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historic book may have numerous typos and missing text. Purchasers can download a free scanned copy of the original book (without typos)
from the publisher. Not indexed. Not illustrated. 1922. Excerpt: . . . LESSON FORTY The Whole Composition The whole composition usually
consists of a series of related paragraphs, each contributing toward the development of a single subject. In the business world the form of
composition generally required is the letter. Throughout this book the language and subject-matter of business correspondence has been
used. Letter writing as such, however, is to be studied in the letter-writing text for which this is the base. A word concerning the importance of
this study will, therefore, be instructive. By almost every concern not purely local, business is carried on chiefly by correspondence, and
employers are ever alert to find those who can write effective letters--letters that win. And what is more, they are willing to pay good salaries.
Recently, a large wholesale company granted the members of its adjustment and collection departments very substantial increases in pay at a
time when it was lowering the salaries of other employees. This clearly indicates that a knowledge of letter writing insures a better salary. If you
master the science of letter writing, not only will you receive a higher salary, but also you will have better opportunities for advancement. You
will be promoted to a position of confidence and responsibility, where you will have an opportunity to learn the inside of a business. This is,
indeed, one of the highest rewards. Moreover, you will find a knowledge of letter writing valuable in any line of work. It is impossible to
conceive of any business...
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