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embody in each letter all the rules laid down regarding opening, description, argument, proof, persuasion, clinching, and the various
intermediate embellishments. Most books on the subject of business letters devote far more space to these features than does the present
work. The authors believe it is wiser to give to the subject a treatment that is suggestive rather than one that is exhaustive and likely also to be
exhausting. This book is designed, not as a textbook on the subject of business letters, but as a practical aid to the man who is trying to train
himself to break away from the stiff and commonplace office letter that is natural to him only because it has become habitual. It is designed to
serve him as a manual for desk use, to which he can turn, at the moment of dictation, for a suggestion or a rule applicable to the class of letter
he is about to write, A work that is to serve such a purpose must not be long winded or full of abstract discussion of theoretical rules. About the
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