman” in The Com-
plete Buok of Personal Letter-Writing and
Madern Correspondence by Lassur Blumenthal,
Copyright © 1965 by Lussor Blumenthal,
Used by permission of Doubleday & Company,
Jur. WRITING TO NEWSPAPERS, MAGAZINES
AND TV, excerpt from “Writing to Magazines,
Newspapers, Radio and TV” in The Complete
Baok ‘of Personal Letter-Writing and Modern
Corcespondence by Lassor Blumenthal, Copy-
right ) 1969 by Lassor Blumenthal, Used by
permission of Doubledny & Conop Inc.
APPLYING TO SCHOOLS AN COLLEGES, excerpt
from “Writing to Schools and Colleges” in
The Complete Book of Personal Letter-Writing
and Mudern Correspondence by Lassor Blu-
menthal. Copysight © 1969 by Lassor Blumen-
thul. Used by pennission of Doubleday &
Company, Inc. JIOW TO WAITE A RESEARCH
raven, slightly adapted from “Preparation and
Note-Taking™ in Modern Rhetoric by Cleanth
Brooks and Robert Penn Warren, Copyright ©
1949, '1958, 1970 by Harcourt, Brace &
World, Inc. Reprinted with their pennissi

PRECI5, BOOK REPORTS, AND PROJECT REPORTS,
from “‘Preparing Your Final Copy,” “How to
Write a Precis,”” “How to Write a Book
Report,” “Haw to Write a Science Project Re-
port” in Writing the Rescarch and Term
Paper by Travis L. Hauser and Lee Leamer
Gray. Copyright © 1964 by Cambridge Book
Company, a division of The New York Times
Medis Company, Inc, Reprinted by permissi

of the publishcer.  TAKING WRITTEN EXAMINA-
TioNS, from “Using Time Wisely,” “Reading

BUSINESS REPORTS, from “Business Repotts™ in
Business Writing by J. Harold Janis, Ed-
ward J. Kilduff and Howard R. Dressaer.
Copyright @ 1956 by Bames & Noble, inc.
Reprinted by permission of the publisher.
FZVEN MODERN STEPS TO WORD POWER, from
“Learning ‘Words the Mudern Way” in 30
Days to a More Powerful Vocobulary by
Wilfred Funk and Norman Lewis, Copyright
@ 1970 by Funk & Wagnalls Co. Used by per-
mission of the publisher. LEARNING woORDS
BY THE ‘‘UNFOLLCING PROCESS,” from “Word
Building by the ‘Unfolding Process’” in 30
Days to a More Powerful Vocabulary by Wil-
fred Funk .and Norman Lewis. Copyright ©
1570 by Funk -& Wagnalls Company, Used by
permission of the: publisher. Quick vocasu-
LARY BUILDFR: WORDS FROM LATIN AND
GREEK, from “Words from Latin” and “Words
from Classic Poots” in 30 Days to a More
Powerful Vocabulary by Wilfred Funk and
Norman Lewis. Copyright © 1970 by Funk &
Wagnalls C sed by permission of the
publisher. GOOD GRAMMAR IN A NUTSHLLL,
from The Reader’s Digest Great Encyclopedic
Dictionary. Copyright © 1968, 1968, 1969 by
The Reader's Digest Association, Inc. pusc-
TUATION FOINTERS, from *“Punctuation” in
Complete Secretary’s Handbook by .Lim:m
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