INSTITUTO LATING AMERICANG, A G.

GENERACION 1987

PRONTUARID DE
DOCUMENTACION, MECANOGRAFIA Y
CORRESPONDENCIA

PRESENTADO POR:

MARIA DEL CONSUELO ORTIZ GONZALEZ

Para Acrediter su Examen Recepcional de
SECRETARIA INGLES - ESPANOL

Monterrey, N. L. Junio de 1987









INSTITOTS

GENERACION 1987

PRONTUARIC DE
DOCUMENTACION, MECANOGRAFIA Y
CORRESPONDENCIA

PRESENTAD G SR @R

MARIA DEL CONSUELO ORTIZ GONZALE7

Para Acreditar su Examen Receﬁ@ianal_ de

LiTING AMERICANA, A C



X

D

O




% INSTITUTO LATINO AMERICANO, A.C.

Ejercicio No

hoy,
sabrie

ui e femino que se
| del '

D g engrlo junto

mi, os los que

me : r adelante
§ 1]
{

O L&

Materia
Nombre Calificacioén
: Maestro
Carrera Grado Salén Turno Plantel Fecha
‘\
i
G ]
PARA 17T b ; T
1 f"(-)_‘ : ; a
este M 1o scbes
Pero 2 en mi
habi¥ fiisma que E
tengoy Aedo lo mej -t
(q .!] :

figerara com logaeg
. no lo tuvie




INSTITUTO LATINO AMERICANO, A.C. [ gjercicio No

Materia
Nombre Calificacion
Maestro
Carrera Grado Saldn Turno Plantel Fecha

ChaCICN D™ TNA 3TCRET Rle

SHI Ck, TIEN CCUCCFS MT TE:FaJC,
Ca*M£5, PaPTITS, sRCPIVCS, YUMTCS
QUIZRO STR T TR™ MIS CCMVFPu{R:S
Ma PERSCI & R OSPCIS+PL® Y :FaTLRE,

QB YC 378 La IRELTICIA AITCHRT, ATMINTA
pIZem =L, CCLAFCRADCRA WFICT™ PR
Y FI™L +IL «VEIWNTE DE La CFICINA,

[UE VT CCRAZCN SIS TA 7 C:Da LTThEA,
EN CeDi STIGNC, TN CeDs HCJA ®N TAITTL
Le VIDe QUL TALFITA MeS ALLs DT

MTS MeUTTM 43 D™ ™ AFLJIO,

CTHCTLES ST CR, PCR ¥I TTLFLJIC

PCR FIS CCVMPsaRHWRAS, POR RL AMFIWI'ME =N
AUZ VT HAS PUTSTC PCROUT PT™RMITTS
RWAIIZeR BT PRCFTSICN CON ALTGARIA Y
COXP™TINCIA,

PPCTPCEME, DICS MIC, AQUI Y "M TC™: S
Pr7T55,

GRACTA STLCR.,




INSTITUTO LATINO AMERICANO, A.C. [lgjercicio No

Materia
l Nombre Calificacién
Maestro
Carrera Grado Salén Turno Plantel Fechs

April 9, 1987

Mr. John fMay
561 Peach Street
Decatur, Goegia,

Dear Sir:

The Madel 16 office desk I bought in yaur shop en
March 20 arrived last evening. I am sorry te write you,
though, that it arrived with twe desp scratches on the top.
I cannet accept the desk as it is.

| Please have your man call te take the desk back te
your shop.

Yours very truly,

Mr. Albert “oon
Sales Lanager

M
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april 3, 1987
Mr. Jack Pace

23 Oneida Avenue
Brookings, South Dakota.
Dear iack:

There is a fairly good chance that I shall be in Dallas
early in July fer a sales meeting which will take place in

the Hotel Green.
If I can arrange
spare an hour er
am most eager to
in.

This meeting will l:st nearly three days.
tha trip, I sincerely hope that you can

sa to take me through your main office. 1
ebserve the billing marchines you have put

Would you please let me know ni by June 15 if you gan

possibly de this

MSS/mcog

fer me.

Sincerely yours,

Mary S, Simens
Sales Manager

-
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April 3, 1987

Mr. Herbert Hall
456 Country Road
Paris, Kentucky.

Mr. Hall:

My physician tells me that I shall need an eperation
en the lower sectien ef my elbow to remeve the bone chipse.
I shall, therefore, hava the eperation at ten e’cleck an
June 15 at the National Hespital.

This is enly a miner operation, but I shall have te
stay at the hespital as a patient till June 20,

I know that I can rely on you te take care of all
corporation matters with efficisncy in my absence.

My physician feels that if all gees well I can be
back at my desk on June 21.

Yours very truly,

James C. Greean

JCG/mceg
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April 8, 1987

Mr, Curtis Green
720 Ceuntry Reoad
milten, Delaruare

Mr. Green:

When I was in Dallas en May 10, I talked te the
oewners of the Dallas Ladies' Shop. They said that they
are not pleased with the service they are getting from
our local salesman, Mr. Black. In fact, he has not
seen them since last March. Neor did he send them the
catalogs feor which they asked. I said I weuld check
inte the matter.

Could you check the facts fer me se that I can take

the necessary steps te see that they get the service that
they should have.

Your very truly,

Harry A. Miles
Sales Manager

HAM/mcog
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April 6, 1987

Miss Sara Je Dress Shep
87 Palmer Avenue
Fleetwoud, New York.

Dear Madam:

Thank you fer the erden fer a half dezen ef sur
Number 16 ladies' coeats that you gave te Mrs. Hunt ef
eur Park Lane stere. The coats were shipped yesterday
by truck and should reach yeu seon,

1 am enclosing a cepy of our cataleg, which just
came off the press. It lists eour wvhole line eof ladies'
apparel. Yeu will be very glad te learn that this vyear's
prices are the lowest in our history. I have worked very
hard te keep them in line.

It is our earnest hepe that you will visit us again
S80N,

Yours truly,

Albert Simons
Sales Manager

AS/mceg
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April 8, 1987

Mr. Irwin Pace
294 Valencia Streest
Reswell, New Mexice.

Mr. Iruin:

While yeu were on vacatien, the auditor visited our
effices twice. 0On his last visit he said that he needed
more detailed data on our credit policies before he weuld
be able te give us a clean bill ef health. I teld him
that you headed our credit sectien and that yeu were the
only man qualified to answer his queries oen credit policies.

He will call yeu in a week or so. UWhen he calls, givs
him all the detailed data he asks for.

Yeurs wvery truly,

Jack Dwight
Manager

Jp/mceq
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April 25, 1987

Mr. Franklin Pace
87 Palmer Avenue
Fleetwoud, New York.

Gentlemen:

Your financial and personnel records are of great importance
to the operation of your mapufacturing palnt. If you came to
work one morning and learned that those important records has
been burned in a fire, you would have cause to sorry because
you might not be able to open your doors again.

One way to be sure that those importhat records are well
guarded is to place them in a Smith safe, where thaywill be
protected from the most severs five.

Bo not delay; decide to take action today te guard those
important recerds permanetly. If you will mail the enclesed
card, we shall be delighted te send you the full story of our

safes.
Yours very truly,
Tomas Kelly P.
Sales Qanager
F ™
IR
TKP/mcog
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April 7, 1987

Mr. Curtis N. Smith
17 Sierra Glen
Crownpoint, New Mexice,

Gentlemen:

I must take this oppertunity te write you about the
effectiveness of eur advertising in the Star in helping
the sales manager of our company lescate capable eoffice=
machines salesmen,

Larly in June our sales manager needed two salesman
te represent us in the central part of Maine., Ue placed
a small ad in the June 18 Star and the following afterneon
had six applicants, twe of whom we hired immediately.

Hereafter, when we need salesmen quickly, you may be
sure that we shall advertiss fer them in the Star.

Yours very truly,

Victer F. Green
Sales manager

VFG/mcog
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April 16, 15987

Mr. Curtin Staff
234 Avenue
Montgomery, Alabama.

Te the Staff:

I should like suggest a dinner meeting at which we can
talk about our sales correspondence, It is important that
every correspondent, from the presedent down, realize the
big danger of losing goodwill because of baldly composed
letters No one will deny this fact, but evidently it is
necessary for us to check up on what we are doing, occasionally.

Several of our editors will be on hand te point out how
we can upgrade our correspondence.

Please be sure that the members of your staff take
adventage of this dinner session. The date will be announced

later.
Yours very truly,
Ge R. Bates
Nﬂnaagr
/,’___‘__‘-_—_-— R,
GRB/mcog %
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April S5, 1987

Mr. 2mith Temple
567 Clay Avenue
Paris, Kentucky.

Mr. Temple:

In the last three months, I have received from
customers no fewer than fifteen complaints to the
effect that our pens scratch. I have tested a dozen
pens selected at random from our stock, and 1 find
that the complaints are justified.

Please check this matter with the Preduction
Department and attempt te get te the bestten ef the
trouble, 7If the cause ef these complaints is not
eliminated immediately, we may lose many good customers
in eur domestic market.

After you have talked to the preduction peopls,
shop in te see me s® that we can decide what we sheuld

de.

Yours very truly,

A. C., Broun
Manager

ACB=-mcog
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April 1, 1987

Mr. Ulises Temple
134 Avenue

Houston, Texas.

Dear Mr. Temple:

The months of August, September, and October represent
the busiest season in our manufacturing business. e estimate
that we do about 60 percent of our domistic business in

those months. So that we may serve our customers efficiently
cach year, we hire a staff of temporary worked to help

take care of our correspondence.

. If you have any persons on your lists who are
available for temporary work in August, September, and
Octoeber, please refer them to me.

1 can see them on the following days: Ffriday, July
31; Monday, August 5.

Yours truly very,

Margarita P.
fanager

mMP/mcog c
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flarch 1, 1987

Yir. Tommy L. Overman
67 Avenue “p2%
Tallahassea, florida,.

Dear Mr. Overman:

I should like to ask you a question. What is the ecanfidence
ef your crediters worth te you? VYou knew that it is werth
a great deal.

You can maintain that confidence by demonstrating a
desire te coeperate. If you cannet make a full payment, at
leat pay part eof yeu bill. Always ackneswlege any letters
you receive. Such action on your part will generally enable
your crediter te meet you halfuay.

As you knew, we have not yet had a check from you in
payment ef the geods you purchased during the months ef
September and October ever though we have written you several
times,

Why net send us a chack now, before the matter slips
yoeur mind.

Doen't risk your fine credit rating; in once it is gine,
you may not be abhle to regain it.

Very truly yours,

Reynalde S. G.

{ Managiy

RSG/mcog y
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March 1’ 1987

Mr. Paul Hughes
Avenue Florida
Baton Raouge, Louisiana.

Mr. Hughes:

I have just looked over the sales record of Mr. E. H.
Underwood, who represents us in the lWest. 1 must confess
that I am not completery satisfied with the progress he is
making. His lack of success me to understand.

1 have written Mr. Underwood requesting him to meet me
next week in my office, at which time 1 shall try to find a
satisfactory answer to the problem.

If 1 should find it necessary to replace Mr. Underwood,
can you suggest a dependable man for his position?

A stamped envelpope is enclosed for your answer.
Yours very truly,

A. R. Shauw
Managsg

ZASEN

ARS/mcog
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April 8, 1987

Mr. Tom Myers
23 Oneida Avenue
Brookings, South Dakota.

Y|

Dear "'r. Myers:

We have written you several times endeavoring to
collect your unpaid invoices. To dats, we have had no
reply to our letters asking for payment.

Df course, we do not like to suggest unpleasant
methods for collecting unpaid invoices. We feel, though,
that we have been more that patient. Therefore, unless
we have immediate payment, we intend to engage a lawyer
to take action to collect our money.

Please mail us you check today. In that way we
shall both continue to enjoy the fine telations that we
have. enjoyed in past years., Do it now, before the matter

slips your mind.

Yours very truly,

AHJ' Green
anager

Ads/meeg
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April 16, 1987

Mr. Yaul Staff

123 Avenue
Indianapolis, Indiansa.

To the Staff:

On January 2, Mr. Fred Fox joined the National Textile
Company as tax directior. In this position Mr. Fox will
devote his time to company tax matters.

Mr. Fox received his bachelor's degree from Yale in
1955. After serving in the Air Corps, he continued his
studies at Yale, where he obtained his law degree in 1958.
Approximately two years later, he joined the law firm of
Knox and Smith, where he specialized in tax work.

It is a pleasure to have Mr., Fox on our staff,

Yours very truly,

A. R. Dexter

Sales manager
/A%

O

ARD/mcog




INSTITUTO LATINO AMERICANO, A.C. [lgjercicio No

Materia
Nombre Calificacién
Maestro
Carrera Grado Salén Turno Plantel Fecha

April 8, 1987

Mr. David Davis
234 Avenuse
Boise, ldaho,.

Dear Mr, Davis:

This letter announces the publication of three valuable
lectures that every businessman should read. hese
lectures were delivered before tha National Businessmen
Association by successful businessmen who are leaders in
their fields. These lectures take up the following topics:
Y« How set up an accounting system.
2. Heuw to prepare a sales bulletin.

3. How to handle diffcult sales problems,

A copy of these lectures is yours with our cimplimnets
if we receive your renewal to Business Ueekly by July 1.

Yours very truly,

S. F. Les
Managar

SFL/mcog
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April 6, 1987

Mr. ‘‘anuel B. Hart
234 Avenue North
Madison, Wiscensin.

Gentlemen:

I am happy to be a character reference for Mr.

Franklin G. Brown, my former assistant, who is applying
for a government position in which he will travel
throughout the world for the State Department.

When I was district foreman with the Central Railroad,
Mr. Broun worked closely with me. He was a hard-working,
faithful, and efficient worker who never objected to
taking on new duties. Ffurthermorem, he was always eager

to learn.

When I retired from the Central Railroad in 1862,
he succeeded me as foreman.

If there is any other information I can furnish you
regarding Mr. Brown's character, training, or work habits,
Please write me.

Yours very truly,

S. G'ay Sons
Manager

£ 7,
5GS/mcog & B L
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April 8, 1987

Mr. Wiliam Turner
234 Arizona North
Salem, Oregon.

Dear Mr. Turner:

Do you want a wide assortment of patterns from which
to choose your sports clothes?
Do you want a suit that will fit you like a glowe? Then,
Stern Brothers is the place for you to shop.

That is where the men of this city who are determined
to get the best sports clothes do their shopping. These
man know that at Stern Brothers they can get just what
they want at the price thay want te pay.

Come in, Mr. Turner, and let us show you the wide
assortment of modern patterns from which you can choose.

You can, if you want to, take advantage of our liberal
credit terms.

Very truly yours,

A.B. Shaw
Manager

ABS/mcog
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April 21, 1987

Mrs. Sara Gray
87 Avenue Sourth
Topeka, Iowa.

Dear Mrs. Gpay:

We are happy at this time to be able of offer you two
years of the National Readers Magazine at the special
intreoductory offer will expire on Friday, August 30,

Ue know that you will bhe pleased when you read the
interesting fiction and the entertaining articles in the
National Readers !lagazine.

fo get the fist issue of the National Readers Magazine,
just fill out and return the enclosed card,

- Remember, though, that this offer expires on “ugust 30.
¥ou must, therefore, act promtly.

Yours very truly,

- Re He K
Manager

AHK/mcog
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March 21, 1887

Mr. Paul Green
76 Avenue North
Annapolis, flaryland,

Dear Mr. Green:
The amount of money you make in a year does not
indicate how much you improved your net worth in that

year; it is what you save in that period that will decide
what your future will be.

It is surprisingly easy to save at the Empire Savings
Bank. You will be exceedingly impressed as you watch your
account grow with the help of dividends.

ie you would like to improve your financial futurs,
come to the Empire Savings Bank.

Yours truly,

Owen Peter
Manager

@
Ly

0P/mcog ?W
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March 23, 1987

Mr. John Smith
34 Avenue
Jackson, Mississippi

Dear Mr. Smith:

In football, as in any other sport, there is no
substitute for a good physical condition. That is why
the professional teams require their players to pass the
Life Extension Institute examination.

We do not provide aptitude tests because the henpla
sent to us have already been accepted. Ue are p=rmitted
great latitude in our questions, though, and always probe
into the attitude of the man in relation to his assignment.

Most of the people whom we test express their

gratitude for our personal interest in them and their
careers.

Cordially yours,

Gpe. Ruiz F.

GRP/mcog
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April 4, 1987

Mr. Broun N.
45th Avenue
Houston, Texas.

Mr. Brewn:

The plans fer cur new traspertation buiding were
transmitted te me several days age by your secretary,
Miss Green.

After studying them carefully, 1 found than several
significant changes were made without my knewledge en

permission. While there may be seme good reason faor
making these changes, there is en reason for yeur making
these without letting me knew.

I am exceedinfly reluctnst to approve the plans in
their present ferm.

If on it is cenvenient, I sheuld like te discuss
them with you eon Friday, June 15.

Yours very yours,

Frank Je. Smith
Manager Gene

F-
:
3

FJS/mceq
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April 7, 1987

Mr. “eonal Green:
45 Ayenue North
Phoenix, Arizona

Dear "r. Green:

The manuscript for your book, "Tabulation Made Easy",
arrived this morning. May I congratulate you on a fine
job. You have justification to be proud of its quality.

I want to congratulate you also on keeping to the
schedule that we set up last spring. 1 realize that it
was not an easy task, and 1 appreciate your efforts.

If my calculations are agccurare, we should sell
15,000 copies of "Tabulation "“ade Easy" next year.

Once again, congratulations on a fine job.

Yours very truly,

Sammuel Villa L.

Sales '

anager

SVYL/mcog
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March 7, 1987

Mr. Felipe With
234 Avenue North
Nashuille, Tennessee,

Gentleman:

For the past twelve weeks I have been teaching typing
in the evening school in my neighborhoods. It has been a
rewvarding experience indeed, and look forward to each session.

Rlready most of my students are typing 40 words a minute.

I attribute these fine records in larga part to your book,
"Typing Skill Drills.” I selected this book after examining
backwards and forwards more than ten books on the market.

I thought the authors would be interested in knowing

about these superior achievements. Please a give the authors
my congratulations for having produced an excellent book.

Yours very trully,

Laura i. Ortiz
Sales Manager

F oA

LAO/mcog
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March 8, 1987

Mr. Gray Peter's
56 Avenue North
Austin, texas.

Mr. Gray:

The School Board has decided to hour its monthy meeting on
Saturday, April 16, in the Chamber of Commerce building. The
meeting will begin at 11 a.m. rin though umntil about 1 p.m.

I should 1ike to discuss with you something that I plan
to bring up before the School Board on April 16. Would it be

convenient for you to stop at my office on Friday, april 15,
about 10 a.m.? the matter I wish to discuss with you will take

only a few mintes.

Very truly yours,

John H. Green
Sales manager

JHG/mcog
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April 10, 1987

Mr. James Glay

890 "a" Avenus
Littie Rock, Arkansas.

4
Fip, Yames:

As you know, we try to include in the monthly company
bulletin a hrief sketch of the galesmen who have been added
to the staff recently. 1 understand that about a week ago
you added two men to your department on the East Coast.,

UWould you please let me have a few lines about each
man. I should like to have some information about the
experience of each and.the type of work he will do. Even
though it ig not esscential, please send me a recent picture
of each if you have one available.

Can you let me have one this material by April 57

Yours very truly,

J.HC. Jones

Jcl/mcog
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April 2, 1987

Mr. Pedreo Gray

Avenue Peter North
PDenver, Colorado.

Dear [fr, Gray:

The ten days I write you that 1 would wait before
taking legal action on your account have pased, and I

not heasrd from you. I am, therefore , authorizingour
credit manager to turn the matter over to my lauwyers.

I do not like to do because neither of us will
profit by this action. I shall have to pay a collection
fee, and your credit standing will suffer.

All this to not necesary. There is still time to
prevent litigation. You have only to send me your check
in the enclosed snvelope. UWhen I receive it, your
account will once again be in good standing. Take definite

action today.

Sincerely yours,

H. K. onda P,
Sales Manager

HKOP/mcog




INSTITUTO LATINO AMERICANO, A.-C. | cicrcicio No

Materia
Nombre | Calificacion
Maestro
Carrera Grado Saldén Turno Plantel Fecha

March 25, 1987

Mr, Ted Fully
Avenue 4th
Olympia, Washington.

Gentlemen:

About three weeks ago I bought ene your television
sets and had you install it in my home. 1 am sorry to
report that we have had nothing but trouble with it .

Your man has been here six times. On each visit
he has mads some adjustments, and on two occasions he
installed new parts. 1In spite of his efforts, we still
cannot get a clear picture. Every station to which ye
turn comes in with so much snow that it is impossible " to
sit and watch a program for more thaa a fsw moments.

I feel that no amount of adjustment will make the
set perform satisfactorily. 1 wish, therefore, that
you would have your man call for it and that you replace

it with a new one.

Cordially yours,

fFlanagan& Sons

FS/mcog
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April 24, 1987

Mr. Ted Thomas
234 Avenue
Bismark, North Dakota.

Dear Mr. Themas:

Yesterday 1 walked through the Evansten business distict
visiting all the stores. Never before had I seen them dispay
such afine line of merchsndise. 1 am verypraud te be a member
ef the Chamber of Commerce of such a business area. '

I hope that you will set apart one ot twe evenings
between now and the end of the year to have dinner in the

area and then wvisit as many ef the steres as pessible te ses
yourself how nicely thay are decerated and hew completer they
are atocked,

I knew that you, teo, will be preud te live a in city

with se many progressive merchants whe lcek after your
shapping interests.

Sincerey yours,

William Ferd
President

-
N
4

WF/mceg
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Mr. Frank Day
65 Awenue North
Nashuille, Tennessee.

Dear Mr. Day:

March 9, 1987

We were sorry to receive your letter of Januaty 8
informing us that you plan to discontinus your insurance
with us when your present policy expires on February 3.
e assume that you are planning to place your insurance

with some other company.

Before you do this, be sure to investigate the

dividends paid by that company.

Becausae of the careful

way in which we select the persons whom we select the
personas whom we, insure, we have been able to pay a big

dividend each year.

We hope that after you have studied the whole matter
of insurance, you will reconsider your decision to transfer

your insurance elsewhere.

HBF/mcog

Yors very tuly,

HeBe. FoODly
Man r
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April 7, 1987

Mr. Fred Harper"
4th Avenue
Selt Lake CLity, Otan.

Mr. Harper:

I have some news that I am sure will please you. It
is definite that we shall open eur new store on Tenth Strest
and Fifth Avenue on April 16 at nine o'cleck. I talked with
the contractors yesterday, and they gave me positive assurance
that everything will be ready en that date.

Mlay 1 suggest, therefere, that you proceed with the

announcement of this opening in the New York newspapers. In
addiﬁiana I think you should send a special letter we recently
purchasead.

I do hope that April 16 is a nice day and that we shall
have a good turnount for the opening of eur new store.

Very truly yeours,

Ae J. Lee
Manager

”

P
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April 18, 1987

Mre. John Fay
5th Avenue
Raleigh, North Carolina.

Dear Mr., Fay:

I am extremely pleased to announce that I have recently
purchased the Master 8 Agency on Contitution Avenue, in
Washington.

I extend to you a cordial invitation to examine our
spacious, newly completed quarters. Visit our moder service

station, which is equipped with the latest and most efficient
machinery. Meet the men who take care of servicing the cars.

While you are there, ,ou will want te take a look at the
new Master 8, which is a model of efficiency. It is one of

the finest cars ever built, with esvery possible comfort and
convenience.

Yhy not come in seon.

Sincerely yours,

A, Morris B.
Manager

z;rg%
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April 8, 1987

Mr. Paul Harper
6th Avenue
Helena, Montana.

Mr. Harper:

This is just a short report on my visit to Baltimore
to speak to the convention of newspaper pulishers.

The general meeting in the morning was well attended;
there were more than 1,500 members present., As you suggested,
I talked about our publications program for the coming year;
and the talk was very well received.

After the talk, I had an opportunity to see several of
the officers of the association; and all of them felt that
our company's publications program, as I ocutlined it, was
very much worthwhile,

I am submiting my expense report to the president. 1
am not, however, accepting the fee that he las offered me.

Very truly yours,

Harry Smith
Manager

~ \,\

HS/mecog
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April 28, 1987

Mr. Jhonns Small
23th Avenue
Concord, New Hampshire.

DBear Mr, Small:

We have always tried to operate our business on the
principle that every customer must be satisfied. Have we

failed to satisfy you in some way?

Our records indicate that we have not received an
order from you since May, 1965, and we are very much
concerned. We are very eager to learn why you havs
discontinued ordering from us. We sincerely hope that the
absence of orders is due to reasons having no bearing on
our merchandise,

Won't you please write us telling us why we have not
been permitted to serve you recently? If we ars at faul in
any way, we will do everything in our power to satify you.
May we hear from you soon?

Yours very truly,

Staff M. B.
Manager

u\
SMB/D\CDQ 'L,‘ A4
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March 12, 1987

Mrs. "'argarita Day
23th Avenue
Annapolis, Marland.

Dear Mrs. Day:

We are sending you under another cover your premium book
for you insurance policy.

Qur records indicate that all your permiums have been paid
though June 8, which completer your payments under this poliey,
As this book is valuable, we suggest that you file it immediately

with your policy in a safe place.

We congratulate you, Mrs. Day, on completing your
payments on your policy; and we urge you not to let anyone
induce you to surrender this important for the purpose of
replacing it with another policy.

Our exp-rience with you has been very pleasant during the
term of your policy. If at any tome you have a question
redarding your policy, please use the enclosed envelope to write

us.
Very truly yours,
H.83. FORD
Manager
W
HBF/mceg g
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April 8, 1987

Mr. Victor Ford
45th Avenue
Treton, New Jersey.

Gentlemen:

As more and more families get television sets,
adverfisers begin to ask questions like these:

Should I go into television now?

How big an advertiser must I be to consider it?

How much shall I have to spend?

What advertising agency can do the best job for me?

Our organization has been active in television from
its very beginning. WYe recognize the problems that are
involved.

If you have been thinking of using television to sell
your manufactured goods, we should like to show you facts
and figures on how well this medium works. All you have
te do is request them. If you wish, we shall gladly send
a representative to tell you about the services we offer
to advertisers.

Yours very truly,

manuel 0. Alcala
Sales Mamager

moa/mcog
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“pril 8, 1987

Mr, John 2mith
45th MAvenue nNorth
Houston, lexas

Dear Mr, amith:

1t is a pleasure to be a character reference for
Mr. James H. Lreen, my former assistant.

Mr. bwreen worked for sereral years for the National
Railroad before he joined my staff., Later, he was
appointed editor of world News, one for our peroidicals.
unfortunately for us, he decided about two years ago to
leave the business world and accept a position with the
wovernment.

Mr. breen was a progressive and hard-working person
thoughout the years that he was with us. He never
objected to taking o n new and challenging assigments.

very truly yours,

awaerardo tord

bk /mcog
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March 8, 1987

Mr. Sergio Gates
35th Avenue
Houston, Texas

Dear Mr. Gates:

You will be interested te know that in a few days I
shall leave Baker and Company in order to form an investment
advisory company that will publish a , magazine for
professional investors. In addition, this new company
will start an investment fund that will be offered to the
public on a limited basis. Consequently, I shall no longer
be in a position to handle your investments.

1 hope that you will continue to do business with
Baker and Company in the future; it is a progressive firm,.

It has been a pleasure to take care of your account
in the past; and for the confidence you have shouwn in me,
may ] express my deep and sincere appreciation.

Very truly yours,

G. Ne. Naan

GNN/mcog
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April 7, 1987

Mr. Paul Baker

A5th Avenue
8ismark, North Dakota.

Mr. Baker:

Please pardon the delay in acknowledging your memorandum
of April 7 in which you ask permission to order 50,000
circulars for use in your regular fall mailing. I have had
some particularly difficult problems to contend with during
the past month, and this is first opportunity I have had to
take of my correspondence.

I think there would be some adventages to ordering a
larger quantitysay, 150,000, In my opinion, we can always
use the extra circulars; and the cost of printing an
additional 100,000 eopies would be small, What do you think
of this idea? I will leave the final decision up to you.

Yours very truly,

A, J. Bates
Manager

AJB/mcog '
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April 8, 1987

Mr. William Mack

45th Avenue
Junean, Hlaska.

Dear Mr. Mack:

e all like to dream of carefree days ahead. UWe like
to think of the time whem we can go to think of the time
when we can go on a permanent vacation and perhaps settle
in a warm climate. Are you, however, taking the steps
that are essential to make your dreams come true?

Are you putting some money aside every week, for
example?

It is so easy to develop the habit, once you open a
special thrift account at our bank. Each dollat that you
deposit earns still more money for you because it draws
interest.

Start your savings account without delay. Build the
fimancial security that will enable you toc enjoy the time
of your life sooner than you think.

We shall welcome your inquiries about any banking
problems you may encounter.

Very truly yours,

Fernando Flores G.
Sales Manager

FFG/mcog
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flarch 5, 1987

Mr. Joel £, Uest
345th Avenue
Oklahoma City, Oklahoma.

Dear Mr. West:

We are sorry that we shall not be able to fill your
order for one gross of our Model B8 men's shirts that retail
at 83.50, We have not been manufacturing this model for

some time.

It has been our experience that men today are asking
for a new type of shirt. They want a shirt that they will
be able to wear for a long time and that will look better
than a shirt that can be made to sell for $3.50.

In order to take care ot this demand, we have designed
the Model 10 shirt, which is made to sell for $6.

The enclosed card lists the wholesale prices for the
Model 10. If you will fill it out and return it to me, 1
will send you a supply of this new Model 10 immediately,

Yours very truly,

Fa Be Hart
_anager

FBH/mzog
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March 8, 1987
Mr. F. Underwood

34th Avenue

Pierre, South Dakota.

My, YUnderwood:

The account of
is now more that 90
concerned about the
something is wrong,

Smith and Company amounting to $3,000
days overdue, I am, naturally, quite
situationy, I have a feeling that

as this company ordinarily pays its

bills promptly.

Because of the importance of this account, I suggest
that you make a special visit to Smith and Cempany and speak
to Mr. Green, the president, to see what you can learn.

I need not remind you, I am suref to be extremely
tactful in handling this situatien. T'he Smith account is
very important, and ve must not lose it.

Yours very truly,

J.Je. Shaw
Manager

J3S/mcog
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April 23, 1987

mro Jo Bear
67th Avenue
Mont pelier, Vermat.

Dear Mr. Bear:

As you know, summer, is only three or four weceks awaye.
Many men and womrn are already beginning to make vacation
plans. We hope that once again our hotel is first in your
thoughts when it comes to making your own vacation plans.
I am glad to say that many of the people who took care of
your needs last summer will again be on hand to serve you
this year.

Indications are that this will be one of the biggest
and one of the most exciting years our hotel has ever had.
Consequently, we cannot urge you too strongly to make your
reservations in the next day or tuwo.

I hope you will take a few moments soon to write us
when we may expect you and how long you will expect with
USe

Very truly yours,

De Fe Re
Manager

DFR/mcog
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April 8, 1987

Mmr. F. Henry
23th Avenue
Montgem=zry, Alabama.

Dear Henry:

I have had a report this morning from the foreman eof
the shopping reom that the 5,000 folders we ordered have
arrived and are now ready to mail to the membership of the
National Athletic Assocuation. They are good-looking
folders; and if I am not mistaken, they will help us sell
lots of our imported sporting doods.

Mr. Banks did the art work himself as a gesture of
friendship. To be sure that the felders are mailed without
delay, I shall take care of the matter myself. It will be
ne hardship.,

I am enclosing a copy of the folder fer your files.

Yeur very truly,

Fred Je M.
Manager

o

\
Fam/mceag (
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March 6, 1987

Mr. M. Smith
S6th Avenue
Sacramento, California.

Dear Mr. Smith:

The plans for ocur annual convention are now complete.
We will meet at the Hotel Davis in Chicago. The convention
will start Monday, November 30, at nine o'clock and
conclude with a ldncheon on “ednesday, December 2, Ths
newly elected officers and directors will meet on Thursday
and Friday, Uecember 3 and 4.

To assure maximum attendance. at this convention, we
should send out the first notice early in August, with a
follow=up letter in Septembere.

I am counting on you to prepare the necessary promotional
material for this convention and to see that it is mailed
on time.

I am confident we will have a very successful
concention.

Very truly yours,

FHH/mcog
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April 8, 1987

Mr. Frank Turner

34th Avenue
Sacramento, California

Dear Mr. Turner:

I still remember with pleasure the entertaining talk
you gave before our faculty last term. It would have
been a source of self-satisfaction to you had you heard
the comments of the members of the faculty the next day.

As we enter upon a new term, I must determine what
speakers to invite for our regular student assemblies. I
wonder whether 1 could persuade you to return to our school
to talk to our students on any Wednesday on any topic of
gour choice. I knou the students would be both enlightened
and entertained by your talk.

Please use the enlosed self-addressed envelope in
letting me know uwhether you can arrange to be with us next
term,

Very truly yours,

Emmanuel full G.
Sales

EFG/mcog
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March 5, 1987

Mr. M., Sharp

45th Avenue
Boise, Idaho.

Dear Mr. Sharp:

Qur advertising agency does more than write copy to
gsell your goods. It gives you the benefit of the
experience of its large staff.

For example, a businessman came to us with a new

product that he planned to put on the market. He wanted

us to furnish him with a special national advertising plan.
Qut research department showed him that his product was
poorly dosigned, and we pointed out ways in which it could
be substantially impoved. We alsc suggested overhauling
the product. Our client acceptsd the plan we furnished

him and saved himself a good deal of hardship and money.

This is just one illustration of the type of serve
you will receive when you entrust our organization with
the you entrust our organization with the advertising of
your products.

Very truly yours,

Fe G Books

FG3/mcog
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March 28, 1987

Miss Sara Day
34th Avenue
Austin, Texas.

Dear Miss Day:

This month's issue of the Student's Magazine will be
the last you will receive unless you send ia your, renewal
immediately. 8s you know, your subscription expired with
the November issue; but evidently you were busy and did
not have an oppotunity to renw. Nevertheless, we sent you
the December and January issues. If your renewal does not
arrive soon, we shall have to cancel your subscription.

Don't deprive your self of the countless hours of
pleasure you will derive from each issue of the Student's
Magazine. It is a simple matter to renew. #Hll you have
to do is return the enclosed card with your check for 10
attached, and your copies will keep coming without
interruption.

Why not take care of the matter now, while it is fresh
in your mind.

Yours very truly,

SBE/mcog
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flarch 16, 1987

Mr. Ted Sally Daly
45th Avenue
Solt Lake City, Otan.

Mr. Daly:

Please place the following names on our list of those
who receive our regular sales bulletins: Arthur looper,
Adam J. Collins, and Andrew Hopkins. These three people
have recently been hired as sales correspondents in our
Chicago office.

The names of the following people should bs removed
from the list, as they are no lenger with us: Agnes A.
Burke and Barbara Hopkins.

I hope that other departments are sending you names

to add or remove from the list. As I am sure you realize,
this list should at all times be kept up to date.

Very truly yourss;

James Bennett

[
f

JB/mcog
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April 8, 1987

Mr. Adam Long
45th Avenue
Hart Ford, Connecticut

Dear flr., Long:

About three weeks ago we mailed out more than 50,000
Ehristmas catalogs to our customers. Since then, we have
received several hundred requests from people uhose names
are not on our catalog list.

If you have not received a copy and would like to have
one, simply return the enclosed reply card and we will send
vou ane from the supply that we have remaining.

If you belong to that group of men who do not enjoy
shopping, this catalog is made just for you. It will help
you solve your Christmas shopping problems without leaving
your comfortable chair at home.

Yours very truly,

Agnes A. Burke
“‘anager

AAS/mcog
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March 22, 1987

Miss Barbara Duffy
78th Avenue North
Richmond, Virginia.

Dear Miss Duffy:

As you may know, at the last annual meeting of the
National Business Teachsrs Lonvention I was appointed
program chairman. I have most of the speakers lined up
for the various meetings, but I have had no luck thus
far getting someone for the business law section.

I wrote to Miss Jean Edwards and to Mrs. Edna Fisher,
two people who were suggested to me by last year's
chairman. Both of these women, however, will not be able
to attend theever, will not be able to attend the
convention next Drcember because of previogs commitments.

I am writing you with the hope that you will have
some person with national stature to suggest as a speaker
for the business law secticon. If you can think of someone,
please let me know. An envelope is enclosed for your

conveniencee.
Very truly yours,
Atenas P.tggpkins
Sales manager
4
APH/mcog ' ;
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March 9, 1987

Mr. Head Milna
534 Campbell Street
Aystin, Texas.

GCentlemen:

Please sendme, as soon as possible, to the above

address the following articles selected from your catelogue
No. 520 A:

120 Dozen handkerchiefs tape edge size, assorted colors.
24 Uhite Oxford tennis shirts size 13, 14 and 15.

I am enclesing money order for 3780300 Dls.

Very truly yours,

Paul D. Miller
Manager

“»
YA
PbM/mcog L‘ ?i]\ ;
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April 10, 1987

Mr. Kennaeth Nelsen
83 white Herse Pike
Laramie, Wyming
Gentlemen:

Please send as seon as possible te the above address
the following:

100 Lady's batjing suits, Copacabana stle, assorted
coler, and all sizes.

1 am enclosing my check 6345, in payment of the 50%
ef the order and a 60 day draft te cover the balance.

Please send a copy eof your last catalogue.
Yours very truly,

Helen A. Peter
Sales Manager

HAP/mcog
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Mr., Clifford Uest
47 Hamilton Avuene
Sherman, South Dakota

Gentlemen:

April 12, 1987

Please sendmen the fellowing articles by parcel

post and as soon as passible:

250 "Bilingual Communicatiens Handbook for Secretaries.

100 "Cuyas" Dictionaries.

Please give us your best discount and charge the

amount to our account.

MAP/mceg

Yours very truly,

Michel A. P.
Manarger
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Mr. Jason Gates
411 Campbell Street
Austin, Texas

Gentleman:

April 6, 1987

As i have read in our last letter that in the near

future there will be on advance in prices,

evail my self of the opportunity te purchase at current
prices, please enter my order for wenty Omega.

I should like this order to reach here by the and of

this month because of the proximity of the christmas
season, I am sure they will have a great demand.

I ask you to charge this erder to may account.

MGK/mcog

Very truly yours,

. Manuel Green K.
Sales Manager

and wishing te
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Mr. Delbert Gray
96 Cedar Lane
Beone, Iowa.

Gentlemen:

Please forward us by railway express at
possible date, the fellewing goods:

100 Hickory reund table No. 505
350 Walnut chair Ne. 75

enclesead.

due to you will be remitted immediately.

JFG/mcog

April 12, 1987

the carliest

Our check feor us $15,000.00 te cover this erder is

Please send us the corresponding inveice "ny balance

Very truly yours,

Jhon F, Green.
Manager

R
\
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Mr. Kenneth Nelson
83 White Horse Pike
Laramire, Wyoming.

Getlemen:

April 8, 1987

e will appreciate very much that you senf us C 0O D.

the following merchandise:

10 Dozen table plates No. 1095
10 Dozen fruit plates No. 715
10 Dozesn cups and saucers No. 156
20 Dozen forks and knives No. 407

All these items should hbe sent immediately and well

packed.

BHMc/mcog

Yours very truly,

Be He Mcdols
Manager
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April 24, 1987

Mr., Gesrge Sanders
96 Clienton Avenue
Sandusky, Othie.
Gentlemen:
Kindly ship me as seen as pessible the follewing:

10 Olivetti typewriters Ne. 31
10 Dlivetti typewriters No. 60

The enclesed money ercder fer $2,000.00D1ls. will
cever this orden, unless prices changes have ecurred since
Octeber 12, if so, let me know it, te remit immediately any
balance in your faver.

Sincerely yours,

Jehn F, Peters
fanager

PO

JFP/mceag 1
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Apeil 2, 1987

Mr. Harvey Jones
55 North Grand Street
Richland, Washington.

Dear Sir:

In all probability circumstances beyond your contrel
have not permitted you to cover the account that you have
with this company and which corresponds to merchandise that
you purchased aproximately four months ago.

Due to the fact that we must make eur general -
inventory and to save time you will do us a great favor
by haring your check in full payment come for ward
immediately.

We will appreciate vour countesy and hope to
continue serving you in the future.

Very truly yosurs,

Mary Cervabtes K.
Sales Manager

MCK/mcog
/'v?
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Mr. Delbert Gray
96 Cedar Lane
Beone, lowa.

Dear Jir:

April 7, 1987

We are sure that throug ne fault of yours, you have not
paid your acceunt with us in the sum of $2,500.00 élares.

rhis amount represents merchandise that you purchased

frem us ever twa months age, and if you pay this sum now,
it will be some thing that we will appreciate very much.

PHJ/mcoq

Cerdially yours,

Peter He J.

Manager

G200
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April 25, 1987

Mmr. Charles Necy
294 Valencia Street
Reswell, New Mexice.

Dear air:

We have written te you letters about your acceunt all ef
which still remain unanswered.

e feel forced to ask you te cover this account immediately.

Ue do not desire teo refer this matter té eur atterneys
fer cellectien fer which reason we ask that yeu comply with
our request and in this way save added expense in the way of
atterney's fees and court cests,

We are willing te give you until “'arch 20 in which te pay,

ptherwise will have ne ether aslternative than te place the

matter in the hands of our cellectien that this will net be
Necessarye.

Yours very truly,

Fanten P, H.
Manager

Y

FPH/mceg
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March 18, 1937

Mr. Tom Jones
561 Peach Streest

Decatur, feogia.
Dear Sir:

e have twice called your attention to your unpaid
account, bit have received no reply to our letters.

As, our terms to all customers arethirty days, we
cannot make a longer extension with you except by
special agreemrnts.

May we expect your check, by return mail?
Yours very truly,

H. N. Sons
Manager

F@&\

HNS/mcog
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April 8, 1987

“p. Charles Many
294 Valencia Street
Reswell, New Mexice.

Dear Sir:

We have twice called your attention te your unpaid
account, but have received ne reply to our letter.

As our terms to all custemers arethirty days, we
cannot make a longer extensien with you except by special
agreements.

May we expect your check, by return mail?

Yours very truly,

H. N. Sons
Manager

HNS/mcog
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Mr. Themas Kelly
16 Sumos Avenue
Athens, Ohie.

Dear “ir:

March 18, 1987

This is a final netice with reference te your balance
with our company., As we see it, yosu have not given any
explanation and we are ferced te act with firmness in erder

te collect this amount that yeu we us,

and should you net

remot withim 10 days frem this date, we will turn the
matter ever te our atterneys fer collectien.

We trust that this will net be necessary.

FU/mcog

Cordially yours,

Frank V.
Manager

@
'\

—D
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March 23, 1987

Mr. Salvador Cervantes
Avenue 1 Noth
Houston, Texas.

Gentlemen:

Qur credit manager has just suggested that we turn your
account over to our lawyers. He placed in front ef me copies
ef three letters that have besn mauled to you since August 5.

I de not wish te authorize such action with cut personally
discussing this matter with you.

I am inclined to believe that you have some good reason
for not writing to us. % will there fore hold this correspondenc
for ten davs to give you an opportunity to send us yours check.

You must realize that this matter is most impotant te you.

Very sincerely yours,

Ulises A, P.
"lanager

3 (T?

UAP/mcog
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March 23, 1987

Mr. Robert Finch
89 Clay Avenue
Paris, Kentucky

Gentlemen:

I have taken the liberty of introducing to you the
bearer Mr. Jaime 0Othlén Blanco, and recommanding him to
apply to you if in need of any advise er information.

He visits your city in my behalf, and should he
require any service that you may have sccasion to render

him, I shall be grateful for the Kindness.

Any attention you may be able to show him will be
grateful acknowledge and cheerful reciprocated by ms.

Very cordially yours,

Santiago H. Tapia

Salas’i@’ger

R

SHT/mcog
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April 23, 1987

Mr. Charles Rades
561 Peach Street
Decatur, Beogia.

TO wHOM IT MAY CONCERN:

I am very pleased to make favorable cemment on
behalf of the bearer fr. Fausto. R. Salfs who was on
employee of this company for ten years.

During the time be was an employee of this firm, he
was very diligent and active in this work and his conduct
and dealings with everyene were always aboveboards.

Undoubtedly he will be a very valvable man in your

office and all courtesies extended to him will be greatly
appreciated by the under signed.

Yours truly,

He Fe Sons
Manager

HFS/mcog
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March 23, 1987

Mr. Narciso P. Manajarocon
657 Street Avenue
Augusta, Maine.

Gentlemen:

I am pleased to recommend to you the beaver Mr. Raymand
Reese,

He worked for this company first as a book keeper and
as a sales man for a pariod of 15 years and during all that
time his work was excellent.

If you have an opening in your establishment, T will
thank you te give him an opportunity, I know that you will
character is bey and reproach.,

I will appreciate everything that you will be able to

do for him.
Respectfully yours,
Louis P, H.
Manager
f’S
7 ™~
LPH/mcog A
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March 24, 1987

mr. Paul Peter J.
234 Avenue North

Houston, Texas.

Gentlemen:

It gives us great pléasure to introduce to you the
bearer of this letter, Mr. Luis Armstrong a partner in
the firm Anderson & Co., who are our accountants.

Mr. Armstrong is visiting Mexico City to study a
new plan on the sport, and we should be most and
experience, also any introduction that may be of help to
him.

We shall take this as a very special favor and shall
be well pleassed if you will give us the apportunity to
regiprocated at any time.

Respectfully yours,

Jaime Fugntes P,
Sales Manager

JFP/mcog
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March 14, 1987

Mr. Charles E. Zoubek
83 Avenue Noth

Junean, Alaska.

Gentlemen:

In reply to your advertisement in the Laredo times, I

wish to say that 1 am seeking the kind of position you
offer.

I am seventeen years old expect to graduate from
Colegic Commercial Inglés this month.

I believe that 1 possess the qualifications ybu
consider importan for filling this position satisfactorily.

1 have prepared and enclosed a personal data sheet in
which I have listed all the details about my back ground
and training that 1 thought would be interesting to you.

I have had a very complete stenaographic traihing.

I shall appreciate a reply from you in regard to my
application.

Respectfully yours,

Joana G. Peters

Sales nager
JGP/mcog Q o
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March 25, 1987

Mr. Rogelio Puentes
67 Westr's North
Pasadina, Texas.

Gentlemen:

1 am interested I the opening for secretary in your
organization that 1 read about in this mornings "Heraldo".
Therefore, I which to be considered a condidate for this
position.,

Enclosed is a personal data sheet that has been
prepared as a concise summary of my back ground, training
and experience.

I shall appreciate a reply from you in regrad to my

applicatian.
Respectfully yours,
P. Smith C.
Manager
_=¥
PSC/mcog
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March 23, 1987

MI‘. Hel‘lry Jo BDES
Avenue "P"™ North
Cincinnati, Dhio.

Centlemen:

Please consider me an applicant for the position of
filing clerk in your firm.

I am enclosing a resume of my qualifications and
personal data sheet which I hope will be of intarest.
My telephone number is Randdph 6-5579.

Thank you for whatever consideration you may give
to this application.

Respectfully yours,

Loais A, Leslie
Sales Manager

C”vg\

LAL/mcog 7
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Mr. Charles Hignett
98 Avenue
L,verpool 13, England.

Gentlemens

March 25, 1987

A desire to improve my condition induces me to write
this letter which I hope will not by disagreeable to you.
I am stenographer in the office of Mr. James 0Othdén Banco
your correspondert in this city and having ne chance
whatever for apromotion here, I take the like liberty of
applying to you for a position with ywour firm.

1 enclose reference from my present employet, besides
my native language, I speak English and German and could take
change at once of a2 stenographer position such being my

present occupaticn.,

T requet the favor of an answer,

JSK/mcog

Respectfully yours,

John Sons K.
Manager
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March 27, 1987

Mr. Abram 0Othio
Avenue 24 South
Paso, Texas.

Gentlemens

I shall be glad if your give considevation to the
following sammary of my qualifications, for the stencgrapher
position, advertised in today's "EL NORTE".

I am 19 years o0ld and expect to graduate from-Colegia
Comercial Inglés next month.

I believe that I possess the qualifications you may
consider for filling this position satisfactorily.

If you feel that you can give my application

favorable consideration I shall be glad to provide you
with whatever addition al information you may desive.

Rhspectfully YOUTS,

Francisco Peter.
anager

/ﬂ‘ﬂﬂb_

- F !fl.:\
FP/mcog ¢ %
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March 30, 1987

Mr. Smith Johns
234 Avenue Noth
Boise, Idaho.

REMITTANCE LETTER

Dear Profesor Smith:

With reference to your conversation with our Mr.
GonzAlez in México City, I now, have the pleasure to
inform you that fifty free copies of "BILINGUAL COMMUNICATION

HANDBOOK FOR SECRETARIES"™ have besn dispatched to.you for
distribution among your English teachers.

No doubt they will enjoy reading them.

Respectfully yours,

Emmanuel Ortiz P.

Sales manager

EOP/mcog
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March 7, 1987

Mr, David Solano Morris
Avenus 91"
Santa fFe, New Mexico.

REMITTANCE LETTER
Dear Mr. Morris:

Thank you for your order for 100 gross of our No. 723
Manila envelopes that you gave to our traveler, Mr. Canales,
In viem of the fact that this was your first order for our
envelopes it was a source of special satisfactien te him
and to us.

The envelopes were shipped immediately to your office
in Monterrey, but as you requested, our stateament will be
sent to your office in Mexico Eity.

We hope that you will be pleased with our envelopes
as well as with our service.

Yours very truly,

SalMadcr Lag Jr.
anager

SLIR/mcog
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Mr., Pedro Les C.
234 Strest North
Springfield, Illinois.

March 31, 1987

CLAIMS AND ADJUSTMENTS

Gentlemen:

I have been doing business with yo
years and during all that time you have
orders very promptly, efficently, and ¢
recently and for the past two months to
noticeda deficiency in your department.
change my account at this times as I am
you another apportunity to correct your

I hope will take care about this m

S

CoP/mcog

u for the past ten
always filled my
arefully; but
be exact, I have
I do not wish to
willing to give
service.

atter.

incerely yours,

Canales D. P.
Sales “anager
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March 31, 1987

Mr. Sergio Tlaylor J.
870 County Road
Milten, Delaware.

HOTECL RESERVATIONS
Gentlemens:
On Saturday, August 20, I am planning to take with me my
teletiaining class of about 20 girls on a tour to the to
thetelephone company in New York.

We plan to arrive to New York on friday, Augustia, and
to spend the nigh at your hotelo.

e would like to have twelwve double 100ms for the girls
and one single 100m forme. As our founds are rather limited
wes hould like to have 100ms at your minimum rate.

It would be aspecial convenience forme if our could
place all the girls one floor.

Cordially yours,

Gerardo Ottel P,
anager

7N

GOP/meog
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April 1, 1987

Mr. John Perkins
345 Avenue South
Celombia, South Caralina.

Dear Mr. Perkins:

On May Sth our company Morris Harris is moving to its
new location situated at kilometer 25, Saltillo High way.
We have enlarged our facilities and installed equipment that
is up to date in every respect.

We are a ware that in the past year some of our deliveries
were slow in arriving. Your have been very patient with us.

From now on we will be able to complete your printing wotk on
schedule.

Our representative Mr. Brown will soon be in your office
to tell you about our new presses and other facities,

Yours very truly,

Ge £« U, Ortiz
Sales '‘anager

S

GEUO/mcog -f\\\
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Manufactures Institute

New Orleans, La., Mach 24, 1987

Dr. Maurice Trethaway
School of Busoness
University of Illiois
€hamping, Illionis

New Simpson edition delyed until May 1., Shall we
fill order with present eddition?

Donald Bideaux
Manufacturesr Institute

URS:mcog
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Manufacturers Institute }

New Orleans, Le., March 20, 1987

Mr. Herbert F. Lewis
Startett mginsering Co.
15300 Euclid Avenue

’ Cleveland, Ohio

-Pleased to accept your invitation to speak at May
9 convention. Thank you for the privilege.

~ URS:mcog

Y ————ee e,

i kit i
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Mr. Thomas S. Klause
Trainig Department
Condon & Willhite, Inc.,
1700 Cimmaron Building
iulsa, Oklahoma 74102
i
March 31, 1987
| QUANTITY DESCRIPTIONS 'UNIT PRICE AMOUT
I
10 Stephens: 4,00 40,00
Dredges and Drills
Stephesns:
1 DD Instructors anual T.50 T.50
J Rafael s
20 PT Instructors Manual 550 90.00
1 RaFael s
Production Tooling 5.50 5450
Rafael s
1l PTE Filmstrip 65.00 65.00
AMOUNT DUE 187.00
10% MEMBRE*'S DISC. .20
1 | | TOTAL AMOUNT DUE 187,20
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Mr. Chesyer L. Harris
1039 YWest Bighth avenue
Los Angeles, California 90017

December 14, 1987

QUANTITY | DESCRIPTIONS L UNIT PROCE; AMOUNT |
14 Chapter II of Thesis
\ Pages of straigh copy « 30 4.20
Pages including table «50 3.00
Pages of carbon copies «05 2.00
Chapter III of thesis
24 Pages of straight copy «30 T7.20
2 Pages including tableq «50 1.00
52 Pages of carbon cepies .05 2.60
AMOUNT DUE 20,00
3% SALES TAX 60
TOTAL AMOUNT DUE 20.60
\ 1
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Interoffice h emorandum
April 1, 19&€7

George bchdams

2044

Advertising Dep r rnt
‘o %ell Bl ckstone

8
Art Derarinen
e for the 1 eC 1lls Adver i ia

mh nk you for letring m JYnow about he d y in g t-
ing the = re.dy for he yreci 1licO11s c rmr ing

I go 1 v h i the g ine s 5 n I r ceived
your note ana f un c ull h v n ¥ . iocn Tor
- ek in the del=ain .

Lyvem g0, ve =hall have to ve with dieystch in o b

My 7 ~rt finished 2md he rle = m e, I hore
vil? be rossib? For you a aff¥ o 1 ¢ ey
your helr.,

URS/mecog

ce oe°s F  rick
cec My, B rn rdo
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Tnteroffice VMemore dum

M ch 6, 1 87

Inez C. Carrenter
Thr in ' ng Der r n

3 . n l. ~uinette
Sys tems Division

Use of Printed From

Tuo are correct i inoti g h rn ow rd the n-
incre sing use of froms.

There zre many good reasons for %' is ¥end,

1. ie yish to strength n the com erciel 2t the end
of the tenth broadc st, are enclosing a rro
rosed revision.

2 e vish to drop the two OChio . ati s from the

vlan, for we have no deal rs in that st te.
Th revised liet of st ions is 1so enclosed,

LRS mrcoc
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Interoffice Memorandum
April 1, 1987

Paul W, Graham
Training Bureau

Simon V. Johnston
Vice~President

Sending Someone to Houston Conference

I noted in an article in Junior ITmecutive magazine
that the University of Houston will conduct a con-—-
ference for a week this summer of difectors of off
ice training. It seems to me tat it might be wise
for us to have you ou a member of your staff take
rart in this ‘yrogram.

Flease - rite he University and obl in full det

ails. <hrn you have them, please draft for me have
your report well before the first of Varch.

URS/mcog

cc br., Vontclaire
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Interoffice d emorandu

DJATE: December 12, 1297

70 Ne.p. bontclaire
Bure u ¢of Per=ecn el

OM3 simon V. Johnsyon
Vice Pre=ident

liEcr: Conferenc on ¥ v kinds of Em loy ent Te s

At some time in +he ne r future, Yate, tlease try to
set up a meeting at which you, VMiss Benz, Mr. Clark,
and I fould spend an hour or two in confer-n~ ~ith
Dr. Vark Bjorgens, of Houlton Yollege, to talk =bout
the tests we give to job arplicants.

octor Biorgens has just woud up a long stugy on the
valurq " some new kinds of tesks for predicting the
guceess of new offce workers, ¥Yrom what I have been
told, his findings should be of keen interest to us.
& may ask him t0 review the tests we are now usiae,

SVJ/mcog
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December 10, 1987

Foote, KFlein % Hughes, Inc.
1300 “ider Fuilding
Trenton, New Jersey 08607

Gentlemen:

Thank you for your innuiry of Lecember 5 concerning our rates
for space in JIWIR EXCETUIVE magazine. we are enclosing our
standard rate card. You will note on at that the rates for
the space dimensions about wich you spacifically asked are

as follows:

Quarter page $125.00
One-~half page 235,00
Complete page 400,00

Worth nothing also is the 10% discount that you earn for four
or more reservations in one calender year, We allow the usual
15% agency fee, of course.

If you wisg to reserve space in our Februsry issue, which is
the nest one going to press, we shoul have your reservation
(and copy, ig it is to be set) not later that December 28,
Thank you for your inauiry.
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march 23, 1987

vr, James Kendall

School of Commerce

Lake Store College
Savannah, Leorgia 31403

Uear Doctor Kendsell:
SUBJECT: CONFERENCE PLANS

I am writing to confirm our telephore conversation about
your taking in out March 14 conference, It is most gratifying
to know you will join us,

The suduence will consist of 75 men who represent our com_
pany in the southeastern states, plus 11 ef our edecutives, Teo
these men meet here in Atlanta two times & tear tolesrn about -
our new products and to advance in their knowledge of professil
nal sellins,

We sholud like you to lead a session, to last about mne a
end a half hours, on "How to Help the Retailedr of Expand nis
Bussines.” We shal]l reimburse you for all expenses, plus your
$250 féa.

Let me say again that we are very glad you wil ith us,
Wwe look forward your to program,

URS:mcog
cc Mr, John Miller
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“srch 12, 1987

re lervin L., Taxuvell
2339 Cliry Street
Forth Jorth, Texas 76111

Dear l.r, I axwell:

¥e have tecelived :nd have noted with interest your letter
of application for a seles position with us.

At nresent se do not heve a vaczncy near Forth Jorth but
we do need o renresentative 1ho would make his hesdquartes in
or near Lubbock ond cover the northwestern nert of t-e store.
If you would like to be consider for this ovening, plezse fill
in and mail beck to us the encosed application form.

I shell be in Forth Jorth vear the end of the month to
attend a convention; while I sm there, I should be wnle~se to
talk with you. If you sre gualified for and truly~\interested
in the position we misht be zble to settle the msttqr then and
arrenge the emplyment det  ils.

Sincerely sowWwrs,

"Ritmcor

cc rersonnel Dewnart nent
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HEALY SUILDING

59 BRCAD STREET ATLANTA, GEORGIA

December 5, 1587

Mre Ja. Steeart Yeung
Natienal Federatien ef
Sales Executives

1820 Trayne 3uildinqg

Little leck, Arkansas 722033

Dear 1 r. Yaungs:

SU33TCT:  YOUR GCORGI~ TRIF
‘Then 1 let eur Gearnia NFSZ chapters knew that
willing te speak at ans ef

th2ir m=etings te fit yaur trip schedule,

30303

you mi_ht be

their dinners if they csuld plan
their resfonse was

been set

wenderful, herefere, +he fellouing sche ' ile hns
up fer you:
Date City Audience
May 30 ‘tlanta 225
ay 31 1thens 150
Jun=1 Macen 163
Junz 2 Celumbu- 17
Junz 3 iU Jus ta 11

If y=u ap- rove this bteavy sche ule, [r.
at once *o make preo=r rtrangements fer ye
an! hot=21s, I eant ycocu te know that we

w2lc n n t fer you!
urs

ccehn~* 1 r- ente
ECw Ar+in il r, Tr.
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Merch 11, 1987

Kerr Pidell & 1ndd, Inec.

1039 Statler Building

Boston. ! assjchusetts 07103
Attention ! r  Roger Todd

Gentlemen:

he mi<t find some vy to mové faster on the Roston buildin
project. I appaeciale the fact that you best men are busy with
other commitments, but the simple trith is that eh will not hav
a buildinag if we do ~ot vrap up the final design in a few wceks

As you know better than I, the soct of material ard labot
going un 1t o rapid rate; the tentative buce t th-t you -nd we
estimated a vear ago is already outdated, Credit is musc tight
and costlier. too,

Is there any chance of your havine the plens ready
ronth or six veels! Tell me frankly. !y board remberf
rressing me f~r a re ort; and 1f I carnot s v that w
ready for bids I fear that vhe entire roject will be

™ thina
villl be

arejretti
abahdoned

Vours truly

urs
cc. dr, Yene
cc Toston Office
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Jack in tre ~ys when 3 letter b~ tr Hz2  =2naet by the

it
ef a letter;

writer, was not usu 1 to lesve =x*ra <race

the writer had te use indentiens
start ef each parasraph had te be indented.

return sddress, of an inside address,

all set up as a series of indentiens, just like steps.

Hhatwean parts

instead. The

Tha lines sf a
and of the clese were

The

result was that letters seemed te have quite a zigzag leosk,

Letters got a new lesk when the typewriter came aleng.
Because it iz a let faster te bleck than te indent lines en

a machine, a letter teday is nat likely te have many inden-

tiens.

The experts say ysu can build a "tene"

fer a letter

by the number ef indentiens yeu de er de net inject in yeur

letter.

Many indentiens meke a letter lerk censervative; a

few make it seem casual; having nene at all gives a messanse

a streamlined zip that is the equivalent ef a

maedern tesuch,
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Jh t is th. "est 1l:%t 2r style? Th t question does not
h we @ .an~ 39T PO @200 widned &0 LolodF 58 vwe be o waatbor
of sne's swn taste. Fer example, sseme pesple like a letter
te be blecked; ethers may prefer it indented., Some like te
use a cempany name. “ema prefer the date centered herizen-
tally., There is ne way te jufge what ene ferm is the best,
but it is haelpful te knew what ferms are meast pepular: the
blecked and semiblecked ferms, the twe ef which are used in

aresund 95 percent ef tha letters typed in business effices

The purpese ef a letter might influence ysur cheice sf
style, tee, Fer example, yeu might pick fer an advertising
letter a bizarre ferm that weuld catch ene's eye becauss it
is unique; but ysu weauld reject taht same style fesr, say, a
letter of sympathy. Yes, these are extreme cases; but they
de shew rhat the purpese of a letter might affect its ferm.
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The ZIP numbers that are used en letters and rnvelepes
get their start in the spring ef 1963, when the Pest Office
intreduced a "Zening Imprevement Plan" te speed up delivery
of the mail, The plan ef using fice dirits -fter the state
name caught en at ence, for thes Department teok great pains
te "sell" the plan., Firms were recuested te shew their new
numbers en their letterheads and envelepes and reply cerds,
and mest firms md+ie that adjustment when they get new ones.
The Post Office in each zene teld the public what the local
zene number was te be and asked people to incluile it in the
return ardiress on their lettera and envelopes. 9o sucesss-
ful was the nremoction thot most persons pejgan using the vwe

nunmhers nd have continued c(eing so up te the present time,

3ut fer a lon_ time we will expect to see nany letters
with no zune 1ark at al’, because writers will net know the
ZII numher of saoame felks te shom they write, or becauss the
ad 'ress is in a c untry th-+*+ h s no ZIl numb2rs, or bec use
a writ>r ay not heth r to cunfirm the numnl-r. Je will see
for years to come l2tte~rs with the olc e.u_nce of city zn'
zong =1d state, since office file-: ars full of letiers with
just that seruznce sh un on their le*terhza's an' sing-~ all

111 & ~:nt abr .4 will be sx, 2ct.d to show th:t style.
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My goal is to make a big orofit when 1 go down to work
for the rich man by the alke. If so, then I moy aid Jan if
he kept the bicycle of the neiqhbor jirl down by Coal Lane.

dhen Jack said he might take six sceuts te the zoo, he
did net know thay would b= se quick to take him up en it at
this tome. He sheul have known thzt mo t beys would he in

the mood te ge en just sich a trip at the drep of y ur hat.

My goal is te make a bij profit when 1 ge dowun teo work
for the rtich man by the l-ke. If se, the I may aid Jan if

he kept the bicycle of the neighbeo girl down by Coal ;ane.

When Jdack said he might take six sceuts to the zos, he
did not knew thay would they quick te take him up on it at
this time., e shold have known that mest beys weuld be in

the mood te 30 en just such a trip at the drop ef yeur hat,
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fany years a7jo, when the Post Uffic: acked th-t a zeone
number he sheown in city aldressss as a means ef spseding up
the handiing ef the m-il, there was ne preblem about typing
the zene number; it was placed after the city, as fellaued
by a cemma, and then was fpollewed by the name ef the state.
2ut when the Post Cffice breught ZIF numbers inte being and
again asked that a change be made in the ferm of addressin
letters and cards, there was quite a preblem: The scanning
marhinzs could de their jebs enly if the ZIP number was set
of f from the rest eof the ad-dress. 5Se writers were asked te
shift the zane guide frem after the city te after the state

ant te l=ave some space betwzen the state and the ZIF Code.

How much space? FPressed in this item, the fest 8ffice
just said the space esught not te be less than twe spaces or
mere than six spaces en a pica typewrite. Transl-ted inte
elite spacing, th=t weuld be net less than three spaces and
net mere than seven spaces. .anting te ceme up with a dirm
and single recemmendatien that weuld fit all m.chinss be-t,
the author- of his b k selection thres sp-ces a- thz rijh
nu1rr on which te standar 'ize, uhich =2xplzains why vy u wuill
frenqusntly he remind=+ te sp ce threz times before you tyre
a ZIP number. Yeu arse teld to ‘o thi  seth on +-2 znvel pe
anrd in the inside ad 'rass so th~t ynu will -~t+ the habit of

alw=y< 2ndinz =any ac ress with threes sp ces and a .1l Ceode.
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Yhout the time when our parents were children, two sut
ef t=2n American citizrns lived in a city. The ethers lived
on farms or in small towns where most pecple lived in ho..s
with lawuns, kngw gach wilick weli.. aita enjoyed an atmesphere
af cuiest calm, The picture has ghangzZ to "ay; seven gut of
ten naw live in cities er close te them, net sacuuse cities
are better pleces in which te live but because there exists
in the urban centers semething that mechanizatien has taken
from the farm and the ferest: the chance ta make a living.

Abeut the time when eur parents were children, twe esut
of ten American citizens lived in a city. The ethers lived
en farms er in small teowns ehere mast peeple lived in hemes
with lawns, knew each ether well, and enjeyed an atmesphere
of quiet calm. The picture has changed teday; seven sut of
ten new live in cities er clese te them, net because cities
arz batter plae®s in which te live wvut because there exists
in the urban centers semerhing that mechanizaticn has taken

frem the form and' the feres's the ch=nce L ol 2 a2 "1uing.
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when I was a collegje bey and 1 pledqgz te a fraternity,
the goed brethers had a number of rulss by which they tried
to acquaint us unworthy enss with the rizht paths of social
behavier. There was a rule, for example, that ne =one of us
warms, as we were affectienately named, sheuld ever precede
ene of eur betters, and you can juess who wers our obetters,
throuch a deorway but rather esre directed to epen the doer
and hold it open as a gesture of love and service. The sne
whe failed in this duty would be hailed beforw the tribunatl
and instructed in manners with a justice an' zest that went
at ence te the heart, er the seat, ef the preblem. I still
trigle each time I hold the deor open for my swn fair lacy.

Well, ene day the cellege installed a let ef revelving
deors at ist many entrances and exits. Can you imagine the
preblem th~t this made fer the fraternal clan? there deors
were very heavy, and it was next te impessible te push them
without geing theurgh them. If any ef us werms had te epen
the deer by pushing it, he then had te precede his superier
through the deeoruvay. Always a brash persen, I was the werm
whe raised the issuej and I spoke mere elequently abeut the
subject than a werm sheul, as I recall painfully.
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If yovevery # t a ¢ a ¢ to o'cerve the technique od a
truy expert ty,ist, 1i tun to the sound of his typine, It
is certain to tave a stesdy fl1 : tiat seems tO waver with'n
a spin of a dozan wor*s a2 minite, "hen the poinco is rouch,
which is to say tnat the copy i difficult, he drops to his
easy pace, vhich so0"nds 1° e a jog trit; Lut when the going
is snooth and ecsy lire t is turn of ivcris is, he spee s i
like a driver turni ¢ cut to pass another car on 2 hichwav,

The tick lies in not spee 'nr yp or slovuing drovn too uach,

If you ever get a chuancé to observe the tech i ue-of a
tr 1y excert tvpist. listen to the sound of bis tyrine., Tt
is certain to have a ste- y floo that se ms to waver vithin
a span of a dozen vor s a r nute, 'hen the goung is rough,
which is to say that the copy is dif“uclt, he drops ti his,
e~y jace vwhich soun’s 1li¥%e a joo trot; but 'rher the going
is smn"tj an? easy lile this turn of vords is, he speeds up
livYe a “river turnire out to pass another car on a hiehwav,

The tric¥ lies i not speedire up or slowing down too mich,
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Fibruary2s, 1087

Mr. Car?! S. Normén .

The Norman Press, Inc.

3047 Fourth Street
Lounisville, Pentucky 40201

Dear Mr., l'orman:

Please let us ¥now what you charpe to print the
tuvo fisplays that I enclose, Details of these two jo
are as follows:

1, We reruire 5,CC0 copies of eacn job,

2. The table shouvld be set in type styles suites sui
di T1splay in a dark c~reon ink on a 1171ﬂ grren card
6 by 4.

Zze and
a tan

v 0 The listing would set in a similar tyoe
Figpla es in dark Lrown ink cn a buf
6 by 4.

We would ask foS assurange tahat the carals dould be d

livered hefore “Yanuary 3.

Yuors tul%,

Dexter

DK™ ‘me og
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BASIS RATING PLAN FOR sz ED VRITINGS
Five Minutes Within our Errors

Lesson 50

Speeds Lesson 25 Lesson 75
15-19 wam Fair Under FPar Under Par
20-24 wam Average Fair Under Iar
25=29 wam. Average Ave<age Fair
30=29 wem Superior Averare Average
40=44 wam Excellent Superior.. Average
45-49 wam Excellent Excellent Superior
50-up wam Excellert Excellent

Excellent
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CARE OF THE MARCHINE

1. Daily: Clean the type faces by brushing them
vith a stiff brush or br using scrie cormr.ercial
preduct mede for the purpose:

2 Daiiv: Dust the marchine carefully, using a

long=handied brush to whisk out the inside and
a soflt cloth to wipe off the outside.

3, Daity: Wifr off the desk, benie sure te wine

tndéer the mrarchine as well as zrouncd it.
4, Dzily: Keep marchine covered wnen not in use,

5. Wee¥ly: VYipe the cerrieage rails whith 2 soft
cloth that has been campened in oil, Do not-
put ©0il Airectly on ary part of +he marchine,

LY . .
£&. Montely: ipe the cylirder with =z soft cloth
that has been dampened in alcohol.
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So 1~ 1i e to hike t.c trail, do yomu,

wcods and fish in the lake= ~-d co k¥ over € en {i-ea!

you are one of le i~nec e1, h~ve that idea.

reted th-¢ some five milliorn families took stich ¢ (it

the ricea of ore" v ¢ tion lact srter., 7T

themselves hnd a total of mnre th~t thirtv millor cam cr

Bl LT Il LTI

f
rationes . r's
s

Cne of the thims that gur rice ns 211 over a~3ip eack

year ig the voaritv of chqelter + 't oot tioa

'Zt¢h (ew. r.oneite or o sirple u; tert to

€1 ore Brio-

.

~ hofs ir criecd

cam ir tr-iler, The negt | ,u'~r ty ¢ of le.t i. preo~’Ix

the :irbterella teont +tith ite four cormec polec; At 1 ~ot, we

see not- ¢ *h'g 1717 *hap of any ot'~r ' nc

Ve S I ) r 111

com~r in the si~es. the 10 hy fonr neo, le orf tha 1°

by 12 for five peosle., It is ¢ rv to ut ar{ e ¢ 1 rks

1ice “or it has a can.y tiet e v s 1 ro
or Titcten for vou, Tt is ususally e~ui. =c

canvas and csrcens for docr and ndovs,

Mo

2 f rit orch
ith ficer of
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SCRIPT 10 (REVISED)
Music (yheme)
anncr Your typing tip for todayw=
Music (Up and fade on theme)
Annoc ~=from Monarch, the Portable for tagay!
Musie (Up and fade into . , .) '
Mary Ralph, get out the Manorch for me, will you?
Ralph Sure, honey, (?ourg) Here he is, Monnie,
good old Monnie, (_ound of opening case)
Mary Hey. don't take thw marchine out of the casel
Just unhook the cover!
Ralph Hey, dont take vhe marchine out of the case!
cut of this case vhen you wnat to typel
Annor Palph is riont, Mayy, Never leave your porit-

Music

able in this carrying case, Remmewber;

"To keep apeotable from statting to shin,
Take it to out of the case and out the ligi™
(rheme)




INSTITUTO LATINO AMERICANO, A.C.
MAREA R DEL COMSUG O ORTi4 GONZALEC

Nombre

Ejercicio No_iahle 10

Materia_ Lyping

Calificacién_1 2120 4

S.B. 2 M. A | maestrg, 5 LVIA
Carrera Grado Salén Turno Plantel || . .. 25/ en/87
THE MONARCH CAMPAIGN (RFVISED)
First Quarter, 1987
Station City A. M. p.M,
w0k Albany 7:15 £430
WGS Atlanta 7:30 7:00
WCA Baltimore 6359 7:30
WK B Bufalo 7:20 7:30
1 C5 Charleston 7209 7:45
WGT Greenshoro 7:30 715
WDR Hartford £:45 6:45
KoV Pittusnbrg 7:)) 6:55
WPR Providende 7: %% 4245
WRYV Richmond 7:00 7:15
wTO Savannah 6:45 7205
WFB Syracure 7:00 7:00
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February 18, 1987

Mr. Wayne,¥. Rotter
Potter & ince, Inc,
39110 Madison Avenue
New York, New Vor'® 1N028

Dear Wavne:?

We are nle=set to acxprove your ¢ moaign plan for tne next
radio series, but with the fol'ov ' ng two changes:

1. We wish to Strepthen the commercial at the end »f the
tenth broadcast, We are enclosing a propose revision,

2.- Ve wish to dron - the two Ohio stations from the plan,
For we have no dealers in thar stad The revised lis
of stations is also enclosed,

Ples<e _er me hoow vhen vcou have rec thisg note, I
shall te easer to hear what you 1lave
scriptl

URS ?me og
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TYFING AN CUTLINE

I, RMARGINS

A, Set margin steps te center the average full
line, allowing fer the first reman nu~ ral.
8, Center the sutline vertically.

II. INJICZMTIONSG

A. Steps are indentad 4 spaces each.
1. -2et several tab steps 4 spaces apart.
2. Indent similar parts in similar spepse.

B, Guire letters er numbers precede the steps.
1« Fellsw each quide with a peried,
2. Space twice after the persced,

C. Fer reman numerals that take mere than ene,
space, usa the margen release an' backspace
frem the left margin step.

ITI. SPACING

Ae Put 2 blank lines befere an all-caps line.

Be Put 1 blank lines after an all-caps line.

C. Single or dsuble space all the sther lines,
but be censistent in which yeu use.
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e ny seri=ss ol numicred items mey ne cles ifi~"

2s an "enumnhraiti n'; ke r ns, hcu_ver,
The wor® seun- a ‘i1 [~ Ilistin_, like this
oN2, wiih NUWLERr. Stuan ing out avu w Al L

ce T, AW To wew Wipws sw Sheg RaP in. Th O
EB.3 48 Bli_nz of zr the porpdo’ amd 5«02 that
fol ocw thz nu. »r, 3 %tah <step, 1 set ¢ Lilly
ki M *h {run Buery Ldih. BF 68pg.

3. If n -t itums taksz cne line or l.ss, th-y ore
81740 spac.d gith no 3l.nk Line er lase, thay ul-
th2m; one s; ace fol ©is thes peroo-.

A,-If mest "i-ted item, "ill ncre than ene ling,
al’ are sin_lz space’ uith gnz “lank ling 1.7t
betw.en items; tuo spaces follow ths pzric .

5. The neroice must ali_n. then the fi_ur=s run
to 10 or ore, the tyrict must srace in cnce
hefore typing cach “i_ure, 1 throu;h %.




INSTITUTO LATINO AMERICANO, A.C. {gjercicio No___ 0"

(&
L

- - ¢ - T o ~ 7y Materia “ 'LJl_n"

N Nombre Calificacién_. 2. ~C
Yol [.e e Maestro_~:1via
Carrera Grado Saldén Turno Plantel || coiny "-5. ."7

""han c=n we tio mun find tcne teo oee thosa four firms?
I d not seem to have ‘one my sharz at tne old scholl,
He may c¢.11 hin back an’ ask him te w rk us <oon soagn,
Joth thz men ue met on th street came h re to sa2 us,
Je shoull auk hin tu came te thz club feor a ;olf _ame.
Une rich m3n seaicd he uwoukl came down her= ifF the could
It is tiue for uUe anw the rijht men to leave for teoun.
I could m-ko it to class if E coull et ozck oy =izht.
-cth of us weould 1l ke te toam the hy siﬁe the cf 1 ke.
I was to have been th.ore ot one, but _et there at two.
Jde mijht 4ot the stuff out on time if we work all Jaye
Une ef them shoe'u bDe here to help yru with the sales.
You cu,ht to pay the stats tex by check on the eihth,

liow much do yeou plan tp pay me far ths «cck anw Jhiwir?
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or
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TO

CHAINGI!HZ THo LINGTH

A Report te Miss Silvia
Sy Jean L. Jorth

It is pessible for the typist to make a report look
lock short. It is a matter of using headin_s that do
do not take extra space.

STRETCH A E CRT

To muke a report look long, the typint may use sidg

he~dinais or centared subhea injs. &Zach of these occupie

a line, is prrce ' ' by twe blank line-, an' is follower

by

TG

to

as

one Nlank lins--fcur lines i all.
CC OIS A LI ORT

To makz a repert look ahort, the tyrist will chan_e
"para,raph he din_s,"™ which take ne extra space at al
shown in the = tuc:

"~i+t 1. Farazraph hea in_s are indante’' the sz,

five spaces as other p ra,raphs.

Point 2. To weke thea stun! out clearly, such hesa-

din-s ar=s underscorads.

Novembor 18, 1967
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Materia_ty iy

S. B Nombre Catificacion_+ 2 _ =

] e ) r=
& L] s '] - Maestro r F . -
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Carrera Grado alén Turno Plantel Fecha ’ e

Cuwm o 253 07 205

PRI T o T "3 AT
J e Fo¥ 1elo €,

liris renor. is desizi.  tc she. Mo a rre- » g

redyort shior lu L@ arral.l2c.

Soilles  GLsid liiat a ¢ t e il nrifieuw b a2
vacfee (onnt, te don, by who1) and Dy sicclocaciag,

t.at c assiiy tie coatears t a ' nce.

A1 95 3 o o ilhes
The 153> w@cgin is 2 inches (™1t ¢ n be less).

The co .1cn1 Yine le. tai~ ared

Jnder 202 wosass o i.c. g, ME = RS
2 J = 3JU vords: 6 1 ¢ .3, do "le § acza
A 7e 3 vorues 6 1ic.cs, i Lo na .t

BALNCE LIw .

if a renort is so s. ¢t t 1t 'er-g ki h on
the p~rr =, the tvoist wrist soiet.ing (cute, for i.--

STA.1Ce) 2 2.Ches <201 tin «Ctit0. at o ftnor arvin,

Nomer .o 15, 197>
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Materia_luypin g

o L0 ‘.%,l; bL,:T: ot Catificacién_<c 21, =0
g 3 2 L ia Maestro i‘gia
Carrera Grado Saldén Turno Piantel Fecha £ 1.-£7
obiu WY OF Lo <.
Received on lLovemoar 18
Cit.
Tt=m wuantity an_ rda‘e Sillin- Lurnpany
376 160 boxa 42g £7.2D Phelps, lnc.
376 233 "ox=8 42p 84,00 Harris < <ons
554 130 Soxes 37g 77.03 2nln=ncme
416 141 ooxes 1&g 6C. 4 <wtaphan T S.
739 100 box.s 7Tg 77.03 nkron chocols
376 18] 1oxe~ 42p 67.03 ftelps, Ince.
377 2 J ) x o f /| arric . —=ocns
384 133 hox=s 37¢ 37.37 Jale- cme
416 144 920x-~= 4up E i t'rhons  ros.
CREL 130 3y x T8c, 7177 Vs ~ch® 1§
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. Tynin
[ T T | S d I 0T T Mate.na. '“, =
Nombre Calificacién_ ok o5
;-—11- 1 2 TP .\. “aest"o Jilviu
Carrera Grado Saldn Turno Plantel || pacha [ c2.-E7
THEATZIR TICKETS WaAIls LC
For Week of vaca2mbher 3
. Play . . tar frice 3an. -
ShadoTJe™ sin'iou lacT™y deeves J?.ﬁg to 6. J

azventh Sen
Inherit a Flew
Folly »nn, “car
Come.y eof Zrrors

Re,retfully »o

Gleria Lan_luj
"'sntrose
Jillard

Victor S=nnett

"aul

Ros -

-anis 'r2llis

2.20 to
2.20 to
2.20 to
1.60 to
2.2d to

7.50
8.83J
g.87
2.40
5.50
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& Nombre A (.:allific:acic!:gl1 AL
Je 3. 3 2 fe L Maestro_ Y12
Carrera Grado Saldn Turno Plantel

FechaF Ne=87

Foebruary 9, 1787

Fr. Jchn R, Jackson

Hotel . ark riow

4756 Zast 28 Lstre=t

St, Leuis, iissouri 63155

Dzar lir., Jacksons

Thank veou fer the r=cent let er in which ycu acke ahrut
-the rlays for uhich you mizht stil b= able to obtzin tickets
fer a shouw in th=z first we_k of Uecomher,.

de ~re znclising a list nf such pl ys.

If you wich us to r2s=rve seats for ytu, rlease let us
know within the next we:k, It is necessary feoer v u & ke a
derasit ~f 51 on each ticket you wsish to re=rve; we will than
hold the ticket or tickets until 24 heours rios tc cysbain
time,

URS/ mco3
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MARTA DEL CONSUELO ORTIZ GONZALEZ MateriaTYPingF %
ombr Calificacion ch-
Sabls y ez M. A. MaestroSj Iyig
Carrera Grado Saildn Turno Plantel Feb=-386

Fecha

April 7, 1987

Miss Forence Stah
Apartment 12-c¢

3928 Lakeview drive
Detroit, Michigan 48223

Dear Miss Stah:

Thank you for the recent letter in which you asked about a
the palys for which you might still be able to obtain tickets for
a show in the first week of December.

" We are enclosing a list of such palys.

If you wish us to reserve seats for you, please let us know

within the next week. It is necessary for you to make a deposit

or §1 on each ticket you wish to reserve; we will then hold the
ticket or tickets until 24 hours prior to curtain time.

Yours very sincerely,

John Clark williams
Ticket Reservations

URS

Enclosure.
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427~
fadod oL 207 0700 \TIo 36'7 LIZ Materia_— Tic2iq
H 'cacion P = LT 2T~
<. . 3N°mbr’_ e A, Califi
= Maestro__ __ .
Carrera Grado alén Turno Plantel |l g b0 ~- =77

For nere *h n a r=zar nouy, it 23 ° >0 my plzasur. =zach
merning toc stu'ly the winlow e finz jews=lry stcr “h 1
locatz' at th:y corn r where I _2t y ouse 4 _ridzv thare a
little ke®rrz2 =21i_,ht esach w-rnisg and h-ve six or sevzn min
utes to wait beforz the bus is duz. fbhile I wei Tor it, I
study the hig 'isplay of clocks in the win-ow; it is rsally
quite somzthin_ to see, with clecks of all sizes an kinds.
There arzs several timepieces thet zluays am ze mc. You se=
no movin; parts whatsoever, just the oval faces and pointed
hands, <omehow suspenda' in the front corner of the windouw.

I havz nzvr-r s=en so mary clocks in differ=nt Tizes or

g |

shapes as ap, ear ther= in the “ic, lay at th: jzuelry store.
You sez shelvss of small, squatty alarm clocks 11 two rous
of small, slim c-ina clocks shzape! exactky like spires of a
church. There 1is a very bi_ displsy of wrist watches, too.

One narticular clock (a si_n explains) is uwounl! by the
changes in the eeather, That one 'umbfound<s me, and 1 have
some v-ry real doubts about it. Deep inside I nurturs come
aquiet little prayers that the expert who built thct job feor
us lazy folks must, surely, have put a uinding key in some-

where as insurance on days when the wesathur stays the same.
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Materia_ Lyl 30z

AT oL~ - il L ZTIZ GuZzl,
5 Nombr 5 0 \ Calificaciéon g5 _r_ o=l
5.7, 3 le s Maestro_2ilvuin
Carrera Grado Salén Turno Plantel || pacha Fohe-c7

DUTY RCaiar, LCTL EX 24
Cfficaxr of Junior Officer

YJatch The Jeck of thz . cck

0300 Lt lhartin =ns Hughes

0400 Ledr Creence Ens snaw

0go3 Lt Fost=zr Ltjg Carews

1.00 Ltjg Young Ens Vrell

1600 Lt lar*in cns Hu_hes

20203 lcir ireesne Ens shay
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Vit Ta L TL cev, TLC CITIZ ST S Materia —
Nomb rs i -~ Calificacién_oncro=14J
Carrera Grado Saidn Turno Plantel || pacha Fo'y _a7

YooK 3ID5

tNevemnber 3, 1987

Company suantity and ate _voun'
Atl-s Frinting 2,000 31.53 »3,000
Habezr & Haber 2,500 31.40 3,500
Jackson, Iac. 2,000 1.35 2,770
Phillips trinting 2,030 1.38 2,760
Ro_ers & -—ons 2,500 1.30 33250
At1 » irintin; 2,000 "1.50 33,000
Haber & Haber 2,500 1.40 3,500
Jackson, Inc. Z,080 1.35 2,700
Phillips Printing 2,000 1.38 2,760

Re-~rs & Dons 2,500 1.30 3,250
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NeiIa DEL COLSUTLL LTIl abacalld
No
] J.l. mbr 5 1"’1. A.
Carrera Grado Salén Turno Plantel

GIX RZCORDS FOR RUMNING A MILC

Rocord

3:54.4
3:54,5
3:i55.9
3:57.2
3:57.5
3:57.5

Record

3:54.4
2:54%.5
3:55,9
3:57.2
3:57.5
3357.5

lgnner

Peter Snell
Herb Elliat
Merv Linciln
Darek Ibbotson
Ron Delaney
Furray Halburg

Runner
T ey

Feter Snell
Herb Elliot
fferv Linceln
Derek Inbotsan
lon Delansy
Fiurray Halburg

Country

Al

e Zzaland
‘ustralin
Australia
tilend
Ireland

Nay Zealand

Country

lew Zealand
Rustralia
Australia
~ngland
Ireland

New Zcaland

Ejercicio No__lable-5

Materia
Calificacién
Maestro—ilvi-
Fecha FEb- -87

Enero~-9
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[SE

Materia 4,100
Calificacién__-._ - TJu
1
Maestro 2 ..
20 _ -l

T TR PR TP O S e
Nombre
: 3 i o
Carrera Grado Salén Turno Plantel
LI LL5 3.0 3 3 Tassu aa
Clevelaad, +<ity of 5.0
Craad 2apide, “ity of 4oS5.a
Hagidy Stave ol ‘ot
o
I 1ttsburgh, _ity of 5wl
Itttebuty, Zgagocl dgtricy of 4.0
el A CBCD, City‘_of 7 8
LAHLE JF ay, o0l Ol Lge. Gl el Salens
Clevelanu, ity of 5.0
Greng Tal Top, T8 € by
- : -, ~ .
+ ttoesbagn, _1ty of B0 5
celbrfiedy wleC O 4B
-, - it - .
Littsiaga, 2c000l “isctrict of 4,75
\-‘-
San Franecco, 1ty cf , @ g
Llbie argi, wschuol iscict of Bl s
A

¥
-4
0]
o)
E
A

18 years
20 yC 'S
25 yoars
¢ yzars

1) yoo#g
LD YLl s
23 e =g
o y.ars

8 e rs
2u years
2C va. s
yeLrs

e
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Nombre Calificacién =nzro-7
i S 3 Z LE Ae MaestroZilvia
Carrera Grado Salén Turno Plantel || pacha 7 . 5,-07
TRMILPCRTATICON Towiud
airline carrier coansingnor excursion
automeobile ce stuise demurraje feOebe
backhaul collisian destination freightage
ha jage commutation drayage jondola
boxcar compartments dunnaje hangars
carload consignee embargo helicopter
automobile compartments destination freightage
airline carrier consignor excursion
autonobile coastwise demurra‘e feO.b.
backhaul collision destination freijhta =
ba3zjaje comnutation draya e gon ‘ola
boxcar compartnents dunnage hanjars
carload consigne: em>ar 3o helicopter

avtomobile

comparthents

'a_tinaticn

fr=ijhtaje
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ARIN DZL 20N J 10 L1TIZ GOWZ .LCZ Materia L0
Nombre Calificacién=n_T__©
2. 1. 3 2 [ L Maestro—o 1L J 14
Carrera QGrado Saldén Turno Plantel || pacha Fo .. 87
TRANSPORTATION TERMS
airline collision dunnage
automobile .commutation emharzo
backhaul compartments excursion
bagsage consiznee f.0.b.
boxcar consignor freijhtaje
carload demurraga L0Ndelea
carrier <“wstination han,ars
ceastwise draya_e helicopter
automobile COApaltmonts freighta,e
airline collisien dunnage
automebile commutatien embarge
backhaul cempartnents excursieon
baggage consignee fe0.Do
boxcar consignor freightage
carload demurragas gondola
carrier destination hangars
coastwise Jrayage helicopter
automobilse compar tments freightage
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Tyoin
MARTA LFL Suas'T! o 0TIz oM7L T? Materia o YE- 1
Nomb 'f | Calificaciénfnero-5
Qs .iw P ik Maestro »ilvia
Carrera Grado Saldén Turno Plantel

One of the morz chal =n3jing kinds of werk in
the office is *het of tyr-inz ‘ata in colu~mn fornm.
Known =as %t=2hul-ticn, this kinrd of tyrning requires
more thouiht and ju?!_ment thsn do other tasks and
so is welcome hrezk from reoutine kinds of work,

Jdhen you stop to analyze how a table is rro-
fuce?, vou wuil' sz2e that it is mo tly a ..a™ter of
canterin_. You pick out ths lonjsst item in eazh
column, then back up from the mid 'le of the paper
enouzh te center al’ *th sz itans z2n' to lzzvs six

Nlan% s;ac2. Lo twe.n hlne  Tou o sat tah

-

make it easy to lime up the items in each colunn,.

175, LD

-

Cne of the more challeniing kinds of work in
the office is thet of tyrinc data in coclumn fron.
Known =as tabulatign, this kinds of ty;ing reguire
more thcuiht and judgment than ‘o other ‘asks and
so is a welcome break from routine kinds of work.

Ihen you stop to analyze how a table is pro-
duced, you will see th=t it is mestly a matter of
centerino. You nick out the longest item in each
column, then vack up from the middle of the rcaper
encunh to center all those it ms and to lsave six
blank spaces between them. You set tab stops, to
make it easy to line up the item= is each column.
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MARIA DEL CONSUELO ORTIZ GZZ Materia_Typing
Nombre Catificaciongiewtg-Enero—4
5. 8. 3 2 Mo A MaestroSilvia
Carrera Grado Saldn Turno Plantel

Fecha_Dic.-86

3947 Grank Street
Ames, Jowa 50010
Octeber 20, 1987

Pbear Doctor Srown:

Yhank you very, very much for giving me so much of
your time yesterday morning. 1 did follow up your
suggestion; and, I am happy to report, I fot the
position for which you recommended me. I begin my
work this coming friday, at three.

Getting this weekend job means That I shall be able
to go with my program and, at the same time, get
experience that should prove a help in my studies
and my career. I do not know how I can thank you
encughe.

Respectfully yours,

George C. Mills

Dr., Lee K. Browun
Institute of Commerce
1900 Eighth Street

Des Moines, Yowa 50308
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1371 DOL GOt _UslU CRTIZ sul ALz Materia_'[u_rinr:
Nombre Calificaciéninero 3
Carrera Grado Saldn Turno Plantel

Fecha_Ffo- -R7

Now and then thes typist must write a message
for which a stand rd bsusines- lettz=r may not se.
alenuate. OCne would not wish a “commercial" look
for a let:ter of condolence, for example, which an
employer might sencd to a custor r or for a letter
or thanks or rejrzt that a ty ist might write fer
hinself, e form that is uses on such occa.ions
is the onz that is known az 'formal'® arrangeaent.

To m ke a letter "form 1", the typist writes
the inside a'’'ress at the eni o~ thz2 let .er. The
writer's name may or may not se typer s5enz2 th his

ijnature; the aisance of 2 typ= n 12 m2 ns that
the rit~r is cl iming to =2 a perscnal friend of
thz a 're sz:2, an' so tha na 2 is ty;y - wh=n that
clai ~'"~ul not 'e m '= pr ould 2z jpre=i ptive.

The o©':21s Lj t fel ow c ntrast the *far. 1"
Gooin, wi = T '"s + n’ar bu~lnes. '2313ns.

ouw and th=n thz ty 1 t o t writ a = »
For hich 2 ~tm’' =" u-in.o 1zbit»r Moy M0 ~e-m
s oy=tl. Lnz woul' net silh a Yepmraicial®™ lock
for a l2%tter of conlolenca, for exi , le2, w' ich an
2 rloy2r ~i_ht sene to 1 gawtemer of or a lettar
of thanks or rejret that a ty} ist might write for
himsz1lf. The from that is usec on sich occasions
is the one that is known as ". ocrmal" arrangement.
To m ke a letter 'formal,"™ the tyrist writes
the issi ent ac 'ress at the end of the letter. Th
writsr's nam2 ay or may not be typer beneath his
siznature; the ao ence of a tyjed na 2 1eans that

the writ r is cl i1in_, to »He per<anal froend of
thz ar ressee, and sec he nam 1is %y,er when ihat
claim shoul n-t na nane. or uld e  resumptive

The o©'els that follow contrast the "formal'
g iy alth to b® £ tan’ rd bu-in= T donss
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Carrera Grado Saldén Turno Plantel Fecha V= #i-Lu=

Juanary 8, 1937

{r, George "ood, fanager
Tolfay & H1lls Acency
3730 “2outh Park Street
I'roy,Nwe Yorg 12130

Dear Mr, Yood:

I si10011d lixe to aunthorize yon suhlet the anartemnt
fer the nonths of Decenber and Jaruarv, I shall leave
here on the last davs of Novenher, and I exnext to mov
back on in or about the first of kebrunary.

Yo mrotect all the "helongines, " I reqiest that a bond
be nosted (but I'm sure you'll have no trouhle~on this
score, Ir. sood).

Please fezl frce to brin~ neonle to see th
ir. vood, any time you have someone who wis
at it; I don't ne=d to be there, yoi1 knowvt

JHH? mcog
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Carrera Grado Saldn Turno Plantel Fecha /= % —--=- i

Januarv /7, 1937

Chastoter “ervice Anget

ir 1s 'orld arlines

nENNn *ay < 1rrort

Janaita, 2w lork £1430

Jear »>irs

I wish to fly to Paris, tnen to Lonaon, thoen jack to wnew
York. Lo yon have any tourist-rate flizh s tor s:ich ¢ tri»?

If yon do, please let ne have comnhlete information abcut
the fii-ht schediles, the {are, the lugFare weight nermitted,
and the stevws I nist take to et nassport tiat—L shalil need.

I{ yon do not have "tourist flichts' ths
let 71e know which airline does have then; I
.fateful for voir advace.

son, hlease
he riost

YONIEs very
(¥
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MARIA DEI CONSUEIQ ORTIZ COXNSIEZ Materia Typing
Nombre Calificacion_Dic-10

S.B. 3 2 M. A. Maestro Silvia

Carrera Grado Saldn Turno Plantel Fecha D RE

April 8, 1987

Foreign Department

First Nationzl Bank

1000 Eighth Avenue

New York, New York 10019

Gentlemen:

I have read that you have '"a new plan" for issuing letters of credit to
a nation in which your firm has a branch office.

.=. I shall laeve in about three weeks for a long trip though France and
England. I shall be gone nine weeks or more, spending nearly all my time
in Paris and in London.

If you have branches in these cities, I should be pleased to learn all

the details of yours new plan. Might I hear from uou soon?

Yours very truly,

J. h, Henry Hale

HJH/ mcog
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197R Spouth Petrk Street
Trry, Mew York 1 71PD
Nctnaert17, 198¢

Mr, Edwar-t Whitman

Srith & himann, Inc.

Q047 Fifth Avenue

Pue Yarj, Mew Ynrk 100°8

Dear Mr. Whitman:

This letter shows haw to use the "ulockerd stvle” in
one's peprsonal husiness letters, typed on nrdinary
plain paper.

You should type yvour ad ress in two lines ahnve the
date, with the umber and street on the first line
ant the city, state, and ZIP number on the sepcond;
start there twn lines and the date a s point
reached By pivating for the lonnest

You must always be sure to tvpe name
space where you will sign the letier.
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LUear . 004s

I snould like to aataorizz yo>a1 to su*let the arartnent
for the wontaa of Je erryer and Jainary. I shall leave
here on the last aay of Jovea er, and1I =xrect to move
back in on or about the first of February.

1o »rotect all taie "beleongings,” I reqiest that a hond

be »osteu (but Il surfe vyo1'll have no trothle on this
score, Ir. wood).

Please feel fcree to brint necnle yo sez the abartuent,

iir. wood, any tiue yaa Leve sc ecne vho visbes to look
at it; I don't need 1o he there, you1 know!

Jear .ifr. wood:

I snould lile (o auatlori_e you to sublet the anartrent
for the dcaths o uecevter and Jannary., I shell le-ve
here on the last day of Joveiher, and T exnect to move
back in on or aboult the first of Febr.ary.

b6 protect all tae "belongia, ," 1 regiest t' at a “ond

he costed (but I'a sure you'll have 10 troihle on ttis
score, .ir, w~ood).

Please feel Jrec to bring neosle to sze th= anartment,
ir, oo0d, any ti.ude youa have s mecae ho wishes to lsok
at 1t; I don't need to be thare, youa knowl

year . ©od:

I should like to authorize ycu 1o suble the anartment
for the nonths of beceibzr and Jansary. I shall leave
here on the last =zy of ..iveiber, and T ernect to nove
back in on or aboul tje firs. of Feoriary.

o protect all the "belongincs", I recuest that a bond

be posted ( but I'n sure you'll have no troithle on thi
score, &, +ocd),

ad

Please fecl free to bring neonle to see the anartmy

I'r, wo”, any time you have someone who wishes to/f
at it; I uen't need t he thore, you l'nov!
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December 9, 1086

iiss Lee Anne Smith
aApe “tinent 14-C

56 North Plynne Street
skron, Ohio 44316

Dear Migss Smith:

He were pleased to receive the letter in which you as-
ked whether we might nave any vacancy for which you could
apply.

In about two wceks, we shall have open & position for
an accountznt who would do tax work and c. st breakdowms.
Jould you be able to do the work of this position?

_ If you would like us to consider you for tHis fine open
ing, please call [iss Jells{my assistent)}; she willfarrtnce
for your interview and a review of your credenti

FLT/nec




INSTITUTO LATINO AMERICANO, A.C. [lgjercicio No_Letior 2

MATA DFL COMSUCIC raTIZ GOPZALE? Materia__lyning
Nombre Calificacién Big~5

5.1, 3 > pe A Maestre. Silvia
Carrera Grado Saldn Turno Plantel Fecha 17-D7c.-8¢

October 16, 1986

Mr. Paul J. Thorne
Thorne & Clark, Inc.
220 North Canal Street
Waco, Texas 76701

De~r Mr, Thorne:

Mr. Wilcox and 1 are glad to approve the layouts
and the artwork for tne two ads. We believe you
have done a fine job.

We shall need to check the wordinng of the copyvery
closely, of course. (Ever since that trouble last
year, we have been very wery ajout using the super-
lative deqgree.)

I should like to have a conferece wit ’yuu about
the adsnext Mondey. Will vou plan tnf Bwefhere =2t
nnen and have lunch with me? This wjuldf save time
for tnth nf us. :

URS




INSTITUTO LATINO AMERICANO, A.C.

Ejercicio No__Let £ 1

T L TT oy T DR (\»\ IE . Na.rAL_EZ Materia T.tvrf);n;4
Nombre Calificaciéon_LULy ot
o 2 o it N Maestr&aIILVIA
arfera Grado Salén Turno Plantel | pocha Y
October, 15 1936

're Ale aader F, Jones
J 1es 7 Tr zer Qudaly
1700 “lest ar'.e otrect
Ba1_or, hine 0431
Jretr  r, Joaest

"1 n.e tallec at t ¢ wiwenis mecting hast
Tuesdav, I proiised to send you a letfer
in blocked form. lell, sir, here 2t is.

All 1lnes oeyin at thue left nargin exceodt
the date (il is tyvea at the rigat aargind
and tae »sincinal closin, lines (Lley ace
begun at the center). 71he typist usual.y
sets a tab stédén at thie center to use ehen
he nositione the closinf lines

1 would
1 eased

If there is anyt'in, else that
lihe ne to explain, I should L4
to try to cdo so.

Cordially

IS 2o
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32—t
o Materia 33. RN
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Carrera Grado Salén Turno Plantel Heo. 1. 3-3ic.-25

4 4

Je r "r., Jones:

It was a real »lcasure to receive ycur order this
morning, for it has been too long (uix menths, at
least) since we have had one froa Jones & Fraczer.

The Zoods that you réquestad are in stock and are
stheduled to 7e delivered to you {ve have cir oun
truck now) in the moning or at noon, Octuber 23.

Thanks azain, .x. Jones, for yo:r oder. le hope
that it will mark the renewal of fraquest service
to uor old friends and custoners, Jones & Frazer.,

Youars truly,

near r, Jones:!

It was a real »nleasure to receive youi or.er Lhis
monning, for it vas been too long (six wmonths, at
least) since we have had one {ro. Jones & Frazer.

The goods that you remuwsted are in stock and are
schedules to be delive e to you { we have cur own
track now) in the noning or at nocn, Ccto™er 23.

Thanrks arcain, x. Jones, for youa orden. ' e ho»e

that ot eil: mark the renewal oi {reguent scrvice
uor ‘riends a usto ers o & Frazoer,

to uor old frien nd custo ers, Jones & Fr i

Yours truly,
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Nombre Calificacion Dic=2

MaRIA-DEL CONSUHELOIORTIZ GZZ |Mateﬁaiﬂgin9

n e 4 yl N; Ae Maestro SilVia

[
Carréra Grado Salén Turno Plantel

| Fecha_Dic~B6

The wheel is a geray help to man, and he who thought of it
in the first place should have deep thanks from all fo us. But

it now looks a bit as though the end or the wheel may well be a
be in sight.

Come to take the place of a wheel is what is called an air
cushion. You get in your car. You switch on a fan, and it the

pushes air under the car; the car 1lifts up, and now you are off
the ground.

You turn on the next jet, and air shoves you forward. Off
you go, getting up to a speed of 70 miles an hour in a minute a

or so and whizzing eith sase over road or field or marsh or so
or stream. '

The wheel is a great help to man, and he who thought of it
in be first place should have deep thanks form all of us. But

it now looks a bit as though the end of the wheel many well be
in sight.
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Nombre A Calificacion_Dic=1
S.Be 2 2 M. . Maestro Silvia
Carrera Grado Saldn Turno Plantel |l . | Dic-86

Ve won the game by a score of 32 to 28. The strange thing
is that we hoped to win by 15 or 16 points, and at times we led

by 10, by 9, and by 7 points; but we won the cup by just 4 thin
points.

WUhen Mr. Bruce said we woidl have a quiz, we thought he on

meant a bief one; but, sad to say, it truned ocut to have six a

parts and took at least an hour to write. I got done just as,
the bell rang.

If the two men are to get paid for their day off next wee
they will have to ask one of us te sign on their time slips te

show on the slip that the day off is one for which they are teo
be paid.

Ve wan the game by a score of 32 to 28. The steange thing
is that we hoped to win ny 25 or 16 points, and at timts we ald
led by 10 by 9, and by 7 poibts; but we wen the cup by just an,
4 thin points




e Vo, del Consuelo Ortiz Gonzelez
Nombre
3 2 V. A,

Carrera Grado Saldén Turno Plantel

INSTITUTO LATINO AMERICANO, A.C. | eicreicio No Letter 6

Materia_Typing

II CalificacionDecember 9 -

Maestro Silvis
FechapiDic, 88

¥r. John Green, Editor
Journal of Home Living
270 Madison Avenue

New York, New York 10016

Dear ¥Mr. Green:

The last time we met, you said,

though France and "negetend.

to their taste?

or a much better one that you might have?

JHH:mcog

April 27, 1987

"Let me know whenever you
get a unique for a different kind magszine article".

In sbout three weeks, I shail leave for a two-month trip
Pould you 1ike an article on places
where Americea abroad cen get a meal (or at ieest & cup of coffee;)

What say next week could we have luch to talk over the idea

Cordially yours,

J. Henry Hale
Manager
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MARIA DEL CONSUTLO ORTIZ GZZ. g
Nombre Calificacionflgy 10
S.B. ] 2 Ma a, Maestro__Silvia
Carrera Grado Saldn Turno Plantel Fecha NOV.=83

Dear Mr. Keezer:

It is a pleasure to hear fom you after
50 long a time. I guess it was back in
October, 1963, that you last wrote.

Yes, the club still meets once a month;
our next meeting will be on Friday, the
24th. There will be about 17 or 18 who
attend; it would be quite a happy event
if you could join us.

I shall be driving to this next meeting
and would be more than pleased to drive
by your office and pick you up at, say,
5:30 or 5:45. Shall I do so?

Cordially yours,

Dear Vir. Keezer:

It is a pleasure to hear from you after
so long a time. I guess it was back in
October, 1953, that you last wrote.

Yes, the club still meets once a month;
our next geeting will be on Friday, the
24th. There will be about 17 or 18 who
attend; it would be quite a happy event
if you could join us.

I sahll be driving to this nest meeting
and would be more than pleased to drive
by your office and pick you up at, say,
5:30 or 5:45. Shall I do so?

Cordially yours,
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MARTA DEL CONSUELO ORTIZ GONZALEZ " Materia_Typing ~

S-B. 3 2 m. A. Maestro il\lia

Carrera Grado Saldn Turno Plantel

Fecha_MNowv,.-38

The need for food, which the sea gives up to those who
have both the stous heat and the sheer strenght it takes to
fight for it, has led to new thought eof what is to be found
in the dark deeps.

Far down in the silt in the beds of the sea, there are

fields of ore; and lakes of o0il are trapped in the thick fold

rock that crust the would the and serve as the strong shell
of our qlobe.

And in the sea, too, are the things that the streams
earth have squeezed from the oil, gouged from their banks,
and dragged on goe miles throught hill and vale to sink at
last in the sea.

The need for food, which the sea gives up to thosewho
have both the stout heart and the sheer strength it takes
fight for it, jas led te new thought of wat is to be found
in the dark deeps.
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S.B. 3 2

M.

A,

Carrera Grado Saldn

Turno

Plantel

Materidyping

Calificacion__ Nov-8

I Maestro Silvia

Fecha Nov-86

Men have long traveled seas the without much knowfieled

of them. They made a few charts of the coastal bays and is
lands, but they knwe naught of the ciast and depthe. Inded,
one of the fidrt to explore this field od sciernce was our

own amazing Benjamin Frankiin, who asked sailors a great man

questions and then put their answers on a map, to fashion e

first crude chart of the Gulf Straem.

In the sea steat the followed this start, other inquers

have mapped the sea srreams.

But ocean sincen as men now no

it got its strat when the submarine came on the secen. As

since then, mapping currents and reefs and depths has led hte

experts thorugh a maze of research that is judgen just as a--

urgent as what other men are doig up in the sky.
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INSTITUTO LATINO AMERICANO, A.C. Ejercicio No28=E
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WJith a whoop and a shout, the gang rushed to
the truck and piled in, just the way your dad and
I and our friends did a score ef years vack, when
sach fall of snow would bring ocut the old sleigh.

It is said that ve can sees the soul of a man
in the books that he keeps in this own room and I
think that this is so. ‘hey show what he dreams,
what he likes to think of, and where his mind is.

When 1 was a child, it was a grand eld tree;
but it was hit by a bolt frem the sky which split
it, and then the rain and snow wind got in te te,
strip it down to the reugh, old trunk we now see.

With a whoop and a shoul, the gang rushed te
the truck and piled in, just the way your dad and
I had our friends did a score of years vack, when
each dall of snow would bring out the old sleigh.

It is said that we can see the soul ef a man
in the books that he keeps in his own room, and I
think that this is se. _hey show what he dreams,
what he likes to think of, and where his mind is.

When 1 was a child, it was a fradd old trees
but it was hit by a bolt from the sky which spilt
it, and then the rain and snow and wind got in to
strip it down to the tough, old trunk we now see.
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INSTITUTO LATINO AMERICANO, A.C. | giercicio Noza_g

MAaRIA DEL CONSUELO ORTIZ GONZALEZ Materia_Typing
Nombre CalificaciéonNova.=6__
S.B. 3 2 N. Ao IMaestro Sil\jia
Carrera Grado Salén Turno Plantel Fecha

The oceans of the world wre huge; they cover
more than 70 percent pf its surface and, in a feu
spots, are so deep that a mountain the size of an
Everest would be lost in them. The oceans play a
major role in shaping the weather. They serve as

a souce of food, as an exciting playground, as a

means of travel. The oc=ans touch on the life of
each of us, and frequently at that. Yet, in some
regards, man knows more about the distant planets

than he does about the seas that lie at his feet.

The oceans of the world are huge; they cover
more than 70 percent of its surface and, in a few
spots, are so deep that a mountain the size of an
Everest would be lost in them. The oceans play a
major role in shaping the weather. fhey serve as
a source of food, as an exciting playground, as a
means of travel. The oceans touch on the life of

each of us, and frequently at that. Yet, in some
regards, man knows more avout the distant planets

than he does about the seas that lie at his feet.




INSTITUTO LATINO AMERICANO, A.C.
MARIA DEL CONSUELO ORYIZ GONZALEZ

Nombre
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Materialyping
Calificacion_Nov=5 =

3 2 Me A Maestro_Silvia

Grado Salén Turno Plantel Fecha

If you would like to become a rich person in
a rush, just invent some kind of pill or tonic eor

powder a typist could take to double his skill in
typing. Do you realize that there are about nune

million typists in offices and some three millien
more in classrooms who would be glad to pay a few
dollars for such a quick route te excellence? It
is so., It is nine te know that no one has beaten
vou to the invention yet; although, come to think
about it, it would be handy to be able te stop at
a shop and pick up a bex of words a minute would,
it not? For the present, though, just like those
who lwarned to type before we did, we shall drill
and drill our fingers until at last they learn to
eat up the word meals that our eyes feed to them.




INSTITUTO LATINO AMERICANO, A.C. Ejercicio No__ 20— F

Materi tyoine
¥i, NET,. COMSUBT.0 ORTIZ GO 24L4U% areria e T
wE. TNG. BSP 3 Nombryp Calificaciént} .
s5C. TN, . WAT. A. Maestro_ SILVIA
Carrera Grado Saldn Turno Plantel Fecha < /—11%+36

£ sroon re vou know tht vou sre to ~o un %o
thr ¢ mn, be ru e *o tell me so th't I ¢ n »nl-n 2
trin up there, tno. I would like to bhe with yon,
if I ¢on, when it i~ time to cr st the first line.

There is one cure w v there we ¢cn go from a
job whet we should like to get, #nd thet is to bhe
sure to look in the job Tor gpome of the things we
know th:t we ¢ 'n 4o wnell ‘nd like to do theat w y.

I'he o th thtt goes n. st cur houce is thre one
thet coes dovn to the 1 'e., The figh 4o n the
they s+ y, €r: so uick to bite thet rou 1ust hide
in ¢ bush or ¢ii a tree when you bsit the loolk,

A8 goon s you know th-t vou are to 0 up to
the ¢ 1p, be sure to tell me so tht I cen pl-n a
trip up there, too. I would like tco be irh you,
if I ecen, when it is time to cest the firet line.

There is one sure w3 there we ¢c°'n o {from e
job what we should like to =et, and thast i~ to be
sure to lonk in the job for some of the thinos we
know ,hst we cin do well nd like to do thet w:v,

The n-th th:t goes »n ot ocur rou-e i. the one
th-t s£oces dom to the 1 e, ‘the Ffish Ffown there,
they sty, ere so uic to bite that you must hide
in 2 buch or clib & tree when you b:it the leook,.

As gorn g3 you know thet you gre to go un to
the ¢: 1, be ure to tecll 1w o thit I cea 1.r ¢
trin un there, too, I would like to e 1th i u,
if T cin, when it is ti1e to cest the fir-t line,
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The group of us stood by the snmell twig fire
and wished we could be dry, even if just for five
minutes. INax pushed a vet stick into the fleumes;
it sgqueaked and sizzled and then started smoking.

Wwith a2 yell of dismay, we Jjumved back from a
gust of sio<e. kax stood there, guietly loughing
at us. I looked at the heavy clouds; they seemed
to proaise that the drizzle would last all night.

The group of us stood by the smzsll twig fire
and wished we could be dry, even 1f just for five
minutes. liax nushed a wet stick into the flamnes;
it squealed zand sizzled and then started smoking.

#ith a yell of digmay, we Jjumped back from a
gust of smoke. WYax stood there, quietly laughing
2t ug. I looked at the heavy clouds; they seemed
to promise th:et the drizzle would lest z2ll nicht.

The group of us stood by the smzall twig fire
and wished we could be dry, even if just for five
minutes. @ax pushed a wet stick into the flameg;s
it snuezsled and sizwled and then started smoking.

#ith a yell of dismay, we jumped back from =
gust of smoke. HMoax stood heres, quietly lausghing
at us. I looked at the heavy clouds; they seemed
to promise that the drizzle would last zll night.

The group of us stood by the snell twig fire
and wished we co2ld be dry, wven if just for five
minutes. '~x pus~ed a wet stick into the flames;
it squealed and sizzled and then started smoking.

{ith a yell of dismay, we Jjumped back from a
gust of smoke, llax stood there, guietly laushing
at us. I looked at the heawvy cloudss: they se
to promise that the dArizzle would last 211 ny
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Carrera Grado Salén Turno Plantel Fecha 10-12-"0
Dear Jim:

Ne have sold 1394 tickets and have firm,

extra recuests for 15,

wish we could tell ¥r.
210 you wished. B3ay,
tickets”
Dear Jim:

Ye h ve =o0ld 194
extra recuests for 1°F

wish we could tell ¥r.

210 you wished.,
tickets®

sSay,

Dear Jims

ve hove aold 19

extra reruests for 1°,
we could tell Nr.

wish
210 you wished.
tickets”

Say,

Dear Jin:
se hrve s0ld 194
extra recuests “or 1F
wish e conld tell
210 you visred. 9S8y,
tickets”

Vir,

to total 209. I sure
Rlazer to make u-» the
chum, did get you YOQOUR

John King

tickets and have firm,
to total 20", I sure
Elazer to make up tje
chum, did y »u get YOU.

John King

tickets and hsave firm,
to fotal 209, I sure
Flazer to make upn the
chum, did you get YOU?

John King

tickets and h ve f rm,
to total 27 , T sure
Plazer to meke un the
crum, did you et YOIU 1

John ¥inge
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*

Vear Jiu:

As of Decenbre
to 187. 1llolly Anne
hand, and :fax¢ has 6
to 207 or 209, ‘fhe
realized.

Vear Jim:

As of Decdmbre
to 187. Holly Anne
hand, and !fax has 6

to 207 or 209. The
realired,

Dear Jim:

As of Decembre
to 187. Holly Anne
hand, and "fax has 6
to 207 or 209, The
realized,

pear Jims:

As of Decembre
to 137. Holly Anne
hand, and “fax has 6
to 207 or 2038. The
realized.

3, oui ticket sales come
has 14 or 15 requests on
or 7 more. These add ub
210 victori goal will be

John Xing

3, out ticket sales come
has 14 or 15 requests on
or 7 more. These add up
210 victory goal will be

John King

3, our ticket sales cone
has 14 or 15 requests on
or 7 more, These add uv
victory 210 goal will be

John King

3, out ticket sales come
has 14 or 15 requests on
or 7 more. These add up
110 victorvy gcal will be~- -

John King
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Dear Johnt
i Ir. 1 z r tells e th t we can have up
3 to Decem re 7 for n exact count on the ban-
i quet, wit f'nal fi uras Dece bre 8, Can
we, I hone,” push sales ov r th 2 0 mark to,
1 say, about’ 2107
Jim
Dear John:.
Jdr. laz r tells me that e can have up
to Decembre 7 for an exact count on the ban-
quet, with final figures on Decembre 8. Can
we, I hppe, »push sales over the 200 mark to,
say, ab ult 2107
Jim
g Dear Johns

Mr. Blazer tells me that we can have up
to .Decembre 7 for an ecact count on the bgn-
quet, with final fig res on Uec nbre 8. C an
we, I hlpe, bush sales o gr the 200 mark %o,
say, about 2107

2 Jim

: De r John:

!ir. Blazer tells me that we can have ip
1 to Decembre 7 for an exact count on the ban-
3 quet, with final figures on Dece re 8. Can
] we, I hopne, push sales over the 200 mark to
] say, about 2107 :

Jim

NN PN, O GGy T )
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Dear Jim:

It mwy be November 27 or 28 before I am
sure of the exact number of dimmers to order,
fot he banquet. the size of the group will
be between 190 and 200, I belive, as it was

lasg year.

John King

Dear Jim:

It may be November 27 or 28 before I am
sure of the ecaxt number of dinners to order
for the banquet. The size of the group will
be between 190 and 200, I believe, as it was

last year.

John King

Dez¥ Jim:

It may be November 27 or 28 before I am
dure of the excast number of dinners to orde
for the bnaquet. The size of the group will
be between 190 - and 200, of the belive as it

last year.

John King
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Fecha

ANNOUNCEMENT

The Annual Banquet of The Business Club
will be held on Pecember 10 at 7:00 p.m.
in the Silver Room of the Hotel Statler.

Tickets are four dollars each and may be
obtained from these committee members:

John King, Chairman
Maxwell “ilbert
Holly Anne Parker

Reservations should be made en or defore
Nevember 24. Members are urged to make
their reservations as early as possible.

ANNOUNCEMENT

The Annual Banquet af the Business Club

will be held on December 10 at 7:00 p.m,.
in the Silver Room of the Hotel Statler.

Tickets are four dellars each and may be
obtalined from these committee members:

John King, Chairman
Maxwell Gilbert
Helly Anne Parker

Reservations should be made on or before
November 24. Members are urged to make
their reservations as early as possible.
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Dear Mr. duigley:

I have arranged for the six crews to do
indoor drills from flay 4 intil May 17 or 18,
with May 19 or 20 for hitting the take; they
will be ready for the prize meet on July 23.

Ed Steele

Dear Mr. Quigley:

I have arranfed for the six crews to do
indoor drills from ‘'ay 4 until “ay 17 or 18,
with May 19 or 20 for hitting the lake; they
will be ready for the prize meet on July 23.

Ed Steele

Dear Mr. Quigley:

1 have arranged for the six crews to do
indoor drills from ''ay 4 until llay 7 or 18 ,
with "ay 19 or 20 for hitting the lake; they
will be ready for the prize meet on July 23.

Ed Steele

Dear Mr. Quigley:

I have arranfed for the six crews to do
indoor drills from May 4 intul May 17 or 18,
with May 19 or 20 for hitting the lakej; they
will be ready for the prize meet on Jyly 23.

Ed Steele
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Dear Ed:

I think that .y 3 or 4 is a bit early,
bt merhars the six crews could lLegin indoor
work than and strixe the water about ey 21,
22, or 23. The nrize iadea sounds very good.

J. fers Quigley

Dear Ld:

I think that .Ry 3 or 4 is a tit early,
but perhaps the si%x vrews could begin indoor
work then and strike the water about Rkt 21,
22, or 23. The prize idea sounas very good.

i
J. red digley

Dear -kd:

I think that By 3 or 4 is a bit early,
but perhans the six crews could begin in door,
work then and stike the water about wmay 21,
2?2, 23. 'the nrize idear sounds very good.

?

J. "_red Quigley

Dear Ed:

I think that tay 3 or 4 is a big early,
but perha»ns the six crews coculd begin indoor
woek then and stike tne water about .y 21,
2?, or .3. Ile brize idea sounds very good.

J 1‘J:ed. uiley




INSTITUTO LATINO AMERICANO, A.C. | gjercicio No.20=B

MaRIA DFl CONSUFEIQ ORTIZ GOZALEZ Materia_Typlng
Nombre Calificacion_ge+.5
s.Aa. 3 2 Mo Ao MaestroSilvia
Carrera Grado Satdn Turno Plantel Fecha

Dear Mr. Uuigley:

If we could get the six crews in train-
ing by May 3 or 4 instead of June 1 or 2, we
might have a chance to take first prize this
vear. Does May 3 or 4 seem to be too early?

Ed Steeles

Dear Mir. Quigley:

If we could get he six crews on train--
ing by May 3 or 4 instead of June 1 or 2, uwe
might have a cjance to take first prize this
year. WYoes flay 3 or 4 seem te be too early?

Ed Steele

Dear Mr. Quigley:

If we could get the six crews in train-
ing by May 3 er 4 instead of June 1 oer 2, we
might haue a, chance to take first prize this
year. Yoes '"'ay 3 or 4 seem to be too early?

£d Steele

Dear Mr. Quigley:

If we could get the six crews in train-
ing by May 3 or 4 instead of June 1 or 2, we
might have a chance to take first prize this
year. Ppes ay 3 or 4 seem to be too early?

Ed Steele
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Dear Miss Queen:

The men in the club believe they should
extend more than just thanks to you for fix-
ing the index for us. So, by way of a bouns
prize, a little gift is on its way.

Paul J. UWest

Dear Miss Quesn:

The men in the club believe they should
extend more than just thanks to you for fixe
prize the index for us. 39o, by way of a ouns
prize, a littel gift is on its way.

Paul J. “est

Dear Miss QJQueen:

The men in the club believe thay should
extend more than just thanks to you for fix-
ing the index for us. So, by way of a bouns
prize, a little gift is on its way.

pau1 Je Est
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Dear Viss ueen:

It was kind of you to correct the index
to our club handbook for us., The job needed
t0o be done., 11 the men realize what a fine
task you did and are very grateful.

Paunl J, West

Dear Viss Queen:

it was kind of you to correct the index
to our club handbook for us., The job needed
to be done, “11 the men realize what a fine
task you did and are very grateful.

Faul J. weat

Dear Vi=as CQueen:

It was kind of you to correct the index
to our club handbook for us. The job needed
to be done, _11 the men realize what a fine
task you did and very grateful,

Paul J. hest
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Ejercicio Na. 17~F

i 1Ng
Materia R =

Calificacion__Oct-2

Maestro Silvia

Dear .ir, Vances

I admit that I am quite imbressed by the way
you refuse to give up on QCzite. You are one
exceptional salesman, How would you like to

join CUR staff and aell OUR products?

wane Glenn, Jr.

Dear .ir. VAnce:

I admit that I am quite inpressed by the way
you refuse to give up on Ozite. You are one
exceptional sglesman. How would you like to

jein OUR staf{f and sell OUR prodicts?

Kane Glenn, Jr.

Dear Mr, Vance:

I admit that I am quite impressed by the way
you refuse to give up on Ozite. You are one
exceptional salesaan. How would you like to

joun OUR stalf anf sell OUr producti?

Kane Glenn, Jr.

Dear 4r, Vance:

I admit that I am quite impressed by the way
vou refuse to give up on Ozite. Youe are one
exceptional salesman. How would you like to

join CUR staff and sell OUR products?

Kane Glean,

JI.
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Dear tr. Vance:

Ve are glad to learn that you have recovered
from the explosion and will be in to see us,
However, our interest in Czite cannot be re-
vived by all ithe enloquence in the world.

Kane Glenn, Jr.

Dear !Mr. Vance:

We are glad to learn that you jave recovered
fron the explosion and will be in to see us.
However, our interest in Ozite cannot be re-
vived by all the enlopence in the wold .

Kane Glenn, Jr.

Dear Mr. Vance:

We are glad to leard that you have recovered
from the exnlosion and will be in the se us.
However, our interest in Czite cannot be re-
vived by all the enlopuence in the wold.

Kane Glenn, Jr.

Dear Mr. Vance:

We are glad to learn that you have recovered
from the ex»losuon and will be in to see us.
Howerer, our interest in Ozite cannot be re-
vived by all the enloquence in the world.

Kane Glann, Jr. g@%gﬁ
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joy irk quo ham bed
zone vary jobs help

joy irk quo ham bed
zone vary jobs help

Joy ikr quo ham bed
zone vary jobs help

joy irk quo ham bed
zone very jobs help

joy irk quo ham bed
zone vary Jjobs help

joy irk guo ham bed
zone very jobs help

Joy irk quo ham bed
zone vary jods help

joy irk quo ham bed
zone very jods help

joy irk quo ham bed
zone vary jobs help

Joy irk quo ham bed
zone very Jjods help

joy irk quo ham bed
zone very jobs help

lag fox zip vow bat
quit digs crew milk

lag fox zip vow bay
quit digs crew milk

lag fox zip vow bat
quit digs crew milk

lag fox zip vouw bat
quit dibs crew milk

lag fox zip vow bat
quit digs crew milk

lag fox zip vow bat
quit digs crew milk

lag fox zip vouw bat
quit digs crew milk

lag fox zip vouw bat
quit digs crew milk

lag fox zip vow bat
quit digs crew milk

lag fox zip vow bat
quit digs crew milk

lag fox zip vow bat
guit digs crew milk

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone flax

act no so
lone glax

act no s
lone fl
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L REGRET
to tell vou that C:2rl V nce ' a«as
cuite bhadly when 2 box of Ozite
in his c¢cm»r en route to see us,.
not ylin a new meeting date,

Kane Glenn,

wE ReGRaT

to tell you that Carl Vancd vas
quite badly when a bow of Czite
in hi= car en route to =ee us,
not plan new meeting date.

Kane Glenn,

whE RaGRLT

to tell you thet Cerl Vance was
guite bazdly when a bowv of Czite
in his car en route to =ee us,
n,t vrlern a new meceting dete.

Kane Glenn,

Wwe RBGRLT

to tell you that C: lr Bance vas
toite bedly ehwn a bow of Czite
in his car en route to =see us,
not rln a new meetine date,

}F ne Glenn,

injured
blew ur
w e V‘ill

Jr,

injured

blevy u
Wwe will

Jr,

injured

tlew ur
we will

dr.

injured

blew y7
We will

Jdr,
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The
Get

The
Get

The
GCet

The
Get

The
GCet

The
Get

The
Get

The
Get

The
Get

The
Get

The
Gat

Two men
ANOTHER

TWO men
ANOTHER

from HILL-AGE want two MORE meetings.
jar of HI-SPEED, the SHINE-UP poeder.

from HILL-AGE want two MORE meetings.
jar of HI-SPEED, the SHINE-UP powder.

TWO from HILL=AGE men want two MORE meetings.

ANOTHER

TWO men
ANOCTHER

TWO men
ANOTHER

Two men
ANDTHER

TWD men
ANITHER

TWO men
ANDTHER

T40 men
ANITHER

TWUO0 men
ANOGTHER

T¥0s men
ANITHER

TWO men
ANDTHER

jar ef HI=-SPEED, the SHINE-UP powuder.

from HILL=-AGE want two MORE meetings.
jar of HI=SPEED? the SHINE-UP powder.

from HILL-AGE want twe MORE meetings.

jar of HI-SPEED, The SHINE-Up powder. .

from HILL=-AGE want two MORE meetings.
jar ef HI=-SPEED, the SHiNe-UP powder.

from HILL/AGE want two MORE meetings.
jar of HI/SPEED, The Shine-ip pouder.

from HILL=AGE want two MORE meetingse.
jar of HI-SPEED, the SHINE=-UP powdere.

from HILL-UP want two MORE meetings.
jar of HI=-SEEPD? the SHINE=-UP powder.

from HILL-ASE want two MORE meetings
jar of HI1lSPEED, the SHINE~UP powder.

from HILL=UP wnat two MORE meetings.
jar of HI=SPRED, the SHINE/UP powder

from HILL=-AGE want two MORE meetings.
jar of HI-SPEED, the SHINE=-UP powder.
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such
firm
rich
duty

such
firm
rich
duty

such
firm
rich
duty

auch
firm
rich
duty

vuxh
firm
rich
duty

such
firm
rich
dguty

such
firm
rich
duty

they
clan
hane
cozal

they
clan
h ng
col

th.y
cl-n
hn

co1l

th y
clan
hans
S 1

they
clan
h ns
Col

they
cl n
han -
co 1

they
cliin
hang
&b L

hand
diem
clay
cl-m

hand
diem
cl y
¢cl-m

hind
diem
cl=y
clam

hand
diem
clay
¢l m

hand
diem
Clc‘y
clem

h nd
siem

1y
cl m

h nd
diem
clry
¢l m

h 1f
when
wigh
disk

half
when
wish
disk

h~1f
vhen
wish
disk

helf
s hen
wich
dick

h 1f
when
vish
disk

half
eh.m
vish
dick

h-1f
when
wigh
di<k

soar
rair
raid
fish

soap
Tair
raid
fich

soar
arir
raid
fish

sosT
y ir
yaid
Tish

soar
yair
raid
fish

s0:."
rair
reid
fish

BOat
rair
raid
Tith

held
with
with
cork

held
vith
1 ke
cork

held
with
1: ke
cork

held
with
lake
cork

held
G By ot
1 ke
cork

held
with
lake
cork

held
vith
1ake
cork

mane
dovn
land

dock

mane
dovn
1 nd
dock

m ne
do n
1 nd
dock

mane
down
lond
dock

mane
dovn
L nd
wock

mine
dovm
1 nd
dosk

m ne
down
1:nd
deck

nars
1o -m
fork
flar

naps
ro~um
fork
flep

nazt e
roanm
fork
fieyp

nars
vo m
fork
flayp

nars
roam
fork
flap

Ne. TS
roam
fork
flap

nﬂpS
roam
tork
1y

dusk amen
curl girl
fuel mnke
duel cozy

dusk amen
curl girl
fucl m ke
du 1 cozy

du. k amen
crul oirl
fu 1 meke
duel cozy

dusk amen
crul girl
fuel mak

duel cozy

dusk amen
crul girl
fuel make
duvel zogzy

du. k¥ amen
crul girl
fu 1 mike
duel cozy
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BwW
lo
de
ki

aw
lo
de
ki

sSwW
lo
de
ki

A
lo
de
ki

sW
Lo
de
ki

sw
lo
de
ki

BwW
lo
de
ki

sweep
loose
delay
kinds

gweep
loocse
delzy
kinds

sweep
loose
del=y
kinds

aween
loosge
dealy
kinds

sweep
loose
del=y
kinds

sweep
loose
delav
kinds

sweet
lords
demon
kilts

sneet
lords
demon
kilts

sweet
lords
denon
kilts

sweet
lords
demon
kitls

sweet
lords
demorn
kilts

sweet
lords
d mon
kilts

swaet
jongs
dense
kings

swent
longs
dense
kings

swent
longs
dense
kings

sweat
longs
dense
kings

sveat
lones
dense
Yingrs

swhed
longs
dence
kines

swear
lower
delve
kitty

sraer
lower
delve
kitty

swaer
lower
delve
kitty

Sshaery
lower
delve
kitty

svaer
lowerx
delve
kitty

swc et
lower
delve
kitty

swarp
loaf
deny
kits

gwen
loaf
deny
kits

sWamn
loaf
denh
kits

swar
loaf
deny
kits

swar
loaf
deny
kits

8 AP
loaf
deny
kits

arat
load
desk
kite

swnat
load
desk
kite

swat
lo=d
desk
kite

swat
loae
desk
kite

swat
load
desk
kite

swat
load
desk
kite

swab swim 8w
lore love lo
deal dent de
kick ¥kiln ki

svw.ab swim sw
lore love 1lo
desnl dent Qe
kick kiln ki

swah swim sw
sore love lo
deal dent de
kick kiln ki

ewzb svim sw
lore love lo
de=1 dent de
kick kiln ki

sw'.b aswim sw
lore love lo
deal dent de
kick kiln ki

sw b swim sw
lore love lo
d=al dent de
¥ick kiln ki

swWWp sweet svoet swaer swar swat sw b ewim swe

loose lords longe lower lo=f load lore love
delay demon dense delve deny desk desl dent
kinda kilts kings kitty kits ¥ite kick kiln
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CARL VANCE

will explain the unique new Ozite chalk
process in the Board Room at three next
Friday. All those who wish to hear his
talk are free to plan to do so.

Kane Glenn, Jr.

CARL VANCE

will explain the unigue new 0Ozite vhalk
process in the Board Room at three next
Friday. #11 those who wish to hear his
talk are free tp plan to do so.

Kane Glenn, Jr.

CARL VANCE

will explain the unique new Ozite chalk
process in the Board Room at three next
Friday. All those who wish to hear his
talk are free to plan to do so.

Kane Glenn, Jr.

CARL VANCE

will explain rhe unique new Ozite chalk
process in the Board Room at three next
Priday. All those who wish to haer his
talk are free to plan to do so.

Kane Glenn, dJr.
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the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim quiz five

the lap vex bag ask
silk whim gquiz five

the lap vex bag ask
silk whim quiz five

wog car jet qua fed
lock jade oxen cafe

wog car jet qua fed
lock jade oxen cafe

wog car jet qua def
lock jade oven cafe

wog car jet qua fed
lock jade oxen cafe

wog car jet qua def
lock jade oxen cafe

weg car jet qua fed
lock jade oxen cafe

wog car jet qua fed
lock jade oxen cafe

wog car jet qua def
lock jade oxen cafe

wog car jet qua fed
lock jade oxen cafe

wog car jet qua def
loxk jade oxen cafe

wog car jet qua fed
lock jade oxen cafe

wog car jet qua def
lock jade oxen cafe

wog car jet qua ded
lock jade oxen cafe

wog car jet qua fed
lock jade oxen cafe

200 on my
type brig

zoo on my
type brig

Zoo on my
tvype brig

Zoo on my
type brig

Zoo On my
type brig

Zoo on my
type birg

zo0o on my
type brig

Zoo on my
type brig

ZoOo on my
type brig

Z00 ONn my
type brig

200 on my
type brig

Zo0 OoNn my
type brig

zZoo en my
type brig

Z00 Oon my
type brig
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Dear Vic:

our croup will meet at a cuarter to six
on [ ondat to plan che kind and size of proj-
etc the cludb will do this jyear. I hope that
you will plan to be there with us,

Bobh :rant

Dear Yic:

Our group will neet at a cuarter to .ix
on .onday to plar the "ind and size of proj-
etec Tthe club will do this yerr, L1 home ¢ at
you will plan to be :here with u..

£0D aIrant
Lear icjh

JUr  TUDD WLLL LCC . L & cUNTOeT L0 LiX
on . anday to plan the kind and size of nroj-
etc the club will do this year, I hop~ that
yod will plan to »e there wirb us,

Bob Grant

Dear Vic:

Our ~roup will reet at a cuarter to six
on !.onday to plan the ind and size of proj-
etc the club wil' do this vear, I hope that
you will nlan to be there with us,

Bob Grant
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bcdefghijklmnopgrstuvwxyaz
We are to go to the szhop as soon s we can do so.
He tried . + . tried very harc . . . but he lost,

pcdefghi jkl, mopgrstuvwxys?z
We are to go to the shop as soon as we can do soO.
lle tried . . « tried very hard . . . but he lost.

pceefghiljklmnopgrstuvwxyas:z
We arce to go to the shop as soon as we can do so.
He tried . . + tried very hard . . . but he lost.

bcdefghijklilmnopgrstuvwsxysz
wWe are to go to vhe shop as soon we can do so. _
He tried o . o+ tried very aard . . . but he lost.

bcdefghil jklilmnopagqrstuvwxyz
We are to go to the shop as socon as we can do so.
He tried . . » tried very hard , . . but he lost.

becdefghijJklnmnopgrstunvwxyz
We are to go to the shop as soon we can do s0.SO,
He tried . . . tried very haxrd . . . but he lost.

becdefghil jklnnopgrstuvwxyz2z
Wi are to £0 to the shop as soon we can do so, SO.
He arcetried » . . ed very hard . . . bDat he lost.

becedefzgzhijJklmnopgrsttuvwxyz
We are vo go to the shop as soon as we can do so.
He tried . . . tried very hard . . . but he lost.

becdefghijklimnopgrstuvwsx 3
We are to got o the shop as soon as we can do .[T?g
He tried . « . tried very hard . . . but he 1l¢3

TL:
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Carrera
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at
ly
ag
PY

at
ly
ag
PY

at
1y
ag
j 2 4

at
1lu
ag
PY

at
1y
ag
14

at
ly
ag
pY

plate
dully
again
happy

plate
dully
again
happy

plate
dully
again
happy

plate
dully
again
happy

plate
dully
again

happy

plate
dully
again
happy

orate
fully
Enags
nippy

crate
fully
snags
nippy

crate
fully
snags
nippy

crate
fully
snags
nippy

crate
fully
snags
nipny

crate
fully
snags
nippy

crate
sully
flags
wispy

orate
sully
flage
wispy

orate
sully
flags
wispy

orate
sully
flags
wispy

orate
sully
flags
wispy

orate
sully
flags
wispy

float
silly
stage
pylin

float
silly
stage
pylon

float:

silly
stage
pylon

float
silly
stage
rylon

float
sully
stage
pylon

float
silly
stage
Pylon

that
July
cage
copy

that
July
cage
copy

that
July
cage
copy

that
July
cage
copy

that
dJuly
cage
copy

that
July
cage
copy

flat
only
crag
pyro

flat
only
erag
pyro

flat
only
crag
pyro

flat
only
crag
pyro

flat
only
crag
pyro

flat
only
crag
pyTro

neat
lily
slag
pure

neat
1ily
slag

pbyre

neat
lily
slag
pyre

neat
lily
slag
pure

neat
1lily
slag
pyre

neat
lily
slag
pyre

pat
sly
Jeg
PyX

pat
sly
Jag
pyXx

pat
slh
Jag
P¥X

vag
sly
Jag
pyx

pat
slh
Jjag
PYX

pat
sly
Jjag
PYZ

hat
fly
lag
sSpx

hat
fly
laj

sSpy

hat
lag
lag
pay

hat

lag
sSpy

hat
lag
lag
spy
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MATERIA - MATERIA

ANO _ANO  __

DEDICATORIA DEDICATORIA

NOMBRE . . _ —NOMBRE

MATERIA MATERIA

ANO __ — . ANO e ——
DEDICATORIA DEDICATORIA




TRTE

A Nl et

Sl ol e il anl nl o N N e

TR e e el e s e e e s sl el vl g el Sl Bl e e e e el el e el el e el e R e ra e e T p T e A e e ol a2

M!S MAESTROS

NOMBRE ___ s . . NOMBRE —_
MATERIA  __ —_ - - MATERIA
ANO _ _ANO
DEDICATORIA DEDICATORIA

NOMBRE . ___ - — — — NOMBRE
MATERIA e MATERIA -
ANO: o e e _ __ARO . -
DEDICATORIA DEDICATORIA
I
R Ridlele[alaratalelalalaral elarelalalelarelaleralealalelalelaralsiaralalaralprarelalaralale el alalaralalarare




it RRiRERRRR[ARRIARIREIe[lefeleleleleiedleBlaR dlefelEfa e lefalaleraie R ElARRIA R AlARIARIE A E i

MIS COMPANERAS DE GRADUACION

% NOMBRE DIRECCION TELEFONO {

FOTOGRAFIAS




é MIS COMPARERAS DE GRADUACION
o

P
é NOMBRE
i

DIRECCION

TELEFONO

==
%







