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This course, in my estimation, must be considered
essential to every student aspiring to a career in
commerce, Business men all over the world (every
language without exception) find it almost impossible
finding secretarics and other personnel who are
competent in constructing satisfactory letters. This
is particularly true in the design of cffective sales-
letters, answering inguiries, and in the wriling of
company reporis.

It would not be an exaggeration to say that problems
relating to good correspondence start at  the
executive level. More business has been lost as a
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EN 339 AWM ks

result of poor spelling, faulty punctuation, and a
disregard for the selection of the right ‘word" than
any other reasons.

You may ask “‘what is a good business vocabulary?”
It is much more than knowing many words. A
business man's vocabulary is good when he can
say and wrile exactly what he means’ and when
he understands fully what he hears. Keep in mind
the following hints relating to what i considered
a5 & pood vocabulary:

1. The possessor of a good vocabulary under.
stands the meaning of words most frequently used
in business and daily life.

2, The writer who hos a good vocabulary is
familiar with those words that are pronouced exactly
alike but are spelled differently, and have different
{unlike) meanings.

3. The possessor of &8 good vocabulary pro-
pounces wards correctly. (Most English words are
spclled as they are pronounced.)

4. The possessor of n good
words correctly.

The above directive are imporiant, but they must
be coupled with a clear undersianding of the for.
muln for n good sals - Jetter - - - if selling is the intent
for writing. The formula is simply stated as it is
applied in any langunge: INTEREST--- DESIRE- - -
CONVICTION ---and a request for ACTION. A
letter must miouse the interest of the reader, he
must understand that what is offered is valuable to
him, and that convincing reasons are outlinned for
his taking immedisie action.

As important as any consideration is 2o unders-
tanding of a prospecis ‘viewpoint' -- his  reaction.
In this instance, it i necessary &noww people.

EN 339 will help you to be [ffective in all of the
ghove considerations, but there is no substitute for
a knowledgeable mind.
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