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book (without typos) from the publisher. Not indexed. Notillustrated. 1914 Excerpt: .not issue commendatory letters on account of possibility of
forgery, but authorize departing employees to have references made to them by telephone or by letter. 3. Do not submit original references to

prospective employers; send only copies plainly marked Copy. 4. Impersonal letters bearing such address as P. O. Box 96 and others have

Gentlemen as salutation on the rule that in language the masculine plural includes the feminine plural and singular of both genders. A
salutation in the singular in such instances would exclude the plural of both sexes. Letter of Resignation 499 Third Avenue, New York,

December 1, 1913. Me.srs. Wilson Colby, 264 Denver Ave., New York. Gentlemen: Owing to greater opportunity to further my future prospects and

to a considerable increase over my present salary, | regret to offer my resignation to take effect January 1, 1913. | fully appreciate the
consideration with which | have always been treated by your firm, and express the hope that you will kindly recommend me to my new
employers, Messrs. Ingold Lawson of 89 Broadway, this city. Thanking you for your many past courtesies, | am Very respectfully yours, Review
Questions for Chapter XIl 1 Why is $5 preferable to $500 ? Is $5 correct? 2 What is a circular or form-letter? On what occasions is it employed? 3
At what points are blanks to be leftin a form-letter? 4 What are some possible objections to a form-letter? 5What does f. 0. b....
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