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A DA R DT H A L 6 1T A KT

OFFICE QUESTIONS ANSWERED !
The First Complete Book of Its Kindl

Bisiness practices present a host of problems even to the
experienced cxecutive and secrcrary. Here in a single vol-
ummie are the accepred procedures and customs—the answers
ter the common questions that arise in the operation of 4
busy office. For example: “How do I compute inferest?
Commissions? Discounts? What are the adeantages of one
filing system over amother? How can a matlroom  save
maney? What is machine shorthund? When do I wse a

remicolon " erc., cto.

Here are tips on cvery phase of office know-how [rom

changing a typewriter ribbon to the insurance 4 business

organization should carry.

For the beginner especially, this book will be invaluable,
It will serve as a shert cul to advancement by showing the

right ways to cxecure the simplest and most complicated

office ass1gNIMCHLS.

THIS BOOK WILL SAVE YOU AND YOUR OFFICE TIME AMD MOMNEY!
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D CORRECT ENGLISH USAGE 3 PROPER DFFICE PRACTICE
() BASIC BUSINESS PROCEDURES

Here is a big encyclopedia of invaluable
information for secretaries, office minagers,
mailroom operators, students, salestnemn,
accountants, (op cxecutives and general
office personnel.

Simple instructions tell you how to
operate office machines —a switchboard, 2
mimeograph, a dictating machine, 1 Gype
writer, calculating, computing, bookkeep-
inp-and billing ohachines, Cic.

There 55 specific and hiphiv usciui datd
on such marters as the wisest choice of
envelopes, postal rcgulations and rates,
telegraph procedures, mailing lists, simpli-
fied methods of addressing, bills, invoices,
statements, credit, etc.

Other subjects include: Grammar sim-
plified, form of a letter, advertising and
publicity, insurance, taxes, weights and

-measures, forcign money.

THIS BOOK SHOULD BE ON EVERY

DESK IN EVERY OFFICE!
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