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Even experts slip o
Bunous novelist w:-me:P £
"I bave heard u reserved. il i
: T - slent man, wid
ng n‘rrm?nwthrp:al kol after three days of ‘r:::;.lr
;,mnu_: :E“miéik ’f"'f.[.;""m'h ‘weather, hurs
This fmplies that the
- MEmUD concerned
lﬁn‘:amu o l]:ﬁh of after three days ol
3¢l . Wha SWAE meant was that  he
;:: :;I!::ltlv"l: I;:at 1:;1 xrln:rimhlz Ll.ll'll'lil_l-ﬂI:-.
I s of bad weather had made
zfnrg:nrli;‘y'. A commi after the phirase to :!::::
i[:-fn have made thit meaning clear.
it ;Ihc MEMAG o 3 pussage may depend
MPIUur m?;m-z, PG see how dwiporang. jt
e fou < TASIED punctuation W 15-to ' write
- Inf;?;gng:&r:rd{-ﬁ._ More wwollogquially, eon’y
. iy woan age of speed
ilttm;u. and vour writing mmrjg;nit i:pmi @
‘our b e {62 Never g
o ca: ;:j-lu:; MNever use a word o

occasionally, 4

!‘l\:iid words which are seldom wirtl tlhen
ﬁ;u{h_ns very, rather, a8, Provided s
o job. wse ‘simple; well kngwn
mther than erpdite ones
Usée ‘short sentences
% rather than ling, U
one. apt adjecriv ) Fichiie
rucp fective rather than a desariptive

Wil

’P-ftig"n'ur As i most activities,  practise
Smprovement und eventually o skl
- and perfection.  Each effore will Se impl-m"n.
!!Iwm:. Ptﬂl.lsl:mcc_ will fuke vou a master of
clear, elfective writing, Ty the fellowing :
1} Look out of a win i
description of everything vou i:_w 2t
2} Disscribe the room whers v are.
13) Imagine vou are writ : i
BE g o Mg o 3 friend
. xcbr Yeur o parents, your  childhood.
Y Keep! a dify, This miov
: v 3 Provides exiel
:J;-;m etlmu practice.  Record yvour thnugi:u. [a:']-
"tﬁilll:fw' u;}uii_a&r.mmu of engagements angd
E | dre ] - i
aped Comme it upr;n Eh:irt;l %_E‘St.l'll.lc P fuly

Lo . Geive Full derails o
My ppened and deser il e people vay,

s ;'-5) Resise the reulpragion telephone
ant reuaﬁ sepondence iy 50 iy :
- i MZ  perionalig FuEE:
teat it-mare fylly, 5 e i

Im'bm. ]'E-, !
e Yoy i
preder 3 gocit o) r ledter ribing Many peaple

 letter Father
7 rthag o ph
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call. After all,
Persanality, and it may

A letter 15 a fragment of
he resread and

cherished., A phone conversation -'|uI'Ck|F 7

tomes a hasy memory,

A5 in-other forms of writing, you muss

able to express yourself clearly in your

fettes

What vou write MUst comvey just what

have in mind- -nothing more or less

N
.
Phis must: Lie done as concisely a8 P‘?ﬂw.

Crit oue every word thag is oot doing 2
But remwimber alsy that yonr smile

;"'-' Wil oF the warmih of your voice hex e
Cler. Therefore oy o put this wannt = !
3 i

kimdness into wour words.
Letters fall into 1wo classes—-

personal,

The business world is awakening w042

habits in letterwriting, Stiled, imper i

Fm is giving place 1o simple, nanrah

vour leteer dated May 30, Hevewith P]L’;.l‘im&

cnclosed has vielded to 1 atrach or 137
ing

:‘”"I’_I}'- clearly and divectly as possiblé:
Lhe general wone of a4 busingss

and consaleration,

The openivg i

should be worded with the recipens Lot
ut 1 n'ﬂ

F:1 nund,  Thus a leter of complal
likely to achieve Jis objective if vOU
tan what was praiseworthy.

Remember 1o begin a new J
whetiever there is & change of Eubjtf!'. ds Jr,‘:‘llrl

In wiiting personal levers 10 FHqp fiie
acquaintances, again bear n mind i
TeCIpient s primarily interested i .J.F‘!
wd s oy Pursuits, clUtE

Common sense and colrtesy ,||¢-:|I0111[i

maud that your jnitial paragrapt®

: i
framed 40 please and fnerest hine: s

ety

_ Shaw a3 gemuine concern mulu
in;-u: Iriend's puyrsuits, joys an 'tr-'!’"
]]Illl et that you have rememberec T
Al be generous in commendation '
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Latet you way come on o YO0

Je O
tstE and problems, Thomas carlyle Py

ribed a friepd a5 “one befoie i
think aloyd *

If you are o eals
et

That is apt.
triend, you slml?ﬂd he frank #15
Such TuLiu:iu__t' will deepct yorr

-bi uil!l'”lm-e'

anguape.  We have to thank you forY

o
Again, the golden rule is 1w sy G

legret
mlri‘“"’f

Wost impotang; it should convey | _lpf‘l i
[ n[d’["ﬂ

|
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i
ud. wi'“"’%% ::”‘%

job.
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Even experts slip up oceasionally. A
famous. novelist wrote:

“I have heard a reserved. silenz man, with
ma nerves to k of after three days of hard
running in chick, south-westerly weather, bursi
ue i W\

- This implies that the seaman concerned
bad no nerves to speak of after three days of
bad weather, What-was meant was that  he
was uwsually in that imperturbable  condition,
but that three days of bad weather had made
i nervy. A comma afeer the phrase to speak
of would have made that meaning clear.

If the meaning of & passage may depend
upun a comma, you cm see how important it
is [or you to master punetuation so a3 to write
ﬂﬁﬂj'. ~ -

~ dAvaid Tautelegy. More colloquially, don’t
be longwinded! This is an age of speed and
action, and your writing must’ suit it

Your best rule is: Never use 1 word un
less it serves & purpose.

Avaid words which are seldow worth then

ace, such as wery, rather, so. FProvided/they
the job, vse simple, well-known words
mther than erudite ones,

Use short sentences rather than long. Use
ane apt adjective rather than a descriptive

Practise  As in most activilies,  practise
leads to -improvement and eventually to skill
Each effort will see improve
mene,  Persistence will make vou a master of
clear, cffective writing. Try the [ollpwing:

1) Look out of a window and write 2
deseription of everything vou sce.

12} Describe the room where you are.

3y Imagine von are writing to a friend
and .ﬁeﬂibwpur parents, ma.lrs rchildhoaod.
our work. T

td) Keep'a diny  This provides excel
Jdent dailv practice. Record your thoughts, fm'mll
15 a
ctivities are of little use; describe them fully
and cOwdnent upon thefl. Give full details of
what happined and desaribe  the people von
- Ay .

I
(5) Resist the emiptadon fo telephone;
write instead. Correspondence is so import-
ant in revealing persomality that we must
treat it more fully. .
Imnprove Yaur letter Wriing. Many people
prefer to receive o leteer vather than a phone

call. Afeer all, o letter is a fragment of
ality, and it may be reread and eve
cherished. A phﬂﬂc conversation quickly
comnes 3 hazy memory.
As in other forms of writing, you musg]
able to express yoursclf clearly m your Retter
What vou write must convey just what 'y

-

have in mind--nothing more or less, Ay
This must be done as concisely as possible

Cut out every word that is noz doing a job.

But remwmber also that yvour smile canngt
4 -
be scen or the warmith of your voice heard ind

letter, ‘Thercfore try to put this warmth l.ll‘j
kindness into your words, .|

Leuers fall ino two classes-—business il
personal,

The busingss world is awakening to it lﬁ‘
habits in leverwriting. _Stuled, imper

0 is giving place to simple, natural, plat
anguage. We have to thank you for your d
the 30th ult is replaced by Thank you
your letter dated May 3. Herewith please
enclosed has vielded to I attach or 1 am seid
g "

Again, the golden rule is 1w say things #
simply, clearly and directly as possible,

The geneval tome of a business letter
most important; it should convey politenes
and consideration,  The opening  paragrapis
should be worded with the recipient’s ingeresld
in mimnd. Thus a letter of complaing js more
likely to achieve fts objective if vou hirst uen
tion what was praiseworthy.

Remember to begin o new  parageaph
whenever there is a change of subject.

In writing personal leiters to friends aid
acquaintances, again bear in mind thar e
vreaipient. is primarily interested in hamsell
aned bis own pursuies. .

Compon sense and  courtesy therefore Jde
mamed that vour inigial Pm'asrnplu should be
framed to plmse and interest hiim, !

Show a genuine concern and interest 0
your friend’s pyrsuits, joys and problems, Lef
him see that you have remembered 'them. Abave
all, be generous in commendation and prase

Later you may come O 1o your own inter
ests and problems. Thomas Carlyle once des
cribed a friend as "one before whom we a¥
think aloud."”

That is apt. Lf you are writing to?
triend, youi should be frank and confiden
Such intimacy will deepen _3'0!1]"&;&]1{15111[1 B
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[lpenMyLLecTBO NporpamMmbl
BIQE

* [lporpamma afanTuMpoBaHa noJj TpeboBaHUA POCCUUCKMX BUBINOTEK
K 06paboTKe M306parkeHnm

* BbicOKas Nnpon3BoANTE/IbHOCTDb

®* HM3Kkaa CTOMMOCTb JIMLEH3UN B CpaBHEHWNU C Bapy6e}KHblMM
daHaJ10llaMUH

®* BbICOKMIM YPOBEHb aBTOMATM3aLMM 06PABOTKM

* [locToAHHAA TEXHMYECKAsA NoAAepKKa U peryasipHble 06HOBIEHUS
NMpOrpammbl



Cnacm60 3a BHUMaHUe!





