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Preface to Revised Edition

Before The Private Secretary’s Manual was written, the author
had seen, in her work as a commercial teacher, as a secretary, and
as an employer, that secretarial work calls into use a vast store
of knowledge, aside from those skills in typewriting and short-
hand which form its foundation.

The gratifying volume of sales of the first edition of this book
and the many letters of commendation received by the author
have indicated that both students and secretarial workers recog-
nize and appreciate a manual based on practical experience,
coupled with close study of current business trends.

When a busy day’s work has been completed, few secretaries or
businessmen have the energy or inclination to study a “dictionary
of business data.” In the first edition of The Private Secretary’s
Manual an effort was made to present this business information
in a readable and interesting manner, with just enough humor
interspersed to prevent the reading from becoming burdensome.
Requests that the “human interest style” be retained in this re-
vision have been gratifying indeed; we still like you to feel that
when you read this book, you are sitting down with us to chat
about your office problems.

In the present edition, additions and deletions have been made
to bring material up to date (in some cases to anticipate future
developments) and to cover points omitted in the first edition.

The list of individuals who have contributed helpful sugges-
tions and information in compiling and revising this work is so
long that specific acknowledgments cannot be attempted here.
Especially helpful, however, have been the letters received from
secretaries working in practically every state in the United States,
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viii PREFACE TO REVISED EDITION

in Canada, and in Mexico, and the book reports submitted to the
author by instructors who are using The Private Secretary’s

Manual as a textbook in their classes.
B.C. T.



Preface to First Editson

Secretaries are made, not born.

The two factors of most importance in the development of the
“perfect secretary” are a teachable employee and a helpful em-
ployer.

The teachable secretary can take great joy in doing work in-
creasingly well, but improvement can hardly be expected if the
enthusiastic employee is not provided with standards of perform-
ance toward the attainment of which efforts may be directed.
That secretaries are anxious to put forth their best efforts is evi-
denced by the fact that they are constantly seeking guidance from
the schools from which they have been graduated. Indeed, it is
fair to say that the question of improving the quality of secretarial
work is often a graver problem to secretaries than to their em-
ployers.

The employer who does not know how to help his secretary—
and many have not a sufficiently clear understanding of secre-
tarial training to give clear instructions—should not expect to
receive superior service. Owing to the confidential nature of
secretarial work, seeking advice from outside sources is generally
prohibited. True, the most valuable positions are held by those
who lean least heavily upon their superiors (or upon others) for
directions, but the fact remains that unqualified adherence to
instructions is a secretary’s best insurance against disaster. The
clever worker will know how to ascertain precisely the employer’s
wishes, without subjecting him to unnecessary interrogation.

The author has seen much need for a book that will aid the em-
ployer in developing his secretary into the type of employee that
every man covets for his office. Consequently, this treatise is
designed to give information needed by the secretary on the job

X



x PREFACE TO FIRST EDITION

and to clear up points that confuse the intelligent worker. The
book may be read to advantage by both employer and employee.
If the employer will underscore the points that he considers im-
portant, the employee will have a guide to what is necessary to
meet his or her superior’s demands.

All incidents cited to illustrate points actually happened, not
in any one office, but in the many offices in which the writer, her
students, and her acquaintances have been employed or have em-

ployed others.
B.C. T.
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PAK1 ONE

What to Do

and
How to Do It






CHAPTER ONE

The Secretary and the Employer

“There is hope for the human race so long as it knows what
it wants.”
“Man can do anything, if he will do anything to learn.”

W hat is secretarial work?

If you who are occupying secretarial positions were asked to
formulate a definition which would adequately describe your
work, you would find it difficult to satisfy even yourself. To
make a definition which might be said to cover the whole realm
of secretarial positions is like trying to describe prairies and moun-
tains in one-word pictures. Few clements are common to all
positions, and the relative importance of even the most common
points of likeness varies greatly. Perhaps the first thing anyone
interested in this field should realize is that the vocation usually
requires hard work—and much of it. Consequently, the profes-
sion should attract only earnest workers.

People who admire a successful secretary often forget, or are
unaware, that she has attained this enviable stage in her career
only through a courageous struggle. One employment manager
says: “I consider secretarial positions more difficult to fill than any
other vacancies in the office. Not only are secretaries expected
to be technically perfect, but they must be executives and diplomats
without resenting the fact that others receive credit for the work

they do.”

Consistent effort necessary

Practically all books and articles on secretarial work picture it
as a glorified occupation. That theory is good, for every worker
X



2 SECRETARY AND EMPLOYER

should be given a sense of the inherent dignity of his work.
Nevertheless, the painting of a rose-hued dream picture by teachers
who lack personal experience has sent many secretaries into busi-
ness with the idea that all they must do is to secure the proper
position and “live happily ever after.”

In America we have been inclined to place so much emphasis
on outstanding feats that we have been termed “a nation of thrill
chasers.” Slow, dignified, and consistent effort has often been
obscured by our appetite for the spectacular. Extravagant state-
ments have caused many secretaries to gain such an exaggerated
idea of their own importance that they are not willing to do menial
tasks while waiting for the opportunity to demonstrate their ability
to do big things. A recent newspaper article described a secretary
as a “glorified servant.” If you wish to be valuable to your em-
ployer, forget about the glorified part of that definition and con-
centrate on being a servant.

Every honest picture of modern business will place secretarial
work on a very high plane, but it will also point out that the price
of success is rigid attendance to duty, constant study of one’s work,
a keen memory for detail and system, and adjustment to the moods
of those with whom one works. Do not feel that these require-
ments are impossible of attainment, but realize that they are the
price you pay for success. The discouragements of your work
may overwhelm you after you lose contact with the inspiration of
teachers and books unless you strive for improvement by getting
new ideas and by constantly trying to see your work from your
employer’s point of view.

Weigh advice carefully

Any secretarial book will aid you in checking up your work,
but no book can outline for you all of the qualities and qualifica-
tions which will make you a successful secretary in any one posi-
tion. A book can only draw your attention to points which have
contributed to the success or failure of other secretaries. Even
in adopting good methods you will have to use discretion, for,
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while many hints will be valuable to you, others will not har-
monize either with your own personality or with that of your
employer. Remember that there is no such thing as a successful
secretary without a position; she is successful only through making
good in some position. Your wish to be successful must be backed
up by conscious effort to demonstrate your ability in the position
you are filling. Simply to drift from one place to another in the
hope of finding the “ideal position,” without lingering anywhere
long enough to become useful, is the way to certain failure.  When
you have made yourself a distinct help to your employer, you may
feel that satisfaction which comes from being a true secretary,
a keeper of secrets. No employer will place this confidence in
you until you have proved your worth.

Opportunities for advancement

Secretarial work affords an opportunity to obtain inside informa-
tion about any business. Officers of banks, lawyers, and business-
men often reveal the fact that they got the groundwork for their
careers in a secretarial capacity. A secretary knows how problems
are handled, the policies of the concern, and many confidential
matters. Indeed, this very knowledge of details keeps many sec-
retaries from advancing, for they become so engrossed in following
routine that they forget to demonstrate that they also 2hink.  First,
know your work; then, make that knowledge felt.

The fact that you may not be making an outstanding success in
your present position should not cause you to believe that it is
futile to continue in a secretarial capacity. Secretarial positions
differ as widely as those who fill them. Do your best and your
efforts will be noticed. Personnel directors are constantly trying
to place diligent employees where they can do their best work.

Attitude toward work

Most secretaries have a very carnest desire to do good work.
Their employer’s satisfaction with some piece of work will bring
a glow of happiness which colors their entire day. They are
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equally quick to sense when something “just passes,” and become
very discouraged if they do not know how to better their efforts.
Can you continue trying to improve your work in the face of silent
disapproval, or will you finally lapse into the careless attitude of
placing on your employer the burden of censoring your efforts?

Because happiness in any work is largely a mental state, concen-
trate on the task of taking the monotony out of the position which
you have been fortunate enough to secure.  Strive to conquer any
dislike for routine work. A young artist, after spending several
years in training for a specialized branch of commercial art, com-
plained to a dentist that her work was so monotonous she was
going into some other line of work. The dentist advised her to
reconsider, saying: “You will find monotony in anything you do
if you allow your thoughts to concentrate on the drudgery of your
work. Were I to allow myself the luxury of self-pity, I could
think of dentistry as constant drilling. I concentrate on the artis-
tic, humanitarian, and social sides of my work and find it quite
fascinating.” This was the first time the young artist had ever
thought of the glamorous carcer of this successful man as any-
thing but one round of pleasurc. She went back to her art with
a changed mental attitude toward routine.

Specific preparation

Anyone who goes into sccretarial work half trained has a hard
struggle ahead. A thorough coursce in shorthand, typewriting,
bookkeeping, English, and sccretarial practice is desirable. This
technical knowledge will not assure success but it will leave the
mind free to concentrate on other problems as they come up.

A college diploma is not the answer to a businessman’s prayer
unless the holder has backed its possession with acceptable effi-
ciency in shorthand and typewriting. Incomplete secretarial
training causes the failure of many college graduates. Parents
say: “I have spent sixteen years on Mollie’s education and now she
wants to go into business. Can’t you give her a course in six
weeks?” Few people would attempt to learn Italian or German
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in six weeks, yet in speaking a language one can choose his own
words, while in taking dictation one is responsible for the vocab-
ulary of another.

Nothing is more pathetic than to sce one who is not fitted for
his position trying to master its intricacies. As one officer said of
another, who had reccived his executive position through social
influence: “Do they pay that man a salary, or does he pay tuition
here? I have just spent half an hour of my time trying to explain
to him something which should have been perfectly clear to him
in three sentences if he knew his business.” Unfortunately, such
poorly traincd people have to be tolerated in many offices, even
though they do waste the valuable time of those who have trained
themselves for their work. If an untrained person stays long
cnough in a position he secured and holds through “pull,” he may,
at the expense of others, learn to fill a niche fairly well. A secre-
tary, however, cannot afford to be placed in this class. Though
people are willing to give detailed instructions to low-salaried
employees and will ~heck such work, they expect a secretary to be
capable of taking directions quickly and carryirg them out with
no necessity for checking by another. To mcet this requirement
you will not only have to know much outside the narrow realm
of straight dictation and transcription, but you will also need these
tools of your trade.

General background

Higher education aids one to see things on a broader scale,
thereby permitting a more ready grasp of problems than is usually
achieved by a person of limited education. A college degree gives
a secretary confidence to meet others on an equal plane, but a
degree always looks much bigger to the person who does not have
one than to the person who docs. For this reason the secretary
who works for a college man often fails to place a proper estimate
on those talents she does possess. On the other hand, a secretary
with a college degree may fail to attain success under a self-
educated employer if her academic training is made offensively
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prominent and the employer is made to suffer by comparison.
Fine discretion and restraint must always go hand in hand with
supcrior scholastic attainment.

The broadening influence of travel gives one a basis for conver-
sation and reading. A secretary who has interests beyond her own
locality will not address a letter to “St. Paul, Illinois.” She will
know much about hotel accommodations, modes of travel, cus-
toms, and people—knowledge which will prove valuable in her
work.

A social background is extremely important for many types of
secretarial positions. Ease with people is gained only through
mingling with others. A schoolboy or girl who misses social con-
tacts in order to make high grades will have to pay for this loss
at some future time. Association with only those of high social
standing, however, is not sufficient for a business background; it
is important to know people from all walks of life.

Experience

Too many people spend their time doing nothing of value.
Attempt as many different things as possible. These experiences
will aid you in doing new things when they confront you in the
office. If you can drive a car, it may help you to adjust your type-
writer. Dull people usually do not have life enough to go out
and have a good time. They are not eager to learn new things,
to sce new places, and to meet new people. Hence, when they
come into an office, they are forced to meet too many situations for
the first time. The old proverb, “If you want anything done, give
it to a busy man,” applies forcefully to secretaries. The girl who
does the most work in an office usually does the most things out-
side; one who claims she spends every evening caring for her office
clothes seldom has a wardrobe which would tempt a burglar, and
she is missing other contacts which would make her valuable.

Experience in one position will always be of help in another,
unless habits and ideas thus gained have become so firmly rooted
that one is not amenable to change. Neglect no opportunity to
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become acquainted with another phase of your work or with a
new kind of machine, for this knowledge may prove invaluable
at some future time. Most workers place great stress on their
experience, often to the point of being “all puffed up” about what
they have done. No one should minimize the importance of
experience, but everyone should realize that pride, like all admi-
rable human characteristics, has its less praiseworthy aspects.

Training while in service

If you were not fortunate enough to have received a thorough
training before starting to work, you will find that much can be
accomplished while you are on a job. Never feel that your educa-
tion has been completed because you are now drawing a salary.
Perhaps the grcatest values come from training received after you
are certain what knowledge will be used. Try to learn some-
thing every day that will improve your office work. Too many
secretaries are no better than they were when they first started
work. They do each day’s work in a routine manner, never put-
ting more thought into it than is absolutely necessary. Mecthods
change so rapidly that soon they find their system antiquated.
This apathy is a serious handicap when another position must be
sought.

Personal feeling of responsibility

The person who owns a business usually feels a vital interest in
its success. Home ownership is encouraged because of interest
gained through possession. Endcavor to develop such a personal
interest in your work by thinking of your firm’s business as your
own. The girl who dismissed an error she had made with, “Oh
well, it’s their loss, not mine!” was soon looking elsewhere for
work.

Attendance is usually a fair index of your interest. If you can
stay away for a day without telephoning your employer, you surely
cannot consider your work very important and will be lucky if
your place is not filled by another. Tardiness is usually an evi-
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dence of lack of self-control, even though we find various reasons
to excuse it to ourselves and to our employers. If you would be of
help to your employer, you must have a keen sense of the value
of time.

Health is a supreme factor in assuming responsibility. Though
a little mental sclf-discipline goes a long way in curing some
ailments, a secretary must form regular habits of living in order
to develop and maintain the physical strength to work well. The
time is coming when to complain of illness and to lose work
because of it will be looked upon as a disgrace. Put yourself in
the vanguard of those who are “making America physically fit.”
If you cannot be regular in attendance, find yourself a part-time
position; never just let matters drift along hoping that no serious

conflict will arise.
The secretary who spends fifteen minutes in smoking or other-

wise dissipating her firm’s time can scarcely be said to have a
proper attitude toward her work. Some sccretaries, though re-
sponsible for a private office, will sit in a rest room until called
to perform a duty. Even though a secretary’s presence in the
office is not needed, employers have learned to beware of the person
who must constantly be sought in rest rooms, smoking rooms,
washrooms, or other retreats. Much scandal and worthless gossip
are generally absorbed, and frequently confidential information
leaks out through those channels. Little information for increas-
ing office efficiency is ever carried away from a rest room.

The Wage and Hour Law

Probably no group of workers were more in need of protection
by this law than were sccretaries. Mill workers were found to
be receiving a minimum wage of sixteen dollars a weck for work
which required little or no training and very limited educational
background. In offices, on the other hand, many a well-educated
secretary was virtually a “jack of all trades.” Her hours were
usually very irregular and long, and often her salary was not more
than ten dollars a week.
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The Federal Wage and Hour Law provides that employees
covered by it be paid a minimum of forty cents an hour for regu-
lar hours worked, and time and one-half for hours worked over
forty per week. However, if your salary is thirty dollars a week or
more and if you perform “executive” duties, or if you are paid at
least two hundred dollars a month and your duties are of an
“administrative” or “professional” character, you would not be
covered. Furthermore, to be covered, your duties must come
within the scope of interstate commerce. Many secretaries, there-
fore, are not subject to the provisions of the Wage and Hour Law.

If you are not sure of your status under this law, write to the
Director of the Women’s Bureau, Department of Labor. You
should contact the Wage and Hour Division of your local office of
the Department of Labor to see if you are entitled to overtime.

Overtime usually a bad habit

Occasional overtime is a necessary evil in most offices. Accept
such calls cheerfully and do not expect arbitrarily to arrange your
outside activities to conform strictly to scheduled office hours.
However, habitual overtime is usually an indication of poor
management. Secretarial overtime usually develops because
duties are so gradually assigned to efficient secretarics that no one
realizes the amount of detail being assumed. Learn to delegate
to someone clse work which you cannot handle easily. If you
are always hurried to get your work out on time, analyze the
reason. Unfortunately, employers do not always realize the
burdens they are putting upon willing employees.

Reduced office forces have even made it necessary for one person
to assume the work formerly done by three or four. Until all
companies learn that cutting down a working force must be done
with deliberation, secretaries will be in danger of having to cope
with economy policies instituted in a mood bordering on hysteria,
rather than in a spirit of sane and businesslike planning.

If the management forgets that, when it cuts down its secre-
tarial force by one-half, it must cut down its secretarial work as
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well, you may have to bring the situation to its attention. Every
picce of work you do should be scanned with the question in
mind, “Is this work really necessary?” You will surprise your-
self and others by the amount of work this test will eliminate.
Much routine is carried on just because no one has realized it is
no longer useful.

Attack your problems at once. 'Work done in the early morn-
ing is usually done better than work rushed through before clos-
ing. A common type of unfair demand made upon a secretary’s
time comes from lack of system on the part of an employer.
What can be more annoying than to have a man stroll into an
office and start dictating just before five o’clock, especially if he
has wasted practically all day! One young woman developed an
aversion for chocolate bars because the sales manager of a large
textile mill ate them all morning, while he minutely discussed
every event of his previous evening with any individual who
would listen. About two o’clock he would settle down to the
morning’s mail. Nearly always when he went to the five o’clock
sales mecting, he would leave his secretary with these words,
“Stick around so we can finish this work.” He might not come
back until seven o’clock, at which time he would often rush off to
keep a social engagement. It has been just such thoughtless in-
fringement on a secretary’s rights which has made it necessary to
regulate hours and wages by law.

If your employer is a born procrastinator, exhaust every possi-
bility of forcing him to do his work on time. Go to him with
some correspondence and ask him if he wants you to answer it.
Interruptions such as this may bring his mind back to his work,
and he can often be made to believe that he wanted to get down
to work early in the day.

Pride in efficiency of office

Believe your work is important and you will make itso. A girl
went into the office of a man who tried to pass all details on to
others until he was forced to invent work to occupy his own time.
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When not busy, the secretary would solve problems herself instead
of giving them to others. Upon being questioned as to why she
bothered with those matters, she answered, “I want to make this
office the most efficient in the organization; people will not have
confidence in us if they suspect we do not know how to give them
service here.” The executive saw that his attitude was wrong
and codperated with his secretary. In five years that officer was
made president of his concern. People are always quick to sense
the distinction between merely “passing the buck” and the delega-
tion of details to others to avoid congestion of work.

Attitude toward self

Most secretaries really believe they are inferior, although they
often assume an overbearing attitude to hide this conviction.
They fail to give their best because they underrate their ability.
They hesitate to contribute their ideas because they are not sure
of their value. This mental uncertainty, which hinders advance-
ment, was condemned by a bank official in these words: “Men
secretaries usually speak to you and then take a step backward;
they are not men who can stand up and talk to you as an cqual.”
As long as one doubts his own ability, that uncertainty will be
conveyed to others and shake their confidence.

Evaluation of self

Because secretarial work is dignified and honest, you arec most
unwise if you let your mind play on comparisons of either inferi-
ority or superiority. Too much introspection is fatal to progress.
If you are not mentally, morally, socially, and spiritually the equal
of the man from whom you take dictation, grasp every opportunity
to bridge that gulf. Because you must relieve your employer of
much of his work, you should realize the truth of this maxim:
“Equal education and practice make individuals much alike in
achievement.”

The attitude of many businessmen kills self-respect in their
secretaries. Almost anyone finds difficulty in maintaining a high
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regard for his own opinions when superiors make it evident that
they do not esteem those opinions highly. Many employers treat
their secretaries as coworkers and so help them to develop sound
judgment. The president of a large gas company is proud to say
that he was formerly a secretary, while an executive of another
organization says, “I was a secretary for nine years, but I don’t
want the fact known to anyone.” An analysis of the secretarial
experiences of the two men would probably reveal that their
employers were largely responsible for their different attitudes.
If you can hold to your ideals until they are recognized, your
employer will be gratificd to have you reveal to the world that
he helped you. Try to make him realize now that he is partly
responsible for your success.

Art of improving onc’s personality

No one is born with “personality plus.” Some get an early
start in acquiring a pleasing personality, while others, in child-
hood, are allowed to develop traits which require years to eradicate.
A splendid way of checking up on yourself is to use one of the
numerous personality charts in common use. Get someone else
(perhaps your employer) to rate you also. Compare the ratings
to sce where you differ. Maybe you are not conveying to your
employer a quality in which you think you are strong. These
analyses have been mutually beneficial to employer and employee
when both have tried to make them a basis for constructive aid.
A secretarial self-rating test is included in the last chapter of this
book and may be a guide to you.

Acceptance of criticism

Criticism provides us with a means of becoming aware of our
failings, and we should welcome it. Few realize the mental
anguish inflicted by withholding frank comment on work which
is not satisfactory. A secretary who is dismissed without being
given a chance to improve has a right to feel unfairly used. One
firm treats its secretaries royally, until suddenly they are called
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to the personnel manager and told they are being discharged
because of unsatisfactory work. No secretary has ever been able
to find out what was wrong with her work, even though it had
apparently been satisfactory for as long as four years.

Constructive criticism is generally well thought out and is
intended to be helpful, but destructive criticism is often unreason-
able. It takes a strong character to weigh unkind comments and
accept them for what they are worth. The fact that someone
does not agree with you is not necessarily a reason to believe you
are wrong. The question as to whether you will take or leave
advice is one which you must scttle for yourself. However, if
you care enough for your work, it is sometimes necessary to yield
points which seem important to you.

A cheerful, interested, and gracious atmosphere makes an office
a pleasant place in which to do business. Some trivial thing may
destroy this harmony. Frequently we could overcome manner-
isms which annoy others if we were made conscious of them.
Few people resent being quietly spoken to about cither themselves
or their work if the criticism is made to them direct instead of
being relayed to them through a disinterested person. Relayed
criticism places undue emphasis on minor failings.

Art of maturing gracefully

Age is a boon to anyone with the will to make it so. With
maturing years comes a wealth of experience from which to
draw. Things which seem a tragedy to the secretary of eighteen
will seem trivial to the secretary of forty. When women realize
that “perpetual youth,” valuable as a beauty slogan, seldom wins
the businessman’s favor, they will be more successful in attaining
the business equality for which they strive. Men are not willing
to place responsibility on a child, and the girl of twenty-five who
apes a high-school girl should not resent the fact that her position
is scarcely better than that of a beginner.

Though this affectation of youth is a fault commonly attributed
to women, men are often equally guilty. Disappointed at not
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being executives, men in lower positions assume an attitude of
extreme youth, thinking that an air of boyishness hides their lack
of business progress. This juvenile pose frequently stands in the
way of their advancement. They miss the advantages to be
derived from associating with successful men. Strive to make
yourself attractive to older persons, for close observation of their
thinking processcs may teach you much.

Attitude toward employer

Because of the picture which has been painted of “big busi-
nessmen,” many secretaries go into their work expecting to find
supermen who will always do everything in exactly the right way.
If employers realized the greatness with which they have been
clothed, they would be afraid to meet their secretaries, knowing
how impossible it is for them to live up to expectations. Instead
of being convinced that you have been cheated in the employer
you have found, try to understand that he is a human being
who often unintentionally makes serious mistakes in the way he
endeavors to get you to do your best work. Do not let your
disillusionment regarding your employer’s infallibility cause you
to lower your secretarial standards accordingly.

Sympathetic understanding

The world’s great men and women have often tried to name
one or a group of qualities which gained for them distinction and
success. A real accomplishment is to find the combination, fit-
tingly exercised or curbed, which will make you understanding
and #nderstood. The plain fact is that nobody is understood
by anybody else. To be alive is to be misunderstood. Young
people cry out more often about this than their elders because
they have not yet learned the futility of beating their wings
against the cage of individuality. This does not mean that you
should not try to comprehend what is wanted, but it does mean that
you should not worry unduly because some of your efforts are
misinterpreted.
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The greatest aid in clearing up unavoidable misunderstandings
is frankness. If you are not satisfied with your employer, tell
him about it. He owes you the same courtesy. If you cannot
rectify the differences, it may be necessary for you to move on.
Be equally quick to let your employer know when you appreciate
things he does. As one secretary said: “I would do anything for
my employer because when I make errors once he does not
remind me of them every day thereafter. One day after I had
made a very serious error, I thanked him as I left for his for-
bearance in not checking up on my work. He said, ‘Well, I knew
you were very much upset about your neglect yesterday, so there
was little likelihood that you would forget again.”” What a
sane attitude to take! Can you as a secretary use the same for-
bearance? Check yourself to see that you are not constantly
reminding your employer that he cannot be trusted simply
because he has slipped up on something once or twice.

Though success might be easy if you could secure a position
with a man who represented to you all that is finest and best in
manhood, you can often be of greater help to an employer who
is far from perfect. Your experiences and training will fit in
and supplement his good qualities. Probably you have a posi-
tion with a man whose training, ideals, and ideas are absolutely
foreign to you. Adjust yourself to this new situation by thinking
as little as possible of your employer’s failings and by concentrating
on his strong points. Above all, do not discuss his faults with
the office force. Better let them think that, although your god
has feet of clay, you do not know it. You will be surprised at the
mutual benefit which can be derived from an association which
at first seems most uncongenial.

Childhood training

Some educators say that, given charge of a child for the first
seven years of his life, it does not matter what happens to him
thereafter; the influence of his early training will persist. If
this is true, even in part, we must allow much for peculiarities of
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office workers. The world-renowned man who walked off with
merely a nod to his host’s secrctary who had spent two days in
working out details for the visitor’s return trip had little thought
of giving offense.

A person’s place in a family frequently influences his entire
life. The older child is often an habitual dictator and the younger
child a dependent ‘individual. An only child sometimes finds
it difficult to adjust himself to others. A very keen executive
could not get along with any secretary or with fellow employees
because hc had been accustomed to working alone all his life.
A casual visitor to the office was much impressed by his “company
manners,” but years were needed to discover a secretary who
could analyze the situation well enough to realize the handicap
under which the sterling qualities of the man were hidden.

Fits of temper, sulkiness, sarcasm, and similar qualities are
hangovers from a maladjusted childhood. Usually they are
overcome largely by sympathetic understanding on the part of
associates, coupled with strong desire on the part of the person
himself. Perhaps a secretary can be of more assistance to an
employer in this struggle than any one of his friends. Do not
destroy your opportunity by undermining your employer’s con-
fidence in you through malicious gossip or by evidencing your
disapproval in an objectional manner.

To think that you can completely eradicate all of your em-
ployer’s undesirable traits is usually fatal to your happiness.
You were not hired as a reformer. Although you may side-
track much disagreeableness by warding off situations which
arouse unpleasant traits, they will reappear at most unexpected
moments to destroy your faith in your own efforts. Endeavor
to forget the sting and begin over again when each storm is past.
A subofficer in a large organization was inclined to write sarcastic
letters. After he had dictated a letter to a new secretary, she
asked him if she should change it. When he surprisedly asked the
reason, she said that the letter sounded sarcastic. He retorted,
“I meant it to be.” Calmly she looked at him and remarked,
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“Oh, and psychologists say sarcasm is the natural reaction of
a second-rate mind!” Her earnestness impressed her employer
and he asked her to change the letter. Their work together was
so harmonious that everyone forgot that the man had this disagree-
able trait until after the secretary left to be married. Extremely
annoyed by less efficient help, the officer once more burst into a
tirade of sarcasm which astounded the recipients of his corre-
spondence. Age had not sweetened his bad disposition, though
an efficient secretary had been able to hide it for some years.

Home environment

Nothing can take the place of a happy home life in the success
of a businessman. Most men have to attend to their work in the
face of illness, death, and other family worries. Though they may
answers inquiries about their troubles, they usually prefer to be
allowed to forget, at least temporarily, those distracting influences.
Listen to what is told you, but do not ask questions. Try to help
your employer free himself of office details, so that he may go
home if he desires; but while he remains in the office, let him
work. A fecling of usefulness is often an important element
in sustaining a man in time of trouble. Above all, do not allow
your sympathy to become so stamped on your countenance that it
1s a constant reminder of the sadness your employer is trying to
relegate to the back of his mind.

Always treat your employer’s home life with respect; he will
then find it easicr to see the nice things in it. Discourage conver-
sation about family disagreements, for it is easy to become in-
volved in matters which do not concern your business associations.
Unfortunately, some men are struggling against conditions which
are taking their thoughts from their work and sapping their
vitality. The alert secretary will see this, but any aid she might
give is always open to question. Though one is frequently judged
by appearances, widely heralded “enticing tendencies” of secre-
taries usually have their basis in a most worthy desire to help.
Remember that the best help is not to bear another’s troubles
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for him but to help him bear his own burdens. You will have
enough trouble with office problems without allowing yourself
to become in any way responsible for straightening out extrane-
ous misunderstandings.

A sccretary may sometimes be of value in pointing out to a
man some thoughtlessness which is seriously interfering with his
work. During the War, an efficient man of forty had charge of
one hundred fifty executives in a big Government plant. Every-
onc treated him with decp respect until after the birth of a
daughter. Instead of accepting this responsibility gracefully, he
made unnecessary remarks about the child’s crying. In two
weeks the men were greeting him with a chorus of: “You look
slecpy!”  “How’s the cherub?” and similar remarks, in reply
to which he would complain in a most amusing manner. His
secretary, sccing that his inability to meet this new situation was
undermining his office discipline, was at a loss to know how to
approach such a delicate subject. One morning, after a partic-
ularly hilarious greeting by the men, he turned to his secretary
with the remark, “You look thoughtful this morning.” She
replied: “I was just wondering if the mother of that child would
feel very happy to know that it has become a subject of conversa-
tion in this office. ' We women are usually unaccountably sensitive
about not receiving sympathetic understanding in new and trying
experiences.” The employer said, “Thank you, I had never
thought of that” On the following morning his reply to the
office greeting was, “Just fine—has a disposition exactly like her
father.” Some days later he brought in a picture of the child,
which he proudly showed to those who had been teasing him.
No one ever knew what had caused the change in his attitude.

Former associates

Vulgar stories, swearing, and poor English are often the result
of former associations that required nothing better. To over-
come these speech habits is a struggle which calls for the best
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in a man. It sometimes calls for supreme tolerance on the part
of a refined secretary not to show disgust for the man who has
these faults to correct. If you become militant about the matter,
your employer will probably do nothing to make the office
atmosphere more pleasant for you.

A man who has worked with an inferior type of stenographer
in his lower positions will find it hard to have proper regard for
the intelligence of a person who handles his work when he
becomes an exccutive. It may never occur to him that people
judge his background and his present position by the deference
which he accords to those under his supervision. You will have
to be patient until you make him feel your personal worth.

Present surroundings

A good executive does not broadcast his office problems, but you
can easily see that many of the men with whom your employer
has to work are not giving him their full cooperation. Constant
vigilance in such situations will enable you to make things run
along more smoothly. Do not lose a letter, forget an appoint-
ment, or otherwise irritate a man who is looking for something
about your employer to criticize. You may find it difficult not to
show resentment toward anyone whom you believe to be unjustly
critical of your employer, but it is usually best to feign ignorance
of a rift. An opponent’s anger will be intensified if he gets the
impression that your employer has discussed their differences
with you. Despite your politeness to his enemy, your employer
must always have your loyalty.

Making an employer do things

Nearly every employer likes to be kept up to a certain standard.
One employment manager will not hire a secretary who he does
not think has the ability to stand by her convictions. The man-
ager says, “Make them mad; that is part of your job.” Though
discretion must be used in this matter, “the peace that passeth un-
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derstanding” is not always an office asset. Samuel Butler’s re-
wording, “the understanding that passeth peace,” is often more
fitting between a secretary and her employer.  Only long associa-
tion and absolute loyalty on both sides can give an understanding
which brings peace, despite some of the rather harsh things which
must be donc at times.  Though your duty may make it necessary
to annoy your employer temporarily, do not become discouraged.
Few people enjoy or admire a person who agrees with their every
thought; you will probably be respected because you demonstrate
courage cnough to do your work well in spite of opposition.

Secking clear instructions

Do not expect your employer to be an experienced teacher,
for he has probably not been trained in the technique of impart-
ing knowledge. Can you sense the fact that he may not be
deliberately trying to bewilder you? Coming from school into
an office, you will find it difficult to usc aggressive means in getting
information which would have been carefully measured out to
you by teachers who have spent years in learning how to give
instructions. ‘This vagueness of directions was, in one case, so
marked that a secretary who was loyal to her employer exclaimed,
when she heard that he was contemplating buying a puppy for
his little girl: “Oh, why doesn’t he get a dog? He couldn’t train
a puppy.” Anyone who has worked for a man with this common
failing will understand what that secretary must have gone
through to feel so decply about a puppy.

Attitude toward fellow employees

Much of the success of any secretary is dependent upon the
respect and codperation of other employees in an office. Most
people admire a capable employee who is willing to assume his
share of the work without asking too much assistance from
associates. Always greet fellow workers cheerfully, cordially,
and naturally, but remember that few people care to be burdened
with your troubles.
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Interest

Know the work of those with whom you have direct dealings.
Make the acquaintance of as many others as possible. Never fail
to take an interest in their accomplishments. Be interested in
the things they are trying to do. One sccretary won the undying
devotion of the office force because he was always bringing them
a clipping of a joke, an article, or a sale, saying: “This made me
think of you,” or “I thought you might be interested,” or showing
some similar evidence of good will. For instance, an office boy,
interested in going on to school, was grateful when presented with
a school catalogue.

Always treat messenger boys with the respect you would desire
from your employer. Above all, do not scream at these growing
boys, for their impressionable minds retain your attitudes as an
example of a person higher up on the business ladder. Insist on
good work; even though boys arc often foot-weary, they must
learn to carry on despite fatigue. On the other hand, do not
unnecessarily burden office boys with trips which could be elimi-
nated through a little forethought on your part. One messenger
in a large office put a pedometer in his pocket each morning when
he started on his rounds. He found that he had traveled three
hundred eleven miles in the first thirty days, although he never
left the building. Remember that your interest may inspire these
boys to do bigger things; indifference may kill even a spark of
ambition which another has kindled in them.

Discretion

Realization of the confidential nature of your work will cause
you to be slow in making a confidant of anyone in an office.
When faced with direct questioning about some important matter,
you will often be puzzled to know what to say. A secretary who
guarded the secrets of contracts covering thousands of dollars
made it a practice to look laughingly into the face of a questioner
and say, most unconvincingly, “I don’t know.” An employer
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who bragged that he could elicit any information he wanted from
any secretary gave her up in despair. Her facial expression told
him nothing, whilc her sweet manner was a perfect way of re-
minding him that he had overstepped the bounds of propriety.

Women employers

Consistent use has been made of terms that apply to men em-
ployers.  This has been done only for convenience. Any sugges-
tions given here apply to superiors of cither sex. No special
technique need be learned by a secretary who works for a woman.
In justice to this minority group, testimony gathered from a num-
ber of secretaries who have worked for both men and women
would seem to disprove the common belief that secretaries dislike
working for women. One girl said: “Women employers work
hard themselves, or their positions would be given to men. They
expect more of a secretary, but I do not object to working hard if
an employer does an honest sharc of the work. True, women are
very frank in telling a secretary what is wrong with her work,
but this frankness pleases me because I want to satisfy my em-
ployer.”

Another secretary said: “As a result of the many articles written
by men or their admirers, a girl goes to a feminine employer with
an idea that she will be unfairly treated. Recally, women are
quick to sce the employee’s side of a matter if it is honestly pre-
sented.  For instance, women are very considerate of your desires
in the matter of holidays. They plan your time far enough ahead
so that you can get the most value out of free time. Every man
I ever worked for would say, “Take tomorrow morning off,
when therc wasn’t a thing I could plan for the week end. This
offer, which was usually a penance for his injustice of the week
before, always made me resentful. TRe previous Saturday I
might have had a chance to go for a trip, but he would make no
effort to arrange to relieve me that morning or would delay until
arrangements to go could not be made. A slight hint would have
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caused a woman to reason out whether it was possible, or advisable,
to arrange to give me the morning I wanted.”

A young man who worked for a woman employer said, “I had
two years’ experience working for men, but this woman has it all
over them when it comes to knowing her business. She requires
good work, but I am learning faster under her tutelage than I
ever did under men in this field. Strange as it may seem for a
college athlete, I am quite content to become feminized. A man
who can’t do work as well as a woman should be made to sit on
the side lines and weep.”

The foregoing opinions are cited, not as a brief for women
employers, but to free you from prejudice if you find employment
with a woman. Women employers as well as men can be ex-
tremely disagreeable upon occasions; unpleasant traits of character
are a matter of individuality and not of sex.

Books THAT A IN FORMING SECRETARIAL ATTITUDES

Secretarial Efficiency, Frances Avery and Frederick G. Nichols,
Whittlesey House, McGraw-Hill Book Company, New York.

The Secretary’s Encyclopedia, Edward Frank Allen and Mari-
anne Meade, The World Syndicate Publishing Company.

The Secretary’s Handbook, Sarah Augusta Taintor and Kate M.
Monro, The Macmillan Company, New York.

The Secretary’s Book, S. J. Wanous, The Ronald Press Company,
New York.

Standard Handbook for Secretaries, Lois Hutchinson, McGraw-
Hill Book Company, New York.

How to Become a Private Secretary, Pitman Publishing Corpora-
tion, New York.

Secretarial Studies, Rufus P. SoRelle and John Robert Gregg, The
Gregg Publishing Company, New York.

Secretarial Training, Edward J. McNamara, The Ronald Press
Company, New York.

Training for Secretarial Practice, Sarah Augusta Taintor, Mc-
Graw-Hill Book Company, New York.
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Personal Power in Business, Charles W. Gerstenberg, Prentice-
Hall, Inc., New York.

Psychology Applied to Life and Work, Harry Walker Hepner,
Prentice-Hall, Inc., New York.

Personal Efficiency, James S. Knox, The Gregg Publishing Com-
pany, New York.

Personality; Studies in Personal Development, Harry Collins Spill-
man, The Gregg Publishing Company, New York.

Developing Sales Personality, Elmer E. Ferris, Prentice-Hall, Inc.,
New York.

Business and the Professions, Rudolph M. Binder, Prentice-Hall,
Inc., New York.

luthor’s Note: Almost constant revision of books in this field makes it seem
wise to omit n this volume all dates of publication and revision. This practice
throws on you the burden of secking the latest revision (a real secretarial duty).
While recency is a desirable characteristic of most material, many older books
contain valuable information that has not been replaced by later works. Every
office should have in its files the latest catalogues of publishers of buriness books.



CHAPTER TWO

The Secretary as a Stenographer

The greater the difficulty, the more glory in surmounting it.
Skillful pilots gain their reputation from storms and tempests.
—LEpicurus.

Shorthand skill

Although a few secretaries are relieved of stenographic work,
shorthand is the written language of the profession. A slight
knowledge of the subject will not suffice; you cannot afford to
have less than a thorough mastery of the principles of the system
you write. If you must stop to think how to write any appreciable
number of outlines, your speed will be retarded. No one speaks
a language well until he does away with all attempts at quick
mental translations and starts to think in that language. Only
then does it become a direct and easy vehicle for expressing his
thoughts. In like manner, shorthand must be made a vchicle
for facile recording of what you hear; there must be no pause for
mental translations from longhand into shorthand. (Secrectaries
who use machines rather than notebooks for taking dictation
must maintain proficiency in their method of taking dictation.)

Theory

Review your text from time to time in order that you may not
wander too far away from the principles it sets forth. This prac-
tice is so important that some employment managers will not hire
a secretary who boasts that she writes her own system. One fast
writer says that he goes through his manual once a month. If you
try to get through yours once in six months, you will find that
you will be able to speed up your work considerably. The manual

25
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is not a book to be studied through once and discarded, as is
done by so many students. You will be surprised to find that
there are a large number of points which you readily absorb now
that made no impression when you werc first studying the text.
As a student, you had no tangible experience upon which to base
your learning.

Necessary textbooks

Keep the manual, a shorthand dictionary, and a phrase book in
your desk. Many times you will look into them to see how to
writc some new outline that you have not met before.  Of course,
when you take dictation, you will write the outline as you think
it should be written, or you will make some hieroglyphic which
you will be able to remember stands for the word.  'What a satis-
faction to be able to turn to your shorthand dictionary when you
are transcribing and find that you were right!

Vocabulary

The average businessman does not use a large vocabulary, but
as J. N. Kimball says, “It is hard to find the man who is carrying
the same cargo as you are.”  An employer’s vocabulary may be
extremely limited and you may have a well-rounded knowledge
of English, but he will commonly use some words that you do
not even know. Consequently, you will be forced to learn new
outlines to make your writing vocabulary conform to the dictator’s
speaking vocabulary. Often you may remember most of the
work a man dictates, but you cannot afford to let your stenographic
ability lapsc. Shorthand quickly dcteriorates to such an extent
that one’s ability to get the dictation of a man in a routine position
may not be an assct when taking dictation from a person in a
different line or department.

Incentives

Because it is difficult to study by yoursclf, get in touch with the
publishing company sponsoring your system of shorthand. Very
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likely it publishes magazines, tests, contests, and other incentives
to help a sccretary keep up to date.

Evening schools and special shorthand classes are composed of
thousands of efficient secretaries who are perfecting their knowl-
edge of shorthand theory. In one school, a class is maintained
for those holding high-grade sccretarial positions where they are
given a little spced and much theory. A girl who entered this
class attended for two years. When the personnel director
accidentally found that she was enrolled in the school, he called
her to his office and inquired: “You are the oldest girl here, in
point of service, and the highest paid. What does this school
work mean?” She replied: “I never had any trouble in getting
the letters here, but I was often troubled over an outline. I de-
cided to enroll for a few weeks and review my principles.  Since
I have mastered them, I continue in order not to forget. Maybe I
pay tuition because I like the teacher, but I really do get something
out of her classes each evening.” You may find that the inspira-
tion of a teacher and classmates one or two nights a week provides
just the incentive you need to improve your knowledge of short-
hand principles.

Penmanship

One of the chicf causes of poor transcription is poor penmanship.
Arc you making a distinction between your light and heavy
strokes or between your long and short strokes? Lack of uni-
formity puts too heavy a burden on your ingenuity. Is your
writing approximately the size of that used in texts? Size of
notes is one of the first things to consider in improving your
writing. Are your tools conducive to clear writing? Only a pen
or a very sharp pencil will make outlines that are readable.

Pen-written work

A pen has the advantage of keeping notes clear, regardless of
the amount of handling to which they may be subjected. Pencil
notes often become so blurred as to be illegible. Clear notes
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prevent eyestrain, a point worth recognizing in stenographic work.
Reading pen notes, even over a long period and under poor light,
will lessen that strain. As children, we learned to write with a
pencil, forming careless habits because the main emphasis was
put on the language aspect of writing. After we had learned to
write fluently with a pencil, we were introduced to pens and told
to do our very best work.  The extra care exerted to make pen-
writing better than ordinary pencil-writing usually brought good
results, but there was a tendency to write more slowly. Pen-
writing, to be effective, should have been used from the very
beginning of your shorthand work, in order that this tendency
to write deliberately may not retard specd in taking notes. How-
ever, you can probably learn to use a pen quite successfully, even
though you have used a pencil for many years. Get a fine, light-
weight pen; some writers even remove the cap to secure a maxi-
mum of lightness.

Speed

Time lost between outlines is usually the reason for slow writing.
If you would become a speedy writer, try to minimize this time
by going from onc outline to the next without hesitation. Be sure
that no pause is due to a fundamental lack of knowledge of the
principles; then do not be too conscientious about writing every
outline perfectly. Get something down for every word. Write
names and addresses in shorthand, putting the longhand in above
if necessary. A habit of writing proper nouns in longhand is poor
because the dictator usually rcads on very quickly. Partial indi-
cation of an address in longhand often leads to errors. Proper
names are not difficult to write in shorthand if you form the
habit of indicating them in that way. If necessary, write the
longhand spelling above a shorthand outline, but use only the
shorthand outline for all repetitions of the name,

Do not erase shorthand notes or scratch them out with a need-
less number of movements of the pen, as this wastes time. An
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oblique line drawn through an outline is sufficient to indicate
deletion.

Office dictation

Secretaries first going into business always ask how fast men
dictate. Much depends on the man and on the type of work
being dictated, but the final test is usually how fast you can take
dictation. The average man finds some fascination in the speed
with which his dictation can be taken. If he picks up something
he can read, he is likely to forget that you are not a reporter and
will read it at a very fast rate. These spurts of spced which test
your ability usually do not last long. When a dictator is thinking
as he dictates, he makes such long pauses that you will have to
make a studied effort to keep your attention from wandering.
The self-control which you must exercise not to tap your pencil,
smooth your hair, or otherwise distract his attention will often
make you so nervous that you will be almost ready to jump out
of the window. However, refraining from showing annoyance
is the price that you must pay for success. You will find it much
easier to wait if you try to determine what you would say if you
were dictating. Usually, you will require much more time than
a dictator is consuming to finish a paragraph. You may be called
on to furnish a word, but do not volunteer it unless you know that
it will not distract the dictator. Pauses frequently offer you an
opportunity to go back over your notes and improve those that
probably would be hard to read in a few hours.

Developing and maintaining speed

Few positions furnish dictation fast enough over any period
of time to increase a secretary’s speed of writing. Any gain in
speed which you make after leaving school will probably come
from self-directed practicing of outlines, special dictation classes,
and the general knowledge you will absorb about the particular
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business in which you arc engaged. Special effort will have to be
put forth to maintain a practical spced while working in some
offices.  On the other hand, what is often erroneously called speed
is really not worth anything from a practical standpoint. People
who are graduated from schools purporting to require a gradua-
tion speed of onc hundred twenty words a minute often can
neither take nor correctly transcribe fairly simple material dictated
at forty words a minute.  Your speed should be rated on the basis
of your ability to take solid matter for at least five minutes. A
short, simple business letter is not a true test of shorthand pro-
ficiency.

Interruptions

If you are not getting what your employer is dictating, do not
hesitate to ask him to repeat. It is foolhardy to go on pretending
you arc getting cverything when you are not, for incomplete
notes will do you no good when you start to transcribe. A man
has far more respect for the secretary who knows that she is not
getting dictation than for one who tries to bluff through a lctter.
The employer knows what he wants to say and usually does not
object to a little necessary repetition.  When you do not under-
stand the context, it is safe to wager that the recipient of the letter
will not find it clear. Probably a whole sentence needs rewording.
You can help your employer by drawing his attention to lack of
clarity. Even professional authors often have many people read
their manuscripts before submitting them to the printer, because
they know that material which is perfectly clear to them may
mean absolutely nothing to a reader.  As you are the only person
who can help your employer detect his failure to express any idea
clearly, do not hesitate to render him this service.

When an employer interrupts to insert material in dictated
matter, do not try to write the shorthand in above, unless only a
few words are needed. Write Insert in shorthand and put a
ring around it. Below, draw a wavy line and write in an un-
cramped style the part to be inserted. End with another wavy
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line, which can be distinguished from the straight line indicating
the end of a letter.

Proper time to interrupt

The time to interrupt is usually a matter of discretion. Some-
times it is well to try to get an entire sentence and then go back
and read it over until you come to the place where you missed a
few words. Many men forget what they were going to say if
there is an interruption in the middle of a sentence. Others pre-
fer to stop at once.

An older woman who had been with one firm for a long time
was compelled to move to another city. When she applied for a
new position, girls heard her term herself a “crack stenographer.”
The first day the president of the company, taking her at her word,
dictated at his usual speed. Though the work was very technical,
she never winked an eyelid while taking the dictation; nor did
she ask him to repeat anything. Other secretaries marveled at
her speed. As soon as the man left the room, she started going
around the office asking first one and then another of the secre-
taries to help her figure out what he might have said. After
several interruptions, one of the girls refused to stop, saying, “I
think ‘cracked’ instead of ‘crack’ would be the word to describe
you.” ‘To an outsider, and even to a businessman, this might seem
like an extreme case, but shorthand writers in any large office can
cite numerous examples of these parasites who prey upon the time
of others. Secretaries are usually very willing to help you to a
limited degree, but they have their own work to do. 1If they are
working under a strain themselves, their nerves will probably snap
under this added burden which you are imposing on them. Do
not waste your own time and that of others in trying to figure out
what never was clear to you.

Holding a dictator responsible for his work

A man who dictates with a pipe in his mouth, who gazes out
of the window, or who walks the floor puts an unnecessary burden
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on the secretary to whom he is dictating. Unfortunately, such
men are not always patient in repeating poorly enunciated pas-
sages. You will need to develop a keen sense of hearing in these
cases, but it is only fair to hold a dictator responsible for your
getting the context.

Harsh mecthods are sometimes necessary to awaken a thought-
less employer to a sense of responsibility for his own work,
especially if he refuses to give needed information, because he
knows others will find for you what he is too lazy to get himself.
You cannot afford to impose upon the good nature of others to
hunt an address in their files or to look through several source
books for the correct name of a firm, even though they would
willingly help you out of a dilemma.

The sccretary to a junior officer, who would neither give her
necessary information nor tell her where she could find it, always
went to a busy vice president and got the data. Each time, she
mentioned the senior officer’s help when she handed the letter
to her employer to sign, pretending she thought he would be
interested in knowing these details. The young man became
exasperated to think that his superior should be bothered and that
his own ignorance of details should be revealed, with the result
that he began to take great care to give the secretary any informa-
tion she needed.

Art of questioning

Many questions show a lack of initiative; one may be asking
information to avoid scarching for it.  Of course, in any new work
it is absolutely nccessary to ask some questions in order not to waste
time. An intelligent secretary will give some thought to cloak-
ing her interrogations in the least objectionable form of question.
For example, instead of continually repeating, “What?” “What
did you say?” “Beg pardon ?” or any of the other inane forms used
to sccure repetition, a wise secretary will say: “That name is new
to me” “Where will I find Mr. Smith’s title?” or “Would you
mind repeating that sentence; the context is not clear to me?”.
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The art of wording a question is of prime importance; it is
one of the ways in which you express your personality. A man
will often broadcast remarks about the extreme dullness of a girl
who asks, “How do you spell ‘Smith’?” He will not think of
her as particularly ignorant if, with a twinkle in her eye, she says,
“Does that man szl spell his name S-m-i-t-h?”  Of course, if you
are to be handed the correspondence to which your employer
is replying, you will not have to ask for addresses, but you should
unobtrusively check to make sure that the names are clear in the
signatures of the letters you are answering.

Try to make your questioning a means of checking your own
judgment and memory. A customer, returning to a restaurant
after a three years’ absence, was made to feel very much at home by
a waiter who said, “You take cream in your coffee, do you not?”
If his guess had been wrong, he would have received the desired
information just as readily as though he had asked, “Do you take
cream in your coffee?” Train yourself to think before you ask
a question.

The notebook

A line should be ruled down the center of each sheet in your
notebooks if they are not already so ruled. Write on one half
of a sheet; then go to the top of the second half. As you start
down the second column, insert the left index finger under the
sheet on which you are writing and with the thumb and index
finger slowly move the sheet upward. When the page is finished,
release the sheet and you can begin writing on the next page
without loss of time.

Finding the place in a notebook

Most secretarial practice books insist on dating each day’s dicta-
tion, yet many secretaries neglect this, even after experience has
taught them the value of this practice in locating back work.
Form a habit of getting your notebook out to date it as soon as
you come into your office each morning; this practice will not
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only prevent your forgetting to date your work but will, at
the same time, make your notebook easily available for that first
call to take notes. A heavy rubber band should hold all tran-
scribed work to the cover of the notebook. A light rubber band
placed around the clean sheets will indicate the place of writing.
It can be pushed up to the binding of the notebook when you start
taking dictation. The secretary who cannot find notebook, pen,
or place in a notebook usually finds a very impatient man, or else
a portion of the first letter is dictated before she is ready to write.

Transcribing notes

Draw a horizontal line at the end of each letter. This habit
will enable you to determine at a glance the approximate length
of any letter which you are transcribing. As you finish tran-
scribing each letter, draw an oblique line from the upper left-
hand corner to the lower right-hand corner. Do not transcribe
letters in the order dictated, but pick out the most important ones
first. The line drawn through transcribed letters will enable
you to tell which ones you have finished. If you are not in the
habit of transcribing all of your letters each day, write the date
of transcription at the end of each letter in order to be able to
find the dated file copy quickly.

Old notes and those written by others

The practice of letting transcription pile up is not advisable in
many offices, because letters arc expected to be dispatched with all
possible haste; but in certain types of dictation, such as reports,
immediate transcription is not so important as getting the notes
down while events are fresh in the mind of the dictator. One
medical secretary had ten notebooks full of work which she had
not transcribed, having taken dictation steadily for three weeks.
The doctors for whom she worked then went on a month’s vaca-
tion, and she had plenty of time to write up the reports. Her
writing was like copperplate models in a shorthand textbook—
small, compact, and correct—so she had no trouble reading notes



THE SECRETARY AS A STENOGRAPHER 35

that had been written several weeks before. It is in cases like
this that memory can never displace a knowledge of shorthand
principles. Many positions require that you transcribe the notes
of others. One real-estate man always made shorthand insertions
in his secretary’s notebooks; other dictators prefer to write the
notes themselves rather than to dictate them. Overflow work of
another secretary is often given to a stenographer to transcribe.
Letters which were given to a secretary who is absent may be
needed. At first, you may be overwhelmed by a request to read
another’s notes, but such transcribing is really quite easy, even
when outlines are far from perfect.  Puzzling over another’s out-
lines has its rewards in improving your own notes and reading
ability.

Typewriting skill

Typewriting is not mercly an adjunct to shorthand; it is the
means by which shorthand accuracy is expressed. You may be
able to read your notes well, but if you cannot present your letter
in attractive form, your employer will have no measure of that
shorthand ability. Shorthand skill and typewriting skill should
go hand in hand. A secretary who was writing about one hun-
dred seventy-five words a minute in shorthand was continually re-
minded of her poor typewriting. She joined a theory class when
a new book was published in her system of shorthand and found
that her notes had deteriorated in the twelve years she had been
employed. When her shorthand notes were easier to read, she
made fewer errors in typing. Seeming lack of typing ability may
be due either to poor machine technique or to inability to tran-
scribe accurately because of poor shorthand notes.

Speed

The speed with which you type will be largely determined by
the work you have to do. In many offices there is so little typing
that the secretary cannot retain a high speed without doing some
speed practice each day. In other places work is so heavy that
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an operator is pushed to his writing limit and gradually increases
his speed. Speed in typing should equal at least half your speed
in shorthand. If you take notes at eighty words a minute, you
should type at the rate of forty words a minute; if you take dicta-
tion at one hundred twenty words, you should type at sixty.

Accuracy

Accuracy is of prime importance in typing. The constant
making of errors usually comes from one of two causes: either an
improper mastery of the technique of writing or a lack of con-
centration. Notice the words and combinations of letters on
which you are making errors. Spend ten minutes a day in writ-
ing these correctly. New typewriting books provide excellent
accuracy practice, besides bringing before you the newer trends
in education.

The machine

Study your typewriter until you know you can use all its parts
to advantage. A free booklet from the typewriter company will
explain the uses of all improvements on your machine. If you are
being transferred to another position, it is wise to do a little pre-
liminary practicing on the strange machine, especially if it is one
of the noiseless typewriters so widely used in secretarial work.

Cleaning hints

Be sure your machine is in perfect condition, for a poor type-
writer turns out poor work. Although some offices protect their
machines by employing regular weekly inspection and cleaning
service, most secretaries are required to do this work.

Oil your machine regularly once a week to add to its life and
to make operation easy. And, to avoid forgetting, have a special
day for the task. Carefully remove all old oil before sparingly
applying the new. Be sure that your machine is covered or
closed when you leave the office. The ordinary machine should
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be set at forty on the writing scale to avoid injury to it when not
in use.

When you dust your machine each morning, do not neglect
to dust underneath. Though not obvious to the secretary, dust
below a typewriter is quite visible to others in the room.

To clean the type, use one of the commercial cleaners prepared
from chemicals which will not soften the metal and cause pieces
of type to chip off. A common pin is effective in removing dirt
from type which has become clogged. Unclean type detracts
from the appearance of any typewritten sheet, yet a survey of
your morning’s mail will show that many secretaries send out
letters which are inferior in this respect.

Acquaintance with ribbon mechanism

Learn to put a new ribbon on a typewriter quickly and with-
out smearing ink all over yourself. The simple process of chang-
ing ribbons does not require a mechanic’s services and is a dirty
job only if you make it so. If the school you attended has not
trained you to make this change of ribbon in less than a minute,
you should take time to practice the feat yourself. There is no
excuse for sending out correspondence that is not clear because
of a worn ribbon.

In most offices there is little use for the bichrome ribbon, since
the plain black ribbon gives twice the service. However, in some
accounting departments, advertising departments, and law offices,
bichrome ribbons are indispensable. The red half should be
placed at the bottom. All shifting must be carefully done, for
a letter struck before the shift key is totally depressed or totally
released will cause the impression to be partly red and partly black.
This makes an untidy piece of work. A raised capital letter or a
dropped lower-case letter in any writing is evidence that you are
striking keys incorrectly. Be sure that you are not holding the
shift key after it should be released. If the carriage is not return-
ing to its normal position quickly, a repair representative of the
typewriter company will be able to remedy this defect.
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Technique of writing

A secretary’s position at the machine is of vital importance to
health and accurate writing. Sit back in your chair when typing,
with hips touching the back of the chair and your body above
the waistline free from the chair. Be careful not to sit on the edge
of your chair or to wind your feet around the legs of either desk
or chair. Aside from making you an ungraceful ornament for
an office, such a position throws your entire weight on your arms,
causing fatigue. Stenographers are frequently forced to work in
poorly ventilated corners so they must learn to maintain a posture
which will admit into their lungs all of the air possible in order
to avoid pulmonary diseases.

Conserving time in operation

Insertion of the paper and return of the carriage are usually
two time-consuming operations. Are you bringing each sheet
to a writing position in your machine by a single turn of the
thumb wheel? Are you following your carriage all the way
across with your hand? Are you using a gripped hand on the
line space lever? A quick throwing of the carriage with a re-
laxed hand will enable you to start writing at once when your
hand drops down on the keyboard. Use your index and middle
fingers on a right-hand carriage return and your flat hand on a
left-hand carriage return, pressing the side of your index finger
against the carriage return lever.

Preserving even margins

Listen for the bell at the end of each line in order to eliminate
glancing up, with its attendant danger of losing the writing place.
The bell will also give you a clue as to when to divide words.
Make frequent use of a dictionary to confirm your division of
words into syllables. Do not divide dates, proper names, or
figures. Never start a word when you cannot get at least two
letters and a hyphen on the first line. Always finish a word,
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unless you have more than two letters to carry to the next line.
Test yoursclf to see that you are striking the hyphen key by touch.

Care in placing the paper against the paper guide will make
all margins uniform on any number of sheets. Long letters often
betray extreme carelessness in this matter. The paper guide
placed at the left-hand end of the cylinder eliminates additional
shifting of the carriage at the end of each line and results in a
tremendous saving of energy on a busy day.

Marginal stops should be adjusted to harmonize with each let-
ter written. Because secretaries are prone to write from one
edge of the paper to the other, some business houses have arbi-
trary rules that marginal stops must be placed at certain figures on
the writing scale, say ten and sixty-five. This arbitrary ruling
precludes having short letters occupy two or three seventy-five
space lines. Of course, any real secretary will want to use dis-
cretion and artistry in placing each letter, but she may have to
conform to these rules in order to secure uniformity in office cor-
respondence among those having less judgment.

Figures

Learn to write figures by touch. There is no reason why time
and accuracy should be wasted by having to look up to strike the
fourth bank of keys. Because few schools give sufficient number
practice, you may have to work several hours by yourself to com-
plete your training in this respect. However, its accomplishment
will save you much time and lend accuracy to your work.

Figures should be placed so they can be added easily. In sums
of money, decimal points usually aid a secretary in placing col-
umns correctly, but she may not always be so careful in making
listings which begin with numbers. If the number r is placed
at zero on the writing scale, you will not have space to write 10
in its proper position. For this reason, 7 should begin at least
one space from the margin of a machine, so that the marginal
stop can be moved over a space when you get down to two-
digit figures.
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Roman numerals sometimes cause a secretary trouble, because
they are not commonly used except in business. They are always
capital letters; a capital I being the Roman one, and a lower-case
! being an Arabic one. (I—1 X—i10 L—50 C—r100 D—500
M—1000). Remember that a small number placed defore a
larger number means that the smaller is subtracted from the
larger, while small numbers placed after a larger number are
added to that number. Thus XL is forty and LX is sixzy.

Erasing

The secretary who makes no errors 1s a myth. Many books
and schools insist on absolute accuracy, allowing students to throw
the paper away when a mistake is made. This training is often
carried over into office work, where a secretary learns from bitter
experience that paper costs the firm money. Aside from the
economic aspect of this practice, 1othing is more exasperating
to a dictator who is waiting for a letter than to see the secretary
jerk it out of the machine when it is almost finished and start
copying it.

Learn to erase well. Good work can be accomplished only
after much practice. Experiment until you have found the eraser
or combination of erasers best suited to the texture of the paper
you are using. A mediumly soft eraser is best for erasing carbon.
Do not neglect to place a protecting piece of paper between each
sheet of carbon paper and the copy sheet. Erase from the original
back through the carbon copies. Keep erasers clean by rubbing
on a clean surface.

Do not be too lazy to erase.  Strikeovers are inexcusable. Erase
with a rotary motion, never pressing hard, as this causes the sur-
face of the paper to curl up. A ring rubbed over the rough sur-
face of a highly glazed paper will sometimes restore the polish.
Be careful not to put your fingers on a sheet, as this causes smear-
ing. Erase only the spot containing the error; there is no ex-
cuse for allowing an erasure to show on the larger part of a square
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inch when only one small letter has been erased. Little celluloid
cards with holes of different sizes prevent making unnecessarily
large and unsightly erasures.

After making an erasure, be very sure to strike the keys lightly.
Most erasures show up plainly because a writer is annoyed at
having made an error and, in starting to write again, gives vent
to that anger by striking correct letters very deliberately.

A safety-razor blade is an excellent tool for removing the tail
from a misstruck comma and can be used on carbon work very
effectively. When writing so near the bottom of a sheet that
erasing carbons might disturb the alignment of your work, erase
only the original copy and let the carbons go until you finish.
With a razor blade you can remove the parts of the original
misstruck letter quite satisfactorily. Commercial artists use the
razor blade extensively for removing lines.

Inserting omissions

When a letter has been omitted from a word, erase two letters
and insert three letters in the two spaces. On most machines this
may be done by using the backspacer or by holding the carriage in
the proper position. If an extra letter has been inserted in a word,
erase three letters and spread the two letters over the space in
which you wrote three before. This spacing will not be perfect,
but it can be so carefully done that a reader will not notice the
change.

Train yourself to check each sheet carefully before releasing
the paper from the machine. It is easy to roll the cylinder back
and make a correction when the alignment is set; to reinsert
the sheet and try to adjust the alignment, however, is quite an-
other matter. Vertical alignment is adjusted by pressing the
paper release and trying to find the exact position of some single
letter. Horizontal alignment is gauged from the previous line by
means of the variable line spacer. If you are not perfectly sure of
the machine you are using, always test its alignment on another
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sheet of paper before reinserting a sheet for corrections. When
many carbon copies must be corrected, it is usually safer to insert
cach sheet separately, locating the writing placc. Put a small
strip of carbon paper and a picce of the letterhead behind the
ribbon guide. This will insure the inserted word’s being in the
proper position, and the carbon impression will be nearly like
the original writing. If you try to correct several sheets at once,
you will almost certainly find that only the word on the original
copy is in position. Always move the carriage so that the spot
to be erased is far from the ribbon guide. This will eliminate any
need for rolling the cylinder back too far. It is especially impor-
tant to do this if you are near the bottom of a sheet, for the align-
ment of some of the copies will be disturbed by moving the cylin-
der back any distance. When it is not advisable to roll the cylin-
der up a few spaces, erasing may be done, even on carbon copies,
by shifting the spot to be erased as far as possible from the ribbon
guide and then releasing the paper fingers. The sheet can then
be turned down for erasure without disturbing the position of the
carbon copies.

Spacing

Much correspondence that comes over any office desk shows a
lack of application of the fundamental rules of spacing. It will
be well to check your work for these crrors.

Stanparp RULEs ror Spacing

ONE Space:
After a comma.
After a semicolon.
After a period following an abbreviation or an initial.
After an exclamation mark used in the body of a sentence.

©“._9

Before and after “x” meaning “by.”

Two Spaces:
After a colon. (A few authorities have recently adopted only
one space after a colon.)
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After cvery sentence, whether followed by a period, an interro-
gation mark, or an exclamation point.

No Sracine:
Before or after a dash, which is two hyphens.
Before or after a hyphen.
Between quotation marks and the matter enclosed.
Between parentheses and the matter enclosed.
Between any word and the punctuation following it.

Punctuation should never be separated from the word it fol-
lows. For instance, do not put a dash at the beginning of a linc
just because you think you do not have room for it on the pre-
ceding line. Always strike punctuation marks lightly; period
and comma keys are very sharp, and a severe pressure will some-
times puncture the paper. Turn a typewritten sheet over and
run your hand over the reverse surface to see if you are striking
punctuation marks too heavily. If the tension on period and
comma keys is so tight that you cannot overcome punching them
through the paper, call a typcwriter repairman and have him
adjust those two keys to your touch.

Vertical writing

Holding the space bar will not permit some machines to space.
Where one character is directly under or over another, hold the
space par while you strike both, and you will not have to back-
space. For example, in striking an exclamation mark, press the
shift key and the space bar at the same time. Hold the space bar
until both period and apostrophe keys have been struck. The
same is true of a star or an asterisk, which is the small » struck
over capital 4. In making boxings with vertical dotted lines,
hold the space bar and turn the cylinder with the thumb wheel.
Use a period for an evenly spaced line and a colon for an unevenly
spaced line. Holding the space bar is much safer than trying to
remember to backspace each time. The same method is used in
making vertical lines with other characters.
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Horizontal alignment

Lock your variable line spacer if writing on unevenly spaced
material.  You will not then unconsciously shift your machine
with the line space lever.

In writing on lined paper, the typewritten line should exactly
follow the printed line. Offices are now having their ruled
forms spaced for a standard typewriter, making it necessary to
adjust only the first line to the machine. However, do not ne-
glect to adjust every line on forms not so ruled. Where the
blank space is not wide enough, it is better to omit spacing after
punctuation than to run the writing over into the printed matter.

Artistic arrangement

The real pleasure of typewriting comes from an opportunity it
affords to make work attractive. Even a happy message may
have some of its joy taken away by poor arrangement. Phrasing
of different parts of a title on appropriate lines and proper spacing
of inscriptions will be an index of your judgment and ability.

Centering

Too many secretaries guess at the center of their paper. Find
the central point of your writing space; then backspace one space
for cach two spaces required to write the heading. This will place
the machine in the proper position to start writing. A folded
sheet the size of the one upon which you are writing will enable
you to locate the central point without removing the paper from
your machine. By once folding a correspondence sheet used in
your office, you will discover some point on the letterhead, which
will guide you in future centering.

It is sometimes desirable that short headings take up more
space than ordinary writing of them would occasion. A space
left after each letter and three spaces between words will make
the heading stand out more clearly. A more artistic effect is
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gained by underscoring only the letters and leaving the spaces
blank. Strike the underscore key lightly.

Legal work

Writing of bylaws, articles of incorporation, agreements, con-
tracts, deeds, and wills offers excellent training in accurate and
artistic work. Usually these are written by lawyers, but many
business committees write them up in tentative form before sub-
mitting them to their lawyers. A secretary in a large organiza-
tion recently made more than her salary in overtime work be-
cause she had been studying legal forms just to get ideas for
the artistic arrangement of her daily work. Any complete type-
writing manual will give you suggestions for arrangement of
legal work. Further information on legal points involved in
secretarial work will be found in Chapter Twelve.

Covers for typewritten documents

So-called legal covers could be widely used if all secretaries
realized the importance of protecting papers which must be
handled constantly. Turn the top of the cover shect down about
one and three-eighths inches and fold in the corners. These three-
cornered pieces provide a firm place whereby the sheets may be
attached to the cover by means of a rivet or staple. Turn the bot-
tom of the cover sheet up until the bottom edge meets the top
edge, which has been folded over. Fold again, creasing lightly
where the next fold will come. Open again to the half-fold so
that the cover can be inserted in the machine. Hold the folded
edges of the half toward you in the left hand to insert in the
machine. When the cover is rolled into writing position, the
quarter upon which the typewritten inscription is to appear will
then be near the middle of the machine. Inscriptions can be
typed with ease because they will be away from the regular mar-
gin on your typewriter.
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Equal margins

The right-hand margin on some work, such as programs and
menus, should be even. Determine the last space upon which you
wish to write. Set your machine one space beyond this point
and backspace one space for each letter, or space in the matter
which you wish to have come out to the right-hand margin. If
you backspace from the point where you want the last letter to
appear, the line will be one space short.

Stenographic standards

Although this chapter on stenographic work may seem too de-
tailed, an inspection of the work in a number of offices will reveal
the need for such a condensed résumé of these points, which
either have been forgotten or were never learned. In evening
classes, the transcription work of secretaries who are improving
their work shows a woeful need for a thorough checkup on gen-
eral shorthand and typewriting technique. In the final analysis,
stenographic technique is probably the foundation upon which
most secretarial positions are built. Unfortunately, many work-
ers become so involved in the other details of their work that they
forget to care for this groundwork adequately. Great strides are
being made both in the fields of typing and of shorthand. Any
secretary who was graduated five or ten years ago will profit much
by studying the new books which are being published and by fol-
lowing magazines devoted to improving stenographic standards.

Books THAT AID IN SHORTHAND AND T YPEWRITING
IMPROVEMENT

TEXTBOOKS:

Manuals of shorthand principles, shorthand dictionaries, phrase
books, foreign-language adaptations, and special treatises on dif-
ferent lines of secrctarial work, such as medicine, law, and other



THE SECRETARY AS A STENOGRAPHER 47

technical work. Apply direct to the company sponsoring your
system of shorthand.

DicratioN MATERIAL:

Business Dictation, Charles A. Thomas, Prentice-Hall, Inc., New
York.

Constructive Dictation, Edward Hall Gardner, The Gregg Pub-
lishing Company, New York.

Expert Dictator, Isaac Pitman & Sons, New York.

Gregg Dictation and Transcription, Renshaw and Leslie, The
Gregg Publishing Company, New York.

Gregg Speed Builder, The Gregg Publishing Company, New
York.

Scientific Dictation Studies, H. M. Roe Company, Baltimore.

Note: Most dictation material is divided into groups of twenty words; either

by a heavy, parallel straight line or by superior figures in the copy. In giving

timed dictation, the rcader must use a clock or watch with a second hand,

because it is necessary to read each group of twenty words in a uniform number

of seconds. Much practice is often required to gain the ability to read smoothly

at any desired speed. At first, one must stop to wait or speed up the tempo of
his reading at the end of each time unit in order to gauge the time correctly.

ScaLE ofF Serep UNITs

60 words a minute—Twenty words in 20 seconds
80 words a minute—Twenty words in 15 seconds
100 words a minute—Twenty words in 12 seconds
120 words a minute—Twenty words in 10 seconds
140 words a minute—Twenty words in 8% seconds
160 words a minute—Twenty words in 74 seconds
180 words a minute—Twenty words in 6% seconds
a

200 words a minute—Twenty words in 6 seconds

CURRENT LITERATURE:

The Gregg Writer (a monthly publication), The Gregg Publish-
ing Company, 270 Madison Avenue, New York City.

Pitman’s Journal (a monthly publication), Isaac Pitman & Sons,
2 West 4sth Street, New York City.
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TYPEWRITING:

Gregg Typing (college edition), The Gregg Publishing Co.,
New York.

Principles and Methods in Typewriting, R. F. Webb, Prentice-
Hall, Inc., New York.



CHAPTER THREE

The Office Mail

The very essence of freedom is obedience to law.—HERBERT
Hoover.

Importance of mail

One of the most universal of secretarial duties is caring for
mail. This may take the very limited form of sorting and pre-
paring mail which is brought to and taken from a private office
by messenger boys in a large organization or it may involve com-
plete charge of every detail, even to dealing with the post office
itself. In most cases, this work is done in a rather haphazard
fashion, as evidenced by the many errors that are made. How-
ever, certain rules do help to systematize this work with resulting
efficiency. Because mail is the lifeblood of business, it demands
painstaking consideration.

Incoming mail

Though mail is opened in a central department in most large
organizations, letters addressed to a private office, rather than
to the company itself, are generally delivered direct. It is a good
plan to strike the left-hand edge of a package of letters on a desk,
in order to force the contents to that end of the envelope. Care-
less secretaries will tear letters and enclosures every day but will
never learn to take this precaution. Stack the envelopes with the
flaps away from you and open them all before putting down the
letter opener.

Arrangement

Make room on your desk for several piles, each of which can be
devoted to one class of mail. In the first pile, which will form
4
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the lower tier of the final pile, will be circulars and bulky mail of
lesser importance.  Much of this will be thrown away or sent
to other people. For instance, an advertisement on filing equip-
ment will be sent to the purchasing department. The middle
pile will contain mail of medium importance, but of a nature
that can wait until morc urgent communications have been taken
up. In the third pile will be letters of pressing importance or of
vital interest.

Some men prefer that their mail be filed alphabetically. This
cnables them to go through their desk file casily. Although al-
phabetic sorting is especially valuable for certain types of mail,
such as daily price lists and answers to questionnaires, to which
only a cursory glance need be given before filing, an arrangement
based on importance is probably better for most general cor-
respondence.

Enclosures

Take great pains to see that each envelope is completely emp-
tied. Some employers demand that all envelopes be opened on
three sides and used for scratch paper. This is done not to save
paper but to make sure that all contents are removed from each
envclope.

Check the enclosure notations below the annotation to see that
everything is found. Some secretaries put a check mark through
notations of enclosures to indicate that they were received when
the letter was opened. Omissions should be carefully noted on
a letter. Read the letter through hastily to see that all intended
enclosures were noted at the bottom. Frequently enclosures that
were meant to be sent are not included. A firm sent a letter of
transmittal to cover a check for $25,000 which it was depositing
to open an account with a new bank. The secrctary wrote the
letter and dispatched it by special messenger, but did not include
the check. Such a thoughtless error seems impossible, but some
socalled sccretarics arc “keepers of secrets” only because they
have neither life nor perception enough to know anything to tell.
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Their constant daydreaming causes them to do strange things.
Surely a letter in which no item other than an enclosure is dis-
cussed ought to make some impression on the writer.

Enclosures should be attached to the top of the letter with a
flat clip, if this has not already been done by the sender.

Remittances

When checks are reccived in the morning, send them to the
cashier at once. Some offices plan to have all deposits made up
and put in the bank before nine thirty. This system permits the
bank to clear the checks by ten o'clock.  If your firm has adopted
this policy, it will be necessary for you to arrive at the office in time
to have the mail opened carly enough for your cashier to list
checks sent to your employer direct. Remittances should always
be checked with the letter of transmittal to see that they are cor-
rect. Some notation should be recorded on the letter if you are
taking the check before your employer has seen it.

Locating necessary data

If you find that other correspondence or data are needed to an-
swer certain letters, make shorthand notes of the matter as you
read through the mail. Put letters about which you have made
thesc notes in a special pile. ' When you have finished sorting the
mail, arrange the other stacks in the order of their importance
and later insert items from this special pile. Carbon copies of
previous correspondence, figures of amounts on your books, and
other information may be included among the data which will
be necessary to answer some letters. If an address or signature
is not included, or if it might not be plain to the one answering
the letter, copy the information clearly from the envelope or
from some other source. It is advisable to save envelopes for at
least one day. Occasionally some question comes up in regard
to the time stamp or address which may not have occurred to
you in looking over the mail. Disagrecable hunting can be
eliminated by having envelopes in readiness.
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Digests of mail

A summary of the contents of the day’s mail is sometimes neces-
sary, especially if the employer is away and will call you during
the day. It is impractical in most cases to read an entire letter
over the telephone, especially since a long letter can often be
condensed into a few words. For instance, a two-page letter
can be reduced to: “Mr. Harris has written you at length on con-
ditions in his territory. He wants you to come out there next
week.” A shorthand digest which you make to read over the
telephone may be typed and forwarded to an absent executive.
(Sce Chapter Ninc on the business trip.)

A few businessmen allow their secretaries to handle all mail,
referring to a digest to inform themselves of its contents. In
reading mail, it is suggested by some books that all important
parts be underscored to enable the busy man to glance through
it quickly. Before attempting this, be sure your employer does
not object to having mail marked up with a pencil.  Some secre-
taries put a mark only under references to enclosures.

Writing answers without directions

Never hesitate to use your own ability to write letters. Try
this out on a few letters first and gradually increase the number
as you become accustomed to the work.  No businessman should
be compelled to dictate a letter which you can answer.  Requests
for information usually make an casy starting point. On her
second day in the office, onc girl surprised her employer with half
a dozen replies attached to the morning’s mail by ten o’clock.
The secretary had looked in the files, obscrved the form used on
similar correspondence, and written the letters from data which
she had been able to procure. The employer was much amused
at first, but some of the letters did not have to be changed.  After
an explanation of why certain letters had to be rewritten, the
girl was able to write more and better letters the next morning.
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This ability to handle correspondence independently usually dis-
tinguishes a secretary from a stenographer.

Confidential mail

Be especially careful not to open mail marked personal or confi-
dential. Tt is usually wise to segregate these specially directed
letters as you hastily go through the morning mail, to make surc
that all of it is directed to your office. ‘The practice of mailing
advertising and begging letters with confidential or personal no-
tations on them has led many businessmen to entrust the opening
of personally marked mail to their secretarics.  Even with per-
mission to open confidential letters, it is courteous to crr on the
side of caution.  If you have opencd a letter which you know your
employer would rather you did not read, close it up again at once.
You would not relish having your employer read a personal let-
ter which might come to the office for you; as a matter of honor,
therefore, you should accord him the same courtesy.  Curiously
prying tendencies in a secretary destroy the confidence of an em-
ployer who has been accustomed to respect for his personal prop-
erty. You cannot afford to do anything which will shake your
employer’s confidence in your discretion and integrity.

File baskets

In many offices a triple-decker file basket is used for mail-de-
livery purposes. The bottom shelf reccives carbon copices and
matter that is to be taken to the general files; the sccond division
receives outgoing mail and the top incoming deliveries. This
arrangement sorts mail so that messengers can quickly handle
each type on regular trips. 1f you arc using a basket container,
turn correspondence face downward, to conceal it from the public
gaze. Because of unexpected drafts, it may be wise to weight
each ticr, as the contents, especially thin carbon copies, are fre-
quently blown around the room if this precaution is not cxer-
cised.
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Because file baskets are usually unsightly objects, many offices
prefer a desk pad very much like a leather-bound tablet. Differ-
ent scctions of the pad are marked to show their contents. In a
section of this folder designated Current Mail, you will put the
morning mail which you are bringing to your employer’s atten-
tion. If no such file is available, conceal the mail in a paper
folder, turn it face down on the desk, or invert the top letter only.
Mail placed openly on your employer’s desk invites public in-
spection, but you will find it almost impossible to go to the desk
and withdraw a letter when you see a person starting to read it.

Business envelopes

Choose standard business envelopes of the same quality as the
letterhead which you use but opaque enough to conceal the con-
tents. In order to assist postal employees, confine your mail as
nearly as possible to number six and number ten envelopes.  Odd-
sized letters make the working of the automatic canceling ma-
chines slower. Even the slightest delay is important, as some of
these machines are geared up to stamp from ten to twenty thous-
and letters an hour. Avoid including hard objects such as money,
samples, and buttons. A canceling machine becomes clogged
with these objects, causing an envelope to tear. Postal employees
must then rescal the tear in an envelope to prevent the loss of its
contents.

Window envclopes are often used for statements and certain
kinds of routinc mail. Transparent “windows” make it un-
necessary to address an envelope and preclude all possibility of
sending bills to the wrong addressce. Contrary to the usual
method for folding bills or letters, the inside address must be
folded back to be seen through a window envelope. If no address
location is marked, by a dot or bracket, measure your envelope to
find a uniform place for typing the address. Exercise extreme
care in folding these lctters that save you the work of addressing
an outside envelope; contents should fit the envelope so snugly
that the address is held in place behind the window. One mail
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carrier of long experience says: “Three-fourths of those letters
have to be jolted into position, or even torn, before the addresses
can be read at destination. Faint writing can be so dimmed by
handling as to become illegible behind a transparent window.”

Directing mail

Shadowing on cards and envelopes comes from improperly
securing the writing surface. It is imperative to see that both
sides of the card are fastened to the cylinder by means of paper
fingers or an envelope guide, depending upon the machine used.
Even in writing on plain paper, noise is greatly increased by
loose paper; a card, with its stiffer surface, makes a sound which
is very distracting.

Usually no part of letter writing is more poorly executed than
the addressing of an envelope. An address is often simply
thrown at the face of the envelope, with no thought of artistic
arrangement. Perhaps the writer thinks the envelope will be
destroyed before anyone of importance sees it! Begin to write
the address just below the middle of the envelope, centering the
first line. Indent other lines five or ten spaces, according to the
relative length of each line. Of course, placement will .depend
to some extent upon the address. Write in full or abbreviate
the name of the state and the words street, avenue, or company,
to make lines as nearly even as possible. Spacing and arrange-
ment should correspond to the inside address of a letter. The
care of or attention line should be placed in the lower left-hand
corner, unless an address is so short that it can form the second
line of the main address. When the notation personal or confi-
dential is used it should be typed and underscored at the left-hand
side of the envelope, about three single spaces above the first line
of the address. A space between the letters of these words will
bring them out clearly. In cases where extreme caution is called
for, some secretaries write these words in longhand to attract the
attention of a person opening the mail.

Packages should have labels pasted on them, or they should
be addressed in handwriting commensurate with the size of the
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package. Write a return address on the package unless it is
printed on the label. A second address should be put inside the
package for protection in case the outside address is destroyed
in transit.

Incorrect addresses

While artistry is desirable in typing addresses, correctness is
absolutely essential.  Striking a wrong figure may make it im-
possible to effect delivery of a letter, thereby wasting time until
the letter is returned.  On once occasion, a very important letter
was directed beautifully, but the secretary struck 1160 instead of
1060. Five days’ delay was occasioned by this misstruck key.

One cannot take too great care in typing cnvelope addresses.
A single incorrect initial or a wrong state may be a serious error.
Not only does an incorrectly written name incur difficulty in
delivery, but it frequently offends the person receiving it.  Bal-
lot slips for an entire county were reprinted because one letter in
a candidate’s name was omitted.  Notable among cases of re-
sentment over wrong names are those which involve a confusion
of nationalitics. Mr. Lee may object to being addressed Mr. Levi.
One man refused to do business with a wholesaler whose secre-
tary insisted on writing his name as McAdlister instead of MacAlis-
ter. He said a firm that would tolerate such carelessness would
not be carcful about orders.

Motion study

In no place is motion study morce cflective in office work than
in preparing large quantities of mail. Positions of both worker
and materials are of utmost importance in reducing cffort so as
to waste a minimum of energy and to secure a maximum of out-
put. Mailing of circulars is usually done by girls who are es-
pecially trained for this work. They work by the picce, folding
letters and enclosures or addressing envelopes at a rate based on
one thousand pieces. Firms listed in a classified telephone di-
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rectory as “Letter Shops” will take work to their shops or send a
girl to your office to do quantity mailing. This method is usually
the cheapest way of getting work out in a busy office.

Large amounts of mail make an interesting test of your ability.
Perhaps you will find that your living expenses would, of necessi-
ty, have to be greatly reduced were you compelled to earn your
living in a capacity where only output is taken into consideration
in making up a pay check. However, you will soon become quite
expert. Supposc you have five hundred circular letters to put
in number six cnvelopes. Place the letters on the desk flat in
front of you as if you were going to read them. Have the pile of
envelopes at the top of the letters with the flap up and toward the
left. Fold the bottom of the letter up, the right side over, and then
the left side. Slip cach letter into the cnvelope with the lcft
hand; then throw the finished product to one side with the right
hand, while the left is coming down to turn up the bottom of the
next letter. In folding letters for a number ten envelope, the
bottom third is folded up and then the top third down. The open
edge of any folded letter should be put at the back and bottom
of the envelope when inserted. More time will be consumed if
addresses must be compared.

Sealing and stamping should be done as separate operations.
Run a wet sponge along the open flaps of several envelopes and
then close each lettcr by placing it face side up on the desk. The
number of envelopes which can be sealed at one sponging will
depend upon your dexterity in getting them closed before the
moisture dries. Tear stamps into strips and moisten an entire
strip, taking special care not to wipe off too much of the glue
as you do this. Attach a stamp from this strip to cach letter, at
the same time tearing the stamp from the strip. Stamping of
letters can be done with almost lightning rapidity.

You can save your employer considerable time in signing a
quantity of circular letters if you withdraw cach letter and blot it
as he finishes his signature. An incredible number of letters may
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be signed in a short time if you are alert to assist in this monoto-
nous duty. A competitive speed test between your employer and
yourself will be interesting as well as helpful.

Redemption of postage )

Government stamped envelopes are used by many firms for
sending out mail for which they do not care to usc expensive
engraved stationery. When such envelopes are spoiled by mis-
takes in the address, they should be saved because they can be
redeemed at the post office for the full amount of the postage.

Postal cards which are not used may likewise be redeemed,
the rate being three-fourths of the original value. Use of the
postal card for a return message which is not confidential is an
excellent method of securing replies because the card can be
marked, signed, and returned with practically no effort. In
mimcographing or multigraphing these cards, do not waste time
trying to decide exactly how many cards will be needed. For
example, a secretary and her employer might spend half an hour
checking up lists to find exactly how many cards are needed.
Suppose the final number ordered is two hundred sixty-eight.
If the work of duplicating is done by a commercial company,
the charge will be based upon the hundred anyway. A rough
guess would have given you a figure of three hundred cards.
You will have had to pay exactly the same amount for the work,
but the cards will have cost you $3.00 instead of $2.68. However,
when you finish with the mailing, you can take the thirty-two
uncancelled cards down and get twenty-four cents for them.
A surprisingly large number of employers and secretaries waste
time and energy trying to get such mathematical counts as save
them very little (in the above case only eight cents).

Stamps payments which are received through the mail in
a torn or ruined condition can usually be redeemed. Keep a box
where all uncancelled postage can be accumulated for redemp-
tion.
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Mailing lists and address books

In a small office, where the mailing procedure is fairly simple,
an indexed address book should be kept. If possible, such a
book should also contain the telephone number of each corre-
spondent. Christmas card and other special lists may be put in
the back of this book. In large offices a card index may be pre-
ferred.

Complicated mailing problems that may arise, for example,
when a great deal of advertising is to be sent out, make it necessary
to compile mailing lists. These indexes should be made up very
carefully, because postage can be wasted in following a poor list.
Special lists are frequently drawn from individual sources, but
companies found in the classified telephone directories under
“Mailing Lists” construct or supply gencral compilations for dif-
ferent trades. Stencils are usually made for an active mailing list
composed of regular customers or subscribers.

A permanent mailing list can degenerate into one of the most
useless things in the office if it is not periodically revised. You
can help in effecting a perpetual revision by bringing changes to
the attention of the person supervising such a list. For instance,
a man, writing to the vice-president of a publishing company,
told him that he had moved and that he wanted all future circulars
sent to the new address. Six months afterward mail was still
being sent to his old place of business. That officer’s secretary had
neglected to notify the mailing department.

The best way to change your own address on any mailing list
is to tear the stenciled address from the wrapper and return it to
the company with the new address correctly typed below the
old one. The number will enable a clerk to locate its old stencil
quickly and replace it with a new one. If mail becomes annoy-
ing, it is wise to request that your name be removed from the
mailing list of the company. Before opening undesirable mail,
such as that containing small articles for which a monetary return
is expected, you should write the word Refused on the envelope.
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Many so-called charity organizations are making wide use of
this method of forcing purchases upon businessmen.  If you open
the envclope, your employer must cither waste postage for the
return of the article or pay for it.

Outgoing mail

Note three things carcfully before putting an outgoing letter
into its cnvelope:

1. ‘That the signaturc is appended.

2. That all enclosures are included.

3. That the inside address corresponds with that on the en-
velope.

The nccessity for checking these points would seem to be self-
evident, but few secrctaries have learned the essential value of
this final-check system in mailing every letter. Much mail goes
astray because of carelessness in this respect. A surprisingly
large number of lctters are dispatched without signatures.

Everyone has heard of instances in the home such as that of
the old maid who wrote to a widower and to her sister on the
same day. In cach letter she used the salutation Dearest. In
one she requested that a bottle of hair dye be purchased so that
she would get it the following day. The next night the widower
appeared with the hair dye, much to the lady’s discomfiture.
This was casily patched up, but nothing she could do was effective
in muzzling her growing nephews, who delighted in the con-
tents of the letter their mother received. No less grave an error
can be made by the secretary who does not make it a practice to
compare addresses.  Just because you put the flap of each envelope
over the top of its letter as you typed it is no reason to feel assured
that it is still there after your employer has signed the mail. One
often wonders how some men can get a pile of mail into the mess
in which it comes back from their desks.

Be sure that each letter is correctly folded and supplied with
sufficient postage before it is put in the outgoing section of the
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file basket, if this work is not done in a mail department. If the
contents are valuable or confidential, it is always advisable to
see that a letter is securely scaled.

Never hand carbon copies to your employer, but neither should
you file them until the letters have been mailed, because changes
must always be transferred to the carbon in order to make the copy
conform to the original. An unfiled carbon can casily be de-
stroyed if the letter is not sent.

Items accompanying correspondence

Items of little weight should be sent together with a letter in
the original envelope. These enclosures should be attached to
the upper left-hand corner of the letter. A small clip is best for
this purpose, because it does not tear the paper.  Enclosures that
are to remain attached to a letter in the addressec’s files should be
fastened by some form of permanent stapling rather than by a
removable clip. A small item such as a check may be placed on
the face of the letterhead, but anything large cnough to interfere
with the reading of the letter should be attached to the reverse side.

Heavy items should not be enclosed in a letter but should be
sent in a separate package. This second package, if it can be
sent under a different rating, often saves postage.  If you say you
are sending something “under separate cover,” be sure that you
do so the same day. It is most annoying for a correspondent to
have to hold a letter several days before receiving the companion
package. Notations of packages being sent under separate cover
should always be put on a tickler memorandum pad at the time
you write the letter. You thus make sure that the mailing of
an accompanying packagc will not cscape your attention. A
first-class letter may be attached to a package which goes at a
different rate, but it should be clearly marked, “This Envelope
Contains a Letter,” because many persons who open packages
throw the wrapping away with the letter attached.

If coins are sent through the mail, they should be enclosed in
a coin card, which holds the metal pieces near the bottom of the
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envelope so that they will not interfere with the stamping ma-
chines in the post office. Small remittances should usually be
made in one-, two-, or three-cent stamps, rather than in stamps of
larger denominations which are not used in every office.

Mail schedules

It is said that over seventy-five per cent of the mail in the United
States is deposited after four o'clock. If this is true, mail de-
posited carlier in the day should receive better attention. In order
to help avoid congestion, try to mail as many letters as possible at
noon or during the day.

One may effect quick delivery by becoming familiar with the
schedules of trains, planes, and ships carrying mail, and by post-
ing important letters in time for the service desired. Notice of the
arrival and departure of mail ships is published in the daily
papers. Speed in dispatch to a boat may be effected by typing on
the envelope such an inscription as VIA ss HAMBURG.

Kinds of mail

Mail is classified according to type, weight, or destination. The
ounce is used as a unit of measure, weights fractionally over an
ounce being charged as an extra ounce. Weigh one of your en-
velopes with a number of your letterheads, so that thercafter you
can determine the postage charge by counting the number of
sheets. Enclosures will make it necessary to adjust estimates.

Unless you have a mailing department, you must get specific
and current information from your post office; but you should
have a general idea of the types of mail in common use.

First class

This classification covers all written or typewritten matter.
Such mail may be sent anywhere in the United States or its terri-
tories for three cents an ounce.' Any of the reproduced forms

1 The three-cent rate was to have been effective only from July 1932 to July 1934,
but it still continues. Local rates may again become two cents, effective July 1, 1946.
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of imitating handwriting or typewriting are included in this clas-
sification.  (If twenty or more identical copics of the same repro-
duced matter are enclosed in one package, they may be entered as
third-class matter.) All sealed mail is considered first class.
Special delivery stamps may be put on first-class mail. These ex-
tra stamps insure prompt delivery at destination, even though no
regular delivery is scheduled at the time of receipt.

Second class

This classification covers mail of the newspaper and magazine
variety which has been registered with the Postal Department.
Publishers and those sending out periodical literature obtain per-
mission to use this type of mail. Charges vary according to dis-
tance and weight.

Third class

Any material not designated second class is included in this
division. Newspapers, magazines, circulars, photographs, and
proof shects with manuscript attached are among the things listed
under this classification. Weight must not exceed ecight ounces.
No package can be sealed.

Parcel post

Practically all mail weighing over half a pound may be sent by
parcel post to points within the United States. Zones are used in
computing the destination charge. Rulings enlarging the size
of packages which may be sent by this system arc frequently
made and they are constantly widening the use of parcel post.
All packages should be securely wrapped and labeled, but they
will not be accepted if sealed. Parcels sent special handling will
receive the same prompt delivery as first-class mail.

Air mail

Most mail will be carried by airplane if so marked. Of course,
you must be sure that air service is in use to the destination, or at
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least over some portion of the route.  Special stamps are provided
for air mail, but the same amount in regular stamps will suflice
if the words air mail are typed or stamped on a letter.  When an
air-mail stamp is used, a regular stamp is unnecessary; that is,
an eight-cent air-mail stamp will carry a letter without a three-cent
regular stamp in addition. Business is making such wide use of
air mail that it is well to inquire whether important letters should
be sent that way in preference to regular mail.

Registered mail

Important mail may be registered <o that delivery can be traced.
In sending a registered letter—such as notice of an overdue ac-
count—to a person who will not acknowledge your letters, it is
customary to request a delivery receipt.  The letter will not then
be released until it is given to the person or his agent; the signed
receipt will be returned to you.  If you have reason to think that
an agent is not giving your letters to the addressee, you may re-
quest that a personal receipt be returned. A letter will not then
be released undl it can be delivered to the person himself. Of
coursc there is an additional charge for this scrvice.

Insured mail

Though loss sustained through nondelivery of registered mail
may be recovered up to one hundred dollars on first-class and
twenty-five dollars on third-class matter, all packages valued above
these amounts should be insured for protection against loss.  Be-
cause parcel-post packages cannot be registered, they must be in-
sured if delivery is to be adequately covered.

C. O. D. packages

Materials which are not paid for may be sent through the mail,
and the post ofhice will collect. A special charge is made for
this service, the actual amount collected being forwarded to the
sender by monev order.
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Foreign mail

Postage on letters directed to a foreign country varies with the
country to which they are being sent.  First-class mail to a num-
ber of countrics calls for five cents for the first ounce and three
cents for each additional ounce; post cards go for three cents.
Packages for foreign destinations are much more restricted than
they are in the domestic mails, for foreign countries have no par-
cel post. Anyone handling forcign mail should apply to the
post office for information or obtain a postal guide for constant
reference. Supplements keep these postal guides up to date at
all times. Be sure the full amount of postage is placed on foreign
mail.

In sending out foreign mail, air mail, or special delivery letters,
it is wise to separate such mail from the regular mail at once, in
order not to forget the special postage. Letters of more than one
or two pages should also be kept in this special pile to facilitate
weighing.

Money orders

Moncy may be sent anywhere in this country and to foreign
countries by purchasing a money order at a post office. If the
amount is over one hundred dollars, more than one money order
must be purchased. Moncy orders can be cashed at any post office
upon identification of the addressee. Money order receipts are
easy to locate if attached to the carbon copy of the letter of trans-
mittal, by means of a staple.

Tracing mail

Receipts for money orders, as well as registered and insured
mail, should be preserved, at least until delivery is acknowledged
by the addressee. In case of nondelivery, ask the post office to
trace the package or letter. You will be given a blank upon
which to record data found on this receipt and other nccessary in-
formation for identification of the lost picce of mail. Regular
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first-class mail is not often traced, but postal authorities will at-
tempt to locate a letter, if its loss is reported to them.

Letters may be returned to the sender before they are delivered
to the addressee, if for any reason it may be desirable to recall
them. For instance, prices may have advanced so much that a
quotation is too low, or some serious error may have been dis-
covered in the letter itself. A telegram must reach the post office
at the place of destination in time to intercept delivery. Return
instructions are supplied through your own post master.

Postal savings accounts

Savings accounts may be opened at any post office in the United
States. Deposits are made in person, by registered mail, or by
money order. An account may ncver exceed the principal
amount of $2,500 and will bear interest at two per cent per annum.
It may be transferred from one post office to another without loss
of interest. It may be withdrawn, wholly or in part, only from
the post office where the deposit is held. Each deposit is acknowl-
edged by a postal savings certificate. Postal savings stamps may
be purchased for ten cents each. These stamps gained wide dis-
tribution in the thrift campaigns during the World War. When
ten of these stamps are attached to a card, they may be cashed, or
a savings account may be opened with the dollar. Postal Savings
Bonds, which bear interest at two and one half per cent per an-
num, may be purchased in denominations of $20, $100, or $500.

Express

Shipments by express are sometimes used instead of parcel post
for small packages on which quick delivery is desired. Receipts
should be carefully prescrved until delivery is acknowledged.
Express companies call for packages upon request, a service which
is sometimes a decided advantage in sending packages from a
busy office. An extra charge is made for express sent C. O. D.
Special rates may be obtained for quantities by express.

A consignee must sign for each express package at the time of
delivery. As your employer’s agent, you will often be responsible
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for this duty. See that packages are placed where they will not
be in the way. Payments for C. O. D. shipments are made to
the express company’s agent, who delivers the package.

Freight

Railway freight is used for sending bulky packages or for ma-
terial upon which immediate delivery is not urgent. Bills of
lading are usually made out at the time of delivery of goods to a
transportation company, though a temporary receipt may be is-
sued for various parts of a shipment. A bill of lading will later
be made out to cover all of the items for which you present re-
ceipts.

Freight charges may be paid at the source,* but the customary
procedure is to have the receiver pay at the time he receives the
goods. An arrival notice is sent to the consignee the day the
freight reaches its destination. You will have to be careful to
bring these notices to the attention of the proper person in your
office, because the time for claiming freight is usually limited. If
freight cannot be unloaded within the customary two days, or
whatever time is specified on the arrival notice, a demurrage
charge will be made for storing in warchouses or for holding
cars.

Under special conditions, an extension of time may be granted
for removing freight. For instance, a builder has ordered a car-
load of lime; a week of rainy weather makes its impossible to
unload this material because water would spoil it. The consignee
therefore applies for an extension.

Delivery to and from a transportation company is not made by
the railroad companies, all charges for hauling being paid and
arranged for by the consignor and the consignee at their respec-
tive ends of the route. Cars must be ordered from the railway
office in anticipation of a shipment of carload lots.

* A pick-up-and-delivery service is now available on freight shipments. Specify
this service if you desire it,
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Water, airplane, and glider shipments

Shipping by water is similar to railway freight shipping, ex-
cept that the bill of lading is called a wharf receipt. The usual
time for removing goods is five days from the arrival of a ship.
A manifest must be filed with the shipping company for all goods
sent to a foreign country. Facilitics for making shipments along
the airways arc alrcady well established and will assume increas-
ing importance in moving rush orders and perishable goods.

Shipping documents and correspondence

As a sccretary, you will not often be required to assist in the
physical handling of express or frcight packages, but you may
become so involved in filing these receipts, bills of lading, and
manifests, in writing correspondence regarding tracers, notices,
extensions, and listings of losscs, as well as in attending to various
other details, that you may feel quite capable of managing a ship-
ping department.

Be especially carcful in typing references to onc of these num-
bered transportation documents. If you want quick service, you
must be sure that references are correctly and clearly stated.  The
number on the bill of lading for a ton of hay may be almost like
that on a bushel of walnuts, but one incorrect figure may cause
considerable trouble in locating the shipment which you have
wrongly designated.  Be sure the destination, the date, the con-
signee, and the consignor are included, so that identification can
be made easily.

Books THAT HELP IN LEARNING TO HANDLE OFFICE MAIL

United States Postul Guide, Government Printing Office, Wash-
ington, D. C.

Applied Motion Study, F. B. and L. M. Gilbreth, The Macmillan
Company, New York.

Leonard’s Guide (Freight, Express, Parcel Post Rates and Rout-
ing), G. R. Leonard and Co. Inc., New York-Chicago.



CHAPTER FOUR
Filing
Good words shall gain you honor in the market place, but

good deeds shall gain you friends among men.—Chinese
proverb.

Importance of filing

A person who can file a letter and find it when it is wanted has
onc of the indispensable qualifications of a good sccretary. If
you cannot produce a paper promptly when it is requested, you
lose your employer’s confidence. Good will, which may have
been created by painstaking work in other directions, is sacrificed
through a single misstep in filing.

Regardless of how extensive or how elementary your filing sys-
tem may be, you must have two basic qualifications: accuracy and
a general knowledge of the principles of filing. Reme