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- 1 Minute -

You can do what you want to do and will work to do. A
man makes his own luck, good or bad, by the kind of work he
does and by his thoughts along his life.

- 3 Minute -

Once you have used a half dozen or more business forms
often enough to understand them will, you should be able to
adjust yourself rather quickly to the use of otther business
form. This is a good thing, too, for there are many thou- 230
sands of printed forms; no one could practice them all in a
lifetime of typing.

-5 Minute -

At first glance, some of the printed forms used in the
office might seem to be complex; but only a moment of study
is required to understand how to use most of them, for most
froms are simply letters. Take a bill or a check or a memo
or a telegram, for instance; each is just a letter with the
greeting and closing left out. Once you realize this fact,
forms begin to make sense. You can also see from this fact
how much time forms save; if you had to type a whole letter
instead of fill in a form each time you prepared a telegram
or bill or check, you would not get a quarter as much done.

One more aid that pays its way by saving time and that
is part of the equipment to be found in all desks is carbon
paper. If no one knew fo carbon sheets, so that the typist
had to write one at a time all his extra copies of business
papers, and then someone came up with carbon paper as a new
thing, you sure would judge it to be the finest gift of all

time. Far from flinching from the use of carbons, a typist

stroke
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But when the Post office introduced ZIP numbers as the
replacement of the zone number, there was a period of great
adjustment. At first the Post office beliebed that all its
scanners required the ZIP number to be displayed with extra
space around it, and so typists all over the country made a
custom of spacing three times before typing any ZIP number
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The National Honor Society
Will meet on Wednesday, (next week’s date)
to hear
Mr. Lincoln O. Harrington
speak on
"Honors with Honor for Honor Graduates"

School Auditorium at 4.15 p.m.
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airline carrier consignor excursion
automobile coastwise consignor excursion
backhand collision destination freightage
baggage commutation drayage gondola
boxcar compartments dunnage hangman

carload consignee embargo helicopter
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ALIEN BOARD

ALIEN BOARD Volume Close Amount
Bank of Ayudhya 16,340 77 1,237,940
Bangkok Insurance 82 542 44,444
Bangkok Rubber 100 46 4,600
Dhana Siam 50 242 12,100
Land & House 4,400 218 959,200
Post Publishing 5,000 290 1,450,000
Thai Military Bank 3,000 408 1,224,000
MmN (szm'nmﬂm%ﬁmum Ay 5 1M

HAPPY COMPUTER CENTER

EMPLOYEE FILE

‘NAME SEX AGE POSITION SALARY.
DANAI PAKVIChAI M 29 PROGRAMMER 9,500
JATURONG PONGNAK M 29 ENGINEER 6,700
KITTINAN THIMDEE M 37 ENGINEER 8,000
KORNTHIP SAISUK F 30 ACCOUNTANT 7,800
PAKAPORN PLODTHAO F 20 TYPIST 4,670
PREECHA NOPPAKU M 42 MANAGER 18,000
SOMIJIT SAITEEN F 22 OPERATOR 4,670
SOMPONG NAKSOM M 25 SALESMAN 5,200
SURASAK PIKAMIN M 27 SALESMAN 6,000
WONGCHAT MONGKON M 31 PROGRAMMER 9,800
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2. fheghamsiialilsudlaiing
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Thailand Post POSTCARD
A A 19 A A 1 Yo
youarnodnrhn Fouaznogys
Henry A. Jones Robert F. Franklyn
107 Silom Road 112/1 Sukhumvit Road
Bangrak Bangna
Bangkok 10500 Bangkok
10260
F% [
AUYIAN

October , 2004

Dear Sir
I have been asked by the family of the late Mrs. James to inform you that funeral of
their mother will take place on Tuesday, the 20" October. The Service will beat the

Assumption catheral at 10.30 a.m., and interment in the Catholic Cemetery, Silom Road.

Henry A. Jones
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Sunirutana Pipattham
44 Saint Louis Lane

Sathon Road, Bangkok 10120

Kittisak Sawasdee
89 Praram v Road

Dusit, Bangkok 10300

Dear Kittisuk

I am awfully sorry that I am unable to come to
luncheon on Saturday next week, as I have already
accepted a previous invitation to a picnic for that
date. 1 fell sur that you will quite understand

me. I hope you will all have a jolly time.

Sunirutana Pipattham
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To . Margaret Norton,
Millinery Department
From . Frederick Lincoln

Personet Department

MEMORANDUM

December 1, 2004

Subject : Promotion for Jean

Louise Young

We are pleased to approve your recommendation that Miss Young to be Advanced to

the position of Assistant Buyer and receive a salary increase of an Additional $100 a month. The

new position will become effective on January 2. Please extend our sincere congratulations to

Miss Young.
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To : Andrew Wolfson

From : Jean Betz

Date Current Date

Subject : Pa Di Comparison report that you asked to see is enclosed.

(P) Would you please return the report to me when you have finished
with it. Incidentally, Mr. Walson has asked that this report not be

circulated outside the company.
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Thank you for your enquiry of 5 November. We
have enclosed our winter catlogue and price-list giving
details of c.i.f. London prices, discounts and delivery
dates.

Though you will see we offer a wide sellection of

watches, may we draw your atention to pp. 23-28, and pp.

31-36 in our catalogue which we think might suit the
maket you are dealing with? And on page 25 you will
notice our latest designs in penndant watches which are

becoming fashionable for both men and women.

1 waziisesavdanysn ll@%} 0 ASHUY
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44 Saint Louis Lane

Sathon Road

Bangkok 10500

October 1, 2004

Dear Surasak

I am awfully sorry that I am unable to com to luncheon on next Saturday, as I have already

accepted a previous invitation to a picnic for that date. I feel sure that you will quite understand

Me. I hope you will all have a jolly time.

Sincerely yours

Sunirutana
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October 1, 2004

Dear Surasak

I am awfully sorry that I am unable to com to luncheon

already accepted a previous invitation to a picnic for that date

quite understand me. I hope you will all have a jolly time.

Sincerely yours

Sunirutana

44 Saint Louis Lane
Sathon Road

Bangkok 10500

on next saturday, as I have

. I feel sure that you will
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Mr. Supatsed Pasutha
112/108 Bangna-Trad
Bangna, Bangkok 10260
(Current date) Dear Mr. Supatsed (P) I've Decided to write you this letter for a long time but I
just begin it now. I trust that the genuineness of my feelings will excuse me in your eyes, Dear
Mr. Supatsed, do you know that you are the best girl for me? I can't tell you how much I do
love you. I shall be certainly the proudest and happiest person on earth, if you accept my love.
I do hope you will let me know your feelings towards me as quickly as possible. I await with

profoundest anxiety to an answer to his letter./ Your devoted friend
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2. unpuma q vewarmnegsnanlszma

2.1 Full Blocked Style with Open Punctuation

LETTERHEAD

October 14, 2005

National Smelting Company
3779 Riverside Street

Des Moines, Towa 50308

Attention Mr. Arthur D. Anderson

Gentlemen

SUBJECT: ORDER FOR COOLING FAN

Thank you for your order for 10 cooling fan units, No. 1687. We are pleased to have this order

from you.

A large shipment of these fans is on its way from the factory. It should reach us within a few days.
We are, therefore, holding your order until our shipment arrives. Unless we hear from you to the

contrary. We shall assume that this action is satisfactory. We shall send the fans as soon as they arrive.

The enclosed booklet on air conditioners may be of interest to you.
Let us know if we can serve you further.

Yours sincerely

James Donald, Manager
Order Department
JD/sp

Enclosure




2.2 Modified Blocked Style with Mixed Punctuation
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LETTERHEAD

October 14, 2005

Business System, Inc.
502 Washington Avenue

Whitewater , Wisconsin 53190
Attention Mr. William Waack

Gentlemen:

Our secretarial staff was surprised when it ran off 10 masters from The boxes that we are returning
and found that they were red masters Instead of purple. The carbon copy of our original order
specified Purple masters, so somewhere along the line the red masters must have been sent by

mistake. One of the boxes of red masters is missing ten of its masters which were red.

May we have the purple masters before the end of next week?
Sincerely yours,

Roger Gadsby

Office Manager
RG/aw




2.3 Semi-Blocked Style with Closed Punctuation
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LETTERHEAD

October 14, 2005

Mr. R. CIiff,
Homemakers Ltd.,
54-59 Riverside,

Cardiff CFL.

Dear Mr. CIiff:

Thank you for your last delivery. You will be pleased to hear That the dressing tables are
selling  well.

A number of my customers have been asking about your bookcase and coffee table assembly
kits which are listed in your Summer catalogue under KT 31, and we would like to test the
demand for them. Would it be possible for me to have, say, half a dozen units of each kit, on
approval, before placing a firm order?

Yours sincerely,

E. T. COMPANY,

R. Hughes,

Manager.

RH/us
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2.4 Indented Style with Closed Punctuation

LETTERHEAD

October 14, 2005

Mr. J. Allen,
A & C Company,
41 —43 Broadway,

Manchester M2 £BP.

Dear Mr. Allen:

Thank you for informing us about damage to our consignment (Invoice No. 18871).

If you want us to send you another shipment as in your order No. 14478, please let us know.

We have the garments in stock and it would be no trouble to send them within the next fortnight.

Yours sincerely,

B. Lyndon,
Manager

BL/td
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LETTERHEAD

Miss Ella Rosa Burnett
The Wolfram Company
25878 Market Street

Youngstown, Ohio 44501

Dear Miss Burnett:

October 14, 2005

Thank you for your letter in which you asked to change your terms of payment to settlement

by bankers draft on quarterly statements.

We are taking up the reference you offered, and found it satisfactory. You can consider the new

arrangement be effective from your next order.

MB/pp

Yours sincerely,

(Mrs.) Margaret Ballard

Sales Manager
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2.6 Square Blocked Style with Open Punctuation

LETTERHEAD

Mr. E. Gower October 14, 2005
Rhuddlan

St. Asaph

Clyd LL17 ORN

Dear Mr. Gower

Thank you for your order, No. HU 14449, which we received today. Unfortunately we do not feel
that we can offer the trade discounts which you have asked for, viz. 35 per cent as we only allow

a 25 per cent trade discount to all our customers regardless of the quantity they buy.

As we think you will agree, our prices are extremely competitive and it would not be worthwhile
supplying on the allowance you have asked for. Therefore, in this instance, I regret that we have

to turn down your order.

Yours sincerely

D. York DY

Manager sy
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2.7 AMS Simplified

LETTERHEAD

October 14, 2005

Messrs. Ludovico & Bros.
114 High Street

Glasglow, Scotland

SCHEDULE TO SHIPMENT

We have been advised by our South American Agent that a shipment of 200 sacks of maize was
effected on the first of October by S.S. "Cathay" which is scheduled to arrive at our port on 17"

instant.

Please instruct us whether you prefer to take delivery yourselves or leave the matter to us to clear

from the customs and dispatch to you by rail or by truck.

We await your reply and shall carry out according to your instruction.

LOUIS E. STEVENSON-DIRECTOR

Sp




2.8 official Style: Semi-Blocked with Mixed Punctuation
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LETTERHEAD

October 14, 2005

Dear Sirs:

On the tenth instant we handed to your goods office a consign- ment of 100 bags of

tapioca to be delivered to Messrs. Steveson & sons of 82 King Edward Road, Ireland.

Our consignee has cabled to us that he has received nothing at all. From your receipt No.

13/73 we note that the goods will reach their destination within 30 days. As our consignee

needs these goods urgently, we have to request you to check whether the goods have reached

the destination. Your prompt attention will be appreciated.

Yours sincerely,

William Green

Managing Director

The Station Master
Goods Section
State Railways Head Office

Queen Street London, E.C. 3
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(Current date) Messrs. Stones Co.,Ltd. 1080 Jalan Besar, Ipoh, Malaysia Dear Sire (P) Owing to the
fact that you have ignored our communication of February 7" and 24" with regard to your outstanding
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Yours faithfully Patatee Sing Managing Director (Initials)
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To
From

Dept.

MEMORANDUM
Sales Manager Date :  September 2, 2004

Director Subject : Sales Budget

Finance

At the quarterly Budjet Meeting it was noted that quarter' s expenses were very

high without any increase in Dales.

Please look into this and let me have a report before I decide what action to take.

S.P.
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Grand

The Opening of the Fortune Blue wave Hotel Bangkok is an auspi cious which
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occation we cllebrate with pride greatful thank to all who have contributed to the successful
s
introduction of Bangkok 's latest hotel. First class

the J R
As part of Fortune town proect located at the Bama inter section on the direct to
the conveniently
route Airport the Fortune blue Wave Hotel Bangkok is constantly situated easy access to
P for

the city 's mainbusiness, shoping and entertian venues. Offering hight standard of comfor

m ment a and

table accomdations with a wide rangeof facilified amenities back by, our services, the

impeccable the d

fortune Blue Wave Hotel Bangkok is Ideal for both business visitors anthe tourist holiday.




NINTIUMSIBEUM AU

nansInAg nonssuiiniay
9 9 = v A ' ~ P Y A !
1. Tanudinernuasewnnensansa 1. BoudinednunTonnIensIII
Y 9}:&' [ a 4 3‘; a =1 =1 9}::' 1Y a .{3’; a d'd d'
2. Tanwdineanumsnunauiuran Tned 2. BoudinenuauiuiIuRaanting 0anang
IATDINNIIATIVT NANUDY A359939MNUDY
3. WaTemalidizoudnom 3. dnowdedde
4. wounmenu U iia 4. Ufianumun lasuseurue
5. ATINANTUAN 5. daHAUTANH
a 4 3 a o
6. Mswsmaunuiduilvazauau 6. uTIWTWUNLay A

NUANPUHINEHIONINT TN
1. Slﬁ}ﬁuﬁ'ﬂummﬁaﬁmmﬁﬂmmiﬁuﬁﬁmazmmuﬁusﬁ

ya 4 < @ = a I @
2. Tanuwnuamunuudnda lunuuGsununaasingy 2

A =
FoMSSaUMTaOU
d‘ Q' a d
FodINuN
= a L= [
1. LDUSoUNUHAASINY 2
2. A1981IATBINUIEATIVI I
d‘ o d
aolannai
A Y 9 '
1. 5 oamemNIINAsHE NS oM ez ury la
2. wnseudsdluTas IundoudIng
=%
msilsziuma
o a Y I
1. Tasmsdunanganssuvesdizowiluseynna
=\ 4 Y [ dy
2. Tagmsnaaoy WAUNNT IHAZHUUAIL
9 129 o a 9
—wanugnaes lulidedmil  la 10 azuuu
Y 12 Y I o ]
— wanugnaealsosau iy vnuvsazr 1 azuuu

[l Y =1 4
—NaQm"lm;]ﬂ@]mmﬂmaﬂauﬁﬂﬂiﬂum llﬂ 0 AZUUY

nuintia

a 4 J I ) a 4
v lvdeanuainin  Idiuauiunaaldgndesauysel a1 10wH (10 azuuw)




56

2 wﬂa N VoA
URHUMITDUNGHUASVHUA HuyENn 12

x4

a a ¢
AP NUNANINGY 2

POHUIY  INUTNHZMINNAS VA UNOWANA NS WAZA NN

91509 MNTNHZMINUNS U UNOWANANNE IAZANUUNUG UIUMUIIN 3 FIlug

-

a @ 4 a < [ o
1. L‘ﬂﬂuﬂﬂ'ﬁﬁ%}N‘VIﬂ‘H3Lﬁﬁ]ﬂ'linW‘TLﬁ’JL!a%ﬂ’J'liJlmuEﬂ

a J o
2. DITNUNIVIAN

~

— 1 UM

a

— 3 UM

a

— 5 UM

— 10 WN

o W
aniangy
3 ) A oA a X 9 A g~ Y v 3 =
‘ﬂ')'llllfl")tla3ﬂ'J'liJL!JJ‘L!fJ'lGluﬂ'liinIWﬂ@fl]glﬂﬂ"Uuul@ WONITYUISADINANNINNULASUAIY

o

1 Y a =K Aa d ° 1 A aa A A a 4 ] 1@
WEJWEH?J'E]EH\‘IL!‘VW?\‘ISLHﬂ'IiF»lﬂ‘WlI‘W@ﬂTQﬁMWLﬁN@LLagﬁ@L‘H’OQ Tﬂﬂﬂﬂﬂuﬁﬂﬂ@iuﬂ?i?‘lﬂ\lw Y NIUN

A a o

F) 2 A P Y A A:allﬂ}d Y v A o=
NI1INIIUY ﬂﬁ‘ﬂﬂllﬂiWMWﬂgﬂ@]’ﬂﬂ UAZDU 9 u’t’)ﬂmﬂuﬁliﬂuﬁ]%@]’ﬂﬂhuﬁﬂﬂmﬂﬁiﬂWMWﬂﬂ

d ~
galszasamsizaumsaeu
aalszasnna il

a a ¢ A 9 [ a I3 ] o
1. Fmatdamsnuriiiead 9inyz MINUE ez U U

A a

sAAAIGNT / UIN

QN CaNe

2.
Jd Aa a

galszasnmangAnssu
a a <3 1 o [

1. ﬁmﬂuﬂﬂ”liWiJﬁﬂ'ﬂiJLi'JlLﬁ$ﬂ’J”IiJLL§J°L!fﬂ?JfJNQﬂ@%}@Q

a J o = a J o a SV 4 ° L%I
2. lumsiunduna 5 wn ﬁnﬂiﬂWiJWﬂ”leV]‘ﬁ/U”m]lﬂ 30 ﬂ”l‘lJ'L!ulll




57

X
IHOMIA 13
a Y % 4' a d ] )
1. INAHAMNSAS WNNHLINDMSNHS INALANNUNUEN
A 9 A va v dy
uvanslfnaall
A o a3 o ] 3‘;
1. azdoalFanuneenidndumsnuiituilsesaztosns

A < ? < o o
2. ﬂ15ﬂﬂWNWLma$ﬂ3\1 ﬂ’Jﬁﬁﬂ'J']iJLﬁ'JLLa%ﬂ’JHJLLiJufJ']W%I@N DU

Y ~

[ g’/ d'd a &Y 9}3’/ a o
3. Tuugazasanumsnuiduna velvaslawunlvange
I

] a J [
TumsiSeumsdou Faoundsusmsiuwesniilu 3 szay Ao
v o A A & 2 q v v 3
n. szaud1sie A M lagleinligndessiaGa
o <3 A 1 <3 Y dy 1 v o
V. 52AUANNIGEI A9 MISISIANNGI IHUINVUNNTLAVEITD

o v o A ya 4 v o £ Y Y [l o <3
fl. ICAVUIAY o ﬂl‘ViWMW@TNﬁUWﬂUQﬂquﬂlﬁQﬂ@@\uluuﬂq Tﬂﬂaﬂﬂﬁquliﬁaq

a [
2. MINUNIVNA

v
w

a ¢ = o a o a = d'a dd‘dd‘ = o =
2.1 3 WHNAUNIAT 1 ¥ 5A%Y !!ﬁgﬂﬂﬂ1q°ﬂﬁ/ HINANNNHNNANTANYINIUAYT

Strokes
If much time is lost to coaching or checking working worker, 54
the alert businessman will soon come to the conclusion that 115
his worker is costing too much. The only folks he wants in 172
his office are those who can be trusted to do every assign— 231

ment well and quickly, whether or not he gives supervision. 290
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When you hear someone day that it is raining cats and
dog, you know rain is falling hard. No one knows how
the expression was begun, but it is old. Jonathan Swift, who
wrote those tales about Gulliver, used the term in a book more
than two hundred years ago. Well, it never has rained cats
and dogs, of course; but do you realize that it has rained,
of all thing, froge? It is true.

It seems that a gale can scoop up the spawn, or eggs, of
the forg and lift them high up in the air. The spawn may ride

on the wind for hundreds of miles, flying on for days and days.
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We must learn to do some kind of work well. If we are
able to work well, we can always take care of our share of
the work of the world. We should learn in school how to think
and how to work if we wish to live a full life. The power to
think and the power to do a job well come from a study of books
and by working with people.

A keen, quick mind can do big things; but emotions that
are held in check can work miracles for you, too. It is very
easy to train the mind through study and the use of the things
you learn, but you train your emotions by living when you give
yourself for the good of others. As a rule, this is harder to
do; but it is far more excting.

Men the world over share Ben Franklin' s enthusiasm for an
education. It was he who said that if a man expties his purse

into his head, no one can take it from him.
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You may recall that, when you were a child, you liked
to write with a purple pencil basil because you could put a wet 110
sheet of paper against the writing and get a copy of what
you may have written. That war a hectograph pencil, and the
idea that the ink in such a pencil will reproduce many copies
is the basis of hectograph duplicating. You can get the ink
in a pencil even yet. but the office worker who does a lot of
hector work uses either a ribbon or carbon paper that is inked
with hector instead of ordinary ink; and he types the copy just
as thought using a regular ribbon or carbon, as the Cass may
be, except that he makes every effort to write with very even
and sharp strokes.

Depending on the quality of material you use, you can make
up to 300 copies of a hector master; and can you can print on any
kind or size of paper that will go through the hectograph ma —
chine. You can get hector carbons in many colors, such as red
and green and blue, if you wish.

The stencil process of making copies is based on the fact
that liquid leaks through holes; it is as simple as that. A
stencil is just a thin sheet of tissue paper that is coated on
both sides with gelatin.

Y a o

a o ' 2 '
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The office worker has to cope with many problems in
The office. Not the least of these problem is the art
of getting along with other workers. Part of the solution
to the problem of getting along with others is to do your
own work in the right way. This right way of working is
one of the marks of the mature person.

It has been said that the mature person is one who can
face reality. A mature person is one who finds more satis —
faction in giving than in getting. A mature person is one
who can solve problems of life without "flipping his lid,"
who does not make the same mistakes again and again, and
who will reason whit another person instead of punching him

in the nose.
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