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I) John Vernon, The Compleat Compting-house, (1678-1722)
) G.L., The Amorous Galant's Tongue Tipped with Golden Expressions: or The Art of Courtship
refined. Being the Best and Newest Academy, (16??-1741)
) William Mather, The Young Man's Companion:or Arithmetrick made easy, (1681-1761)
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I) John Vernon, The Compleat Compting-house
A#i3, Abraham Fleming, A Panoplie of Epistles (1576) DR EBL & e, BRE &) s
BE ) LOME (HEEE) 12&D, LY —OBZHICOVTORBELBLENTVS,
T, HEY, BAOPBHLBHEL LT,
The first work..., is the fetching Letters from the Post-house, and carrying Letters to the
Post-house ; in the Discharge of which there requires not much Skill, but a great deal of Care,
Honesty and Diligence. (p. 4)
EBNTVB LS5, Ly — DRIy - BAEWE, HERNLCE X0 S EEH» >EEIZ S
BHEERNTVS, FRRDRF 9 FELT, [V # —%E T (toCopy Letters) | fEiz> T, KDk
SEHEBPLTWAE,
(L —%2BOICBTCEick-T, iz (&b HAFTAOEEZAHNRTNID dH-AHEO0SFX
HERCHEDONE, 2% D, IOBEXHEIHEICL-T, SHAELI—DBES - Hikt B
L, BBER - THIBLIICLD, FRMAL L THERHMARRBTALIKZTHASS
... by the diligent Copying the Letters, you will (if your Master write a good Hand) mend your
writing; you will be able to understand the Method of a Letter, to write good Sense, and to
judge of most things belonging to a Merchant. (p. 6)
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L, Ly —ABdCloEENAWRAL TV S,
%nmﬁbf.iﬁm,vy—%Efcamﬁﬁﬁ,%®ﬁﬁuomrﬁﬁo%nm§if,ﬂ%m,
T L& HIEEENESHHAZT-> TV S,

Copying of Letters is this: When your Master hath written a Letter, then he gives it you, and

you take a Book (he hath only for that purpose) and copy the same Words exactly, Word for

Word, as your Master hath written it ; except that at the bottom of his Letter, usually put to
all Letters, Your Humble Servant, T.B. This you leave out. (p. 6)

sED, LY —AETCEE, FAOBVEL S —OBEEAERVAAEERIC, — MicEEETL
ETHBEBRNTWVS,

L L, iR, BR0FABSTLSELVL L Y —OEXFTH 208D LW ("Sir, my master never
saw the exact way of a Merchant's writing Letters, must I follow this Rule?"), LARZICEWL, Bory—
LB LY —DESFHERATLNG L IKHATOS, £ T THAIR, BOL 5 —ERT 570,
ROBEB*HRT 5L ICHA TV B

1.

g = W R

9.

You must mention his Name you write unto.
You must mention the Place you write from.
You must mention the Date you write.
You must mention the Title you put on him you write unto.
You must mention when you writ last to him, or when you received the last Letter from
him.
You must answer every thing that your Friend desires to know ; or you must give him a
punctual Account of every thing you desire to have of him.
. Then you must conclude with your own Name.
. And at the bottom his Title again.
The Price of the Exchange.
(p. 29)

ﬁ%méém,LE@%#%ﬁthEWﬂ%ELT<nahﬁiﬁﬂﬁﬁuﬁbf,ﬂTmiﬁmf
Fry—%hRrLTWAS,

Mr. Sam. Shaw,
London. 3d May, 1722,
SIR,
Yours of the 27 past I received, and perceive you have loaded on board the William and
James, for this place, 40 Hogsheads of Sugars. When they come to hand, I shall do for you, as
for my self, in the disposal thereof. I have (according to your former Order) shipp'd aboard the
Simon, your 10 Bales of Cloth, amounting, as by the Invoice inclosed, to the Sum of L. 117
10s. 4d. The Bills of Lading you shall have by the next Post: In the Interim, I am,
SIR,
Your humble Servant,
Paris 54d. 1/4 usually.
J. Johnson.
(p. 30)

i ¥ —2BCBEOOBA L LT, #ifid, B3<(BREIL >R, RENICE{ (“Youmust
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answer always fully, and yet as pithy and concise as may be, and be sure omit nothing material.”) X 5|z
B cns, HEdE i, REREDDIT,
As for Compliments, Merchants are wiser Men than to lose their time in making of them; and
therefore be not studious of that, but rather to know the just Prices of Goods, &c.
& BELEOEA LD LIbE VEDENS, BAL LTHENCT & FEROMBLY) 2MEd 5 L
ALE->TWVB,
R®IT, BEG, VR RACKELEAKROERICEL, FEic, UToEE%5,
1. The Man’s Name.
. The Place it is from.
The Date you writ it.
The last Letter you had from him.
The last you wrote him.
. The Substance of your Desire,

bt B =2 T & | B U G

. Some particular Passage in Trade, that hath lately passed betwixt you.
(p. 79)
RELLAGOVESCEEZEL, EHROAERLTV S,
Lond. 25 June, 1722.
Mr. F. B.
SIR,
Since mine of the 16th Instant, I have yours of the 14th Ditto, and refer my self to what I have
already written in Answer to your said Letter. This serves at present, To desire you to furnish
and pay unto Mr. J. D. to the value of Two hundred Crowns, at one or more Times, according
as he shall have occasion for it, and as he shall desire it from you, taking his Bill or Bills of
Exchange, for what you shall so furnish him with, and put it to my Accompt. And this my
Letter of Credit, shall be vour sufficient Warrant for so doing.
SIR,
Your humble Servant,
E. P,
(p.79)

I) G.L., The Amorous Galant's Tongue Tipped with Golden Expressions : or The Art of Courtship
refined. Being the Best and Newest Academy
AEBDOEEIZ, B (To the Reader) T,
...since I am satisfied that what I here offer is Genuine, and not spurious, I am not solicitous
whether the READER likes it or not, for ....
& RBIRENL VY — DAY THH T L EMPTAL TV 3, 272, ABORED Wits Cabinet i & O
A [#E/i (an abbreviated version) ] T& 3ic &b 539, F i,
... that you have not here an Old Book new vamped but an entire New Piece ; which must
certlainly please, since the Age is so addicted to Novelty.
L, ABEDFHLEEFRLTWA,
CDLDic, FEHIZ, FBORTIZEL,
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... and (1) will therefore assure him, That what he reads in the Title, he will find made good
in the Book.
L. 20T L LAXASKACE TV AN, AR, &K - ARED
“the Amorous Gallant’s Tongue..."
“the Art of Courtship refined. ”
“Variety of Choice Letters, ..., relating to Love (and Business) "
hobhdLil, BEORHDOLY—HETHSE, L LAEOEFHE R, YkoHEZHAEEL TH
DO B ZEWOL Y — T, EVRAICHET ALY - Lo URBRER [(FE Bills), %
(Bonds), IiF#®E (Release), ZE{E{R (Letters of Attorney), SZAAF (Receipts and Acquitances)] 78 &IZD
WTbskLTWa,
DIF, Evx2icBgEd 2 EBbhd Ly — RAEOKEL 2 ORE, Lok s £ ORE, ERIEEOK
), 5O UICENE (ZHE) 200 B 5,

I—-1. EYRXRAVLY—
1) A Letter from a Lady to a Gentleman in the Country, to enquire after another Gentleman who
had courted her Daughter. (pp. 63-64)
Worthy Sir,
The goodness of your Nature, and the Readiness you have always shewed to serve our
Family in any Thing, emboldens me to give you the Trouble of these Lines, and to desire
a Kindness from you, which I am unwilling to trust to any other Hand but yours, as well
knowing both your Integrity and Ability. The Case then is briefly thus: Mr.T.B. of D. in
your Country courts my Daughter Betty, who is now marriageable, and pretends an
extraordinary Affection to her. I have nothing to say against his Person, I think it is
without Objection, and the Girl seems to entertain his Amour with a reciprocal Affection:
And as to his Conversation, it has been hitherto agreeable enough; but what I would
desire of you, is to know the Circumstances of his Estate; how much it is a Year, and how
clogged either with Legacies or Sisters Portion, and what clear Jointure vou believe he
may make her. He here pretends his Estate is 700 £. per Annum, and offer to make her a
Jointure of 300 ¢. per annum. But we that live at this Distance are often imposed on, and
cannot so well enquire into the Truth of Things as you that live upon the Spot. If you
please therefore to give your self the Trouble to enquire into the Truth of these Things,
and send me an Account of it, [ shall take my Measures accordingly; and you will therein
extremely oblige, Sir,
Your most humble Servant.

2) A Letter of a Country-Gentleman to a Lady in London in Answer to the former Letter. (p. 64)
Dear Madam,
I Received yours of the 12th Instant, and do assure you I have so great an Honour for your
worthy self and Family, that I am proud of having an Opportunity to serve you ; which
I have done with that Faithfulness, as if the Case had been my own : For I have been at
D. and make my Enquiries concerning Mr. T.B. of one that has for this many Years been
acquainted with the Affairs of that Family, and knows all their Concerns; and the
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Account that he gives me is, That as to Legacies, his Father left but few, Part of his Estate
being then mortgaged; which Mr. T.B. has since, by his good Husbandry, cleared and also
has paid his Sisters Portions: so that his Estate is not in the least incumbered : And his
Reputation in the Country is very unspotted, so that I believe he may be a very good
Husband for Mrs. Betty, which I shall be very glad of, because she will be then almost our
Neighbour. As to his Estate, I find he has not misinformed you it being generally judged
to be about 700 £. a Year. What I have writ, I am very well assured of, and therefore it
may be depended on; as may also my being at all Times always ready to prove my self,
Madam,
Your most humble and
most obliged Servant.
3) A Letter to a Gentleman to borrow Money. (p.66)
Dear Sir,
As I have had the Honour to be esteemed your Friend, so I intend to make Use of you as
such: For the Disappointments [ have lately met withal, have put me to those Exigencies,
that unless I can supply my self by borrowing of one Friend, [ must forfeit my Word to
another, which hitherto I have always kept sacred. This is therefore to request you, to
send by the Bearer 10 7. and to let me have it for a Month’s Time : at the End of which it
shall be certainly paid : And if ever your Occasions should require the like Kindness, you
should always command it from, Sir,
Your Friend and Servant.
4) The Gentleman's Answer. (pp. 66-67)
Worthy Sir,
I Receiv'd yours, and have returned what you writ for by the Messenger you sent.
Friendship is nothing but an empty Name, if it consists only in Words: And therefore, tho’
[ 'am sorry for your Disappointments I am glad that by that Means I have the Opportunity
of serving you in any Thing, and of making good the Profession of Friendship I have
made you by correspondent Action. And if in any other or greater Matter, [ can serve you,
there is none shall do it with greater Alacrity than, Sir,
Your most humble Servant.
5) A Letter to a Friend in London, desiring an Account of several Things. {pp. 71-72)
Worthy Sir,
My Distance from London, occasions my Ignorance of many Things, which It is very
necessary for me to be informed of: Several Commodities in which I deal, do sometimes
rise, and sometimes fall; and tho’ [ am sure to hear when they rise, yet when they fall, my
Chapman is silent: I would therefore beg that Kindness of you, as to enquire into the
Price of Sugars, both Lisbon and Barbadoes, and let me know what they are at an
hundred : and likewise the Price of Raisins and Currans, which I hear is lately fallen: As
also the lowest Price of Pitch and Tar, and likewise of Flax and Hemp, and what the best
of Hops yield. But, Sir, [ am informed, there is published every Week by one Mr.Whiston,
whom some call the Devil’s Broker, and who, I hear is a very ingenious Man, a Paper
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call'd, The Merchant’s Remembrancer, which gives an Account of the Price current of all
Goods and Merchandizes every Week. If I could have one of those sent me every Week, I
would gladly pay for it as others do; which I believe, you might, and which I desire you
would procure for me, for it would be of great Use to me. I must desire you would excuse
this Trouble which I give you; and if in any Thing I can serve you here, there shall be
none more ready to do it than, Sir,

Your most obliged Friend and Servant.

0I-2 EvxZAEH
1) A Receipt, or Acquitance, to be given by an Apprentice, Clerk, or Menial Servant, on Behalf of
his Master, &c. when authorized. (p. 86)
June 29. 1741.
Then received of George Humble, the Sum of six Pounds, two

Shillings, and six Pence, being in Part of other Sums and Accounts, L s d.
vet depending and remaining unpaid. I say, received for the Use of 06 02 06
my Master John Gill,
By me Job Hall
2) An Acquitance for Money paid in Part of a Bond (p.87)

Received, July the 9th, 1741. of Mr. Abraham Parkyns, the Sum of

five Pounds, six Shillings, and six Pence, in Part of a Bond of twenty

Pounds, due and payable to me on the fifteenth Day of June last Og Osé (;lﬁ

past, and bearing Date the twenty eighth of August Ann. Dom. 1737.
In Acknowledgment of which Receipts of the said five Pounds, six
Shillings, and six Pence, I have hereunto set my Hand, the Day of

the Date and Year, above mentioned.
Witness,
James Jones.
William Richardson

) William Mather. The Young Man's Companion: or Arithmetrick made easy
mM—1, % - &8
AEid chhSHTCHE H & LTVAEE @A) 2HRCBELNLSDOTHY, WOOHFOLYD
T, FEiT,
(1) FEFEoOFEA - BEIKOLVTOHZ
Plain Directions for a Young Man to attain to Read and Write True English
Q) #3F - EVRRALY—BOVIEY 2R (BE) XHIOVLWTOHX
How to write Letters of Compliment, Friendship, or Business. Forms of Notes, Receipts,
Bills, Bonds, Indentures, Leases and Releases, Letters of Attorney, Wills, &c.
(3) EVAREDEBICOVTOHL
A short and easy Method of Shop and Book-keeping, Merchants-Accompts, &c.
BE3IH>OIFEARY FF T3, &oicEHE, INS5OHAIOVT,
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(&) BRPOADVPTVRIANTEINTVWEDT, HER, FARELZ &<,
(BEROXE LML) BB, T LTARBIKHESHAIENTE, DVWTREY X RICHE
TH5LDHO (—ARIOBAL LTRONUZDIHMET 2 0) 8677 Cad - B 2183 &
T&5,]
Written by W. Mather in a plain and easy Style, that a Young Man may both readily and
easily improve and qualify himself for Business, without the Help of a Master.
&, B0 PTAERFL, AEY, BhiBA (EVx2<Y) OLDHOBWEROBESRTH S & 405
it L T3S,

M— 2. FFX (To the Reader)

FEHG, AEXEREAELER (4R, EHICAZTOALOE VI EA2ROLSICHELTVLS,
This Book having already passed thro’ fourteen several Editions, is doubtless a sufficient
Proof of its general Use and Service;

A5, FEORKBTH 3BNHBIOWETE,
...and the Arithmetrick Part, especially very much improv'd and explain'd: ...
BifiitER (@R oFfcE2@mE LTV 3,
... this edition, is added Tables, by which the Interest of any Sum of Money for any Time
may be known almost by Inspection;
ZTLT, SROHELIEEZRENEHELH, SFICRELTV S, FlXE, ROk > 5HENEEEN
BRENLENTV S,

—HFi : Suppose I have 5 East-India Bonds that amount to L. 500 principal Money, what comes
the Interest to, at L. 3 1/2 per Cent. per Ann. for 29 Days?

—##% . First look for 29 Days in the head Line, and against L. 500 in the first Column you will find
L. 1-7-91/4 in the Column of L. 31/2 per Cent. and so much is the Interest of L. 500 for 29
Days at 3 1/2 per Cent.

—HR : How much present Money must I receive for a Bill of Exchange of L. 373 Value, that has
17 Days to run at L. 5 per Cent. per Ann. Discount?

—#R% . Note, Where the Sums are not very large, nor the Time long, the Difference between
Interest and Discount is insignificant ; and therefore in common Practice Interest upon
the whole Sum is deducted ; but if the Sums were large, and the Time long, there would
be a great deal of Injustice done to the discounting Person, by making him pay consider-
ably more than he ought ; but as in common Business Notes are seldom discounted for
more than a Month, 'tis not worth regarding : As in our present Example,

The Interest of L. 300 for 17 Daysat5p.L.0 13 11 3/4
73 0 3 4 3/4
373 is L. 0 17 4 1/2
Deduct 0 17 41/2
L. 372 2 71/2 isthe present Money.

IM— 3. FEd (To Young People)
EERZ AoV IHEBOEEVYDOED,S B 7 - BEXEHbL-TVA L bbb, BED
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W BEABFITD @ 3AHNDEL) EVHSBRERDOL D IKEWT WA,
Most people, now-a-days, bring up their Children both to read and write, yet there is
scarce One in Twenty that writes tolerable English;
LT, ®old, TIBHEARLVOEBOPOEMVENE, TDL EhFETETELIEEB-LHICLT
WA LML TS,
... who, ..., yet oftentimes commit such Errors in Spelling, as expose them to the Laughter
and Derision of others, and so makes them ashamed to express their Minds in Writing,...
COrINELENREABREDLTHEL T A0, HERTGEOLEL SFSBBEENH D, FH 3,
ABORICHAE, EELRBOEACBNSTHS I LBNTV S,
For if these Rules are carefully observed, they will make you a good Master of the English
Tongue.
Bl A 1E, EHL, HEBICHWTOIE/R (“Directions for Spelling, Reading and Writing True English”) @th
=, DX ST (Letters) BT 284 Ok -/XF, BF - F& _HEBE, G, [FER&EE) oWV
THID L LTV %o
— Of LETTERS great and small, and when each are to be used; their Division into Vowels and
Consonants : Of DIPHTHONGS, what they are, how many, and how pronounced and
written.
— Of SYLLABLES, and Rules how to divide them.
— Of LETTERS that ought to be written, and yet are not sounded, and the Reasons thereof;
particularly of e at the End of a word, when it must, and when it should not be written.
- Of LETTERS sounded alike, and how to avoid Mistakes, in Writing one for the other.
— A TABLE of Words, the same, or nearly alike in Sound, but different in Signification.

Il— 4. L% —@ (LETTERS on Business, Compliment, and several Occasions)
BEIL, ABRRENLV I —DEUHIIDVT,
... if read attentively, and copied carefully will soon correct his Orthography, amend his
Manner of Writing, and serve him to form a tolerable Stile. (p. 63)
DESic, [(Ly—DBIXE) BbicHEd, T L TEERFECHEIET] TLEHH TS, JITH, FiC
EU i RIcBT 360 (LY — (E2omREEZOEE, 7 Lv—ALy -y 2ES, #RK N5 0BEHS
LiA®), %if, JFEHL] 2LIF0 LT %,

M—4—1. YRRV % —

1) A Letter requiring the Payment of the Money; which serves as an Acquittance. (p. 70)
SIR,
I find, upon stating the Account between you and me, that several considerable Sums of
Money are due to me from you; wherefore having Occasion for Twenty Pounds, I desire
you to send it me by the Bearer hereof, (or here name the Carrier) and in so doing, you will
very much oblige me.

As for the Payment thereof, this Letter, and the Bearer's Acquittance shall be your

sufficient Security and Discharge for so much Money. In Witness whereof, I have
hereunto set my Hand this 6™ Day of May, 1737.



17 OB /18 AT E D E N L ¥ — 2= 2 T iz T — 105 —

John Chapman.
2) An Answer to the last Letter. (pp. 70-71)
SIR,
I sent by the Bearer [or the Carrier] Twenty Pounds, according to your Desire ;and have
taken his Receipt for it ; but, because you know I sent but for small Parcels of Goods at a
Time, therefore I desire you always for the future, when I send you Money, that you
mention in the Acquittances the Names of the Goods for which you receiv’d the Money,
or at least, I would have you to mention what Money remains unpaid ; for thro’ Want of
such certain Knowledge, some poor Country Tradesmen have found great Loss either by
the Master, or their Apprectices receiving the Money sent, and not mentioning for what
Goods. Pray take it not ill that I thus write, for I am satisfy'd of your honest Dealing; but
know not the Servants you may instruct to receive the Money I send in small Parcels. I
rest,
Your Friend and Chapman,
May 20'*, 1737.
W. Lovejox.
3) A Letter from a Servant in his Master's Absence to one of his Country Customers. (pp. 71-72)
Mr. Thomas Norton,
SIR, London December 7t 1737.
I received yours, and for Answer say I am very sorry to hear that the Goods have not
answer'd your Expectation ; however, have placed them to the Credit of your Account,
and return'd others in their Stead by Thomas Hobbs the Carrier. I know my Master would
willingly oblige you in any Thing in his Power, and as his faithful Servant I have herein
done my utmost to give you Satisfaction, who am,

To Mr. Robert Carter, Your most humble Servant,
Cutler in Bristol. John Windsor.
4) A Letter of Recommendation. (pp. 73-74)
SIR,

The Bearer hereof, Francis Rogers, I send to you as one whose Honesty you may rely on,
and my Experience of his Conduct and Fidelity gives me a certain Kind of Confidence in
recommending him to you but you know me, Sir, and I believe you cannot in the least
think that I would recommend any one to you, if [ had the least Umbrage of Suspicion or
Doubt concerning their Probity.
I am, SIR,
Your real Friend, and humble Servant,
George James.
5) To a Country Chapman. (p. 74)

Mr. Francis Pitt, London December 8%, 1737.
SIR,
You and I have formerly had Trading together, and it is not my Fault that we do not
continue so to do; for assure yourself, I have a great Value and Respect for you, and on
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that Account none shall be more ready to oblige you in what [ may ; and pray let us once
more re-assume our Dealings together, and you shall find, that for any Goods you have
Occasion for in my Way, none shall use you more kindly than,
SIR,
Your real Friend, and humble Servant,
Thomas Shad.

M—4— 2. $EZOH (Superscriptions for Letters) (pp. 80-81)
1y F=
To the King ; or, To the King’s most excellent Majesty.
To the Queen ; or, To the Queen’s most excellent Majesty.
To the Prince ; or, To his Royal Highness.
To the Princess ; or, To the Royal Highness.
2) HLRRE
—EupR % B (Lords Spiritual)
To his Grace the Lord Arch Bishop of Canterbury,
To the Most Reverend Father in God, &c.
—fth > F# (other Bishops)
To the Right Reverend Father in God, Thomas Lord Bishop of, &c
—FALOEERE? (Inferior Clergy)
To the Reverend Doctor, &c.
To the Reverend Mr. &c.
3) EEEoEE (Temporal Lords)
To his Grace the Duke of, &c.
To the Right Honourable the Marquiss of .
To the Right Honourable the Earl of ---.
To the Right Honourable the Lord Viscount -
To the Right Honourable the Lord ---.
4) Zofth
—IXEERERYE [Privy-Counsellor (not “Nobleman™)] : “Right Honourable”
—AZFE (Ambassadors) ! “Excellency”

M—4—3. L% —DEFEXHL (for the Beginning of Letters) (p. 81)
To the King: Sir, ar, May it please your Majesty.
To the Queen : Madam, or, May it please your Majesty.
To the Prince : Sir, or, May it please your Rayal Highness.
To the Princess : Madam, or, May it please your Royal Highness.
To a Duke: My Lord, or May it please your Grace.
To a Duchess : Madam, or, May it please your Grace.
To a Marquiss : My Lord, or, May it please your Lordship.
To a Marchioness : Madam, or, May it please your Ladyship.
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To an Earl, Viscount, or Baron : Right Honourable, or, May it please your Lordship.

To a Countess, Viscountess, or Baraness : Madam, or, Right Honourable, or, May it please
your Ladyship.

To a Knight : Sir, or, Right Worshipful.

To his Lady : Madam, or, May it please your Ladyship.

To a Mayor Justice of Peace, Esquire : Sir, or, May it please your Worship.

2, ¥ LY —27=27 DS

SETHERTELT =2 7LVOMEL DS, THThOBEETEHTAHD &, LUFToEs ittt s,

) John Vernon, The Compleat Compting-house

FER VI-—DBIHEESHELLT, BHOEAR - TEBEbNL ¥ — % E_
(Word for Word) [EREICEEE T LE28D T3, ZLT, BLuLy—0&RHE LT,

L5 - OEFEOLGH FEE) £EL,

HROBFHE2E .

V4 —-DHMNEE<,

HFoMIfic &b L WikBR AT 5,

HAIO L 7 —0aff (HRB& 2\ 3ZHEA) wEKT 3,
HFORLWEDLEILTRTEALS, $3VRIELPHD LV L2 THICIAT 3,
BLELLTCHYOZRIEE L,

RRICHFOHIREE

HBOHBARTT 3,

e, FEFHREM»CIERLTWS,

V& —0FXH LT, fH#ic ¢pithy and concise”), # L TE&MIcE{ (“omit nothing materi-
al”) TEEERLTWVE, &/, BAMBOEYXZ2LY— (@AX) OBExHE LT, ERMLEE
(Compliments) 2 ED X S ICH L pEMEG XD L L ARG NICEERMFE L - BSOFRSEBAE S8 3
CEICBHENE, LHAELTOBDEEBET Z LI IcRNTWVE,

PIRENAcEFVL Y — i, BICHFLLLOTIRELY, EZ0oL SR, EAMicBErh -ty
BEVRAVI—THB, —RLThhriLHik, EEBSTERBOL Y —DRBEE2TNTHLLTWVWS,
2%, v¥-LLTOERX Lo (BFA, B, 8 £2MA1k>AT AXOEHOBEH LTI,

Yours of the 27" past I received, and perceive...
&, HFOL Y —DZWE, Ly —DONE WBOEM) 2HEAL TV, K,
I have ... shipp'd aboard the Simon, your 10 Bales of Cloth, amounting, ....
L, THo50RH (MRMECEE) 2WRICHEAL, BATHE, LT, BRIBEDOLHICAR
OWESEEM - /AL TV 3B,
i, EPRACEEL -{ERROEBXHIZ-VT,
HFOHH]
HR DB
Hhhi gt
HFEroDoBELEDL Y —ICF
HahBHLi-BRoLry—ics

CACESEONSRCRTRCNS

SNCRCRCEG)
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® EFORNE

@ YT 3 B BEIoAE
KE EERTAEXFEHESIFTVS, £ LT, LKL LENSERROE 7V (0.79) &7
LEWB,

I) G. L. The Amorous Galant’s Tongue Tipped with Golden Expressions:or The Art of Courtship
refined. Being the Best and Newes! Academy

AEDYA A obhdLII, AECRICECHETELVY— (57 - vy -) Bl EifohnTw
258, MEEOERICERLTES R, BEOEHICKELSEYAR (L —, 3 KoL TOBREGMAT
Wa,

AT FHEEY 2 2L 7 —OhT, BABEEO DL LT, ROBEMEFCOL TOREK
ﬁ@v&—(mﬁ&&)ﬁbéo:nu,ﬁﬁuwtéﬁﬁf$étﬁﬁu,E?*ztmﬁﬁﬁﬁuﬁm
HTx3, TEHEMZATS %,

FPBXHLIE, HEOEFRICTAZEWS Ly -0, (KEES 22F2VERE PRI,
Lo LEss TRICHBRTW S,

The goodness of your Nature, and the Readiness ..., emboldens me to give you the Trouble of
these Lines, and to desire a Kindness from you, which ...

L L, AfFcOTREHICHPLTVS, $ERFOTR () HHZTV,

The case then is briefly thus: Mr. T.B. of D in your country courts my Daughter Betty, who ...
HRTHSVAVHHERO XS ICBERMICS T TV S,
. but what I would desire of you, is to know the Circumstances of his Estates ; how much ...,
and how ..., and what...
LT, kidicowToFHRILEEREL,
If you please therefore to give your self the Trouble to enquire ..., and send me an Account
of it, ...
B, BR#ogE&EL, BATLS,
and you will therein extremely oblige, Sir,

R OEEIC LT, EE (p.64) BIRDOES D TH B, FTHET, L OZHALHAEKBIEAT

LA EEHLAIRLTVWS,
I Received yours of the 12th Instant, and ...  am proud of having an Opportunity to serve you;
which ...
wic, FEOHE HEHRED ZHSHLITLAESAT,
For I have been at D. and make my Enquiries concerning Mr. T. B. of one that has for this
many Years been acquainted with the Affairs of that Family, and ...
HEREE BT TV 5,
.. and the Account that he gives me is, That as to Legacies, ... And his Reputation in the
Countryv is ... As to his Estates,...
xSl kitoBEELERICHOWVWT, EHTEARSFHL,
What I have writ, I am very well assured of, and therefore it may be depended on;
fFBATVS,
as may also my being at all Times always ready to prove my self, Madam,

i
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Kiz, €Y1 ABMREELE LT, (ANEOH (p.86) HRENT VS, —#RICId, BEEZIH -/ &
&,
Received July the 9th, 1941 of Mr. Abraham Parkyns, the Sum of five Pounds, ...
ZOHREZHShICT S
In Acknowledgment of which Receipts of the said five Pounds, ..., [ have hereunto set my
Hands,...
ROTHaThy, X - WERICHKRIZEL, L LABTR, RERTOH (p. 87) MREATV S,
BEOZW BB o hicd 3B L TH 348, BEIc,
I say, received for the Use of my Master John Gill, By me Job Hall
&, FAORBICZUWM - EEERLTWVWS,

) William Mather, The Young Man's Companion: or Arithmetrick made easy
AE ORI,

@ IER7TIEEE (True English) O3 - X

@ HE -EYRALVY-—AOTICEY XX (ER) BFESNE

@ FEH Lo
DEREFIREADCEDLOHMDI-TEY, PTLEFEOEMEFEILEEFRIRIHLTVLE, 0
BfE LT, FEY, BHoGT, HEDWHESE (tolerable English) %2213 2 #1220 Ath 1 A (One
in Twenty) ¢S5V LHVEL, EBEOTWAEXH KK, YEBEOFEEOEE 5B HoRE R, FHILRE
THo-12EIThHB, TOLDEETIE, LEORATH 53F (Letters) (2oW\WT, FZIE, k- /IF
OFEWT, BE - THEOXA, BEHOQTHREMSL SFLLHELTVWE, oL RNEEBEORESE
BT hiT, HER, EEOVSEYDKE (True English) OFEL - BEXMTEXZLIITHD, DWVWTid
FFEDZEA (a good Master of the English Tongue) (ciih 2 &, FHIFEHEL TV S,

SHICEER, B -BREOBALLTOR/NMNBORENERIOIFLSAT, RORF v 7ELT, v
-V 2EBHOEX), EBLOKREOO I AR LEEE~E, LOHMRNIE, FhbEbXEAD
FEEOLE A ELL, YRBE—AFIOBAICENBLEFIRELTVWE, F01dHic, EFIL, LN
RTLhbbDPTWVWET (in aplain and easy Style), ABOAREZ2BE Wl xTWAE, EhicEE
i3, HAORMAKESLAPOPFTEE2LNTTED, A, BELERMOETHRE N -&ROFHEI,
LEPWMET DR CENTH- - LS5 ICBbN S,

CDEINBFEOEKDHAWVIE L AHIHEFIIMLD, AFiL, 25— EDEMD, 1TH
RFOPIRLIRBREE R, 18HHIEEAE E TP L HEIRITEA TV S U5,

iy —icBLT, FERZ BeAd:LlLy—%2EL /% (toform a tolerable Stile) 171X, AED
EFNVLY —RFEEL TGS TLTEBEETILETHELIBRLTVWS, BICEYRRICMETBL 4 —
LT, KT,

1 XIOHFKEZDEE

2 JLr—AalLy—icHd BEE

3 HERERK

4 5| B 72 o ERIR
BRE DHEDOPERLTH S, ChoDL ¥ —icHBLTVWAR &R, BRED G LANBDOEEEE
LA (MESHOAMRICEL), VHOWEEYRAL Y -—DHMTH 3,
P, SKHAFEROL S — (p.70) DEE, BELLVELDAKICA-TV S,
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I find,... that several considerable Sums of Money are due to me from you;...
ZLT Lv¥—REBACBEEETLIEKEL TV S,
I desire you to send it me by the Bearer hereof, ...
Fhicd 2EF (pp. 0-T1) b EVRZF4 7T, BIJEARRG (B20RXEZMEORMY) &
WHBRTW5,
I sent by the Bearer ... Twenty Pounds, ... ; and have taken his Receipt for it ;
LL, 22T REBOEZH AH 20T,
I desire you always for the future, when I send you Money, that you mention in the
Acquittances the Names of the Goods for which you receiv'd the Money, ...
D&z, DMABOTELHLANTWVWS, T LTZOHEZH,
...:for thro' Want of such certain Knowledge, some poor Country Tradesmen have found
great Loss ...
B#ic, HTEDZFELLVEICBHEVL TS,
Pray take it not ill that thus write for ...
wIZ, P L— ALy —Icktd 3RS (pp. 71-72) OBEE, BHETL - OFfHickh, T LTHRELT
Wa,
I received yours, and for Answer say I am very sorry to hear that the Goods have not answer’d
your Expectation ;
FLT, 207 L— Al LT, BUISMEERL:C & (REGROXMD) 2L, L, BEIC, EAD
RELLTOBEDERLLIZESHL, BA TV,
... and as his faithful Servant [ have herein done my utmost to give you Satisfaction, who am,
F7-, L& —lcftH L 7-%i% (Superscriptions) O (pp. 80—81) L ST L # —E & L (Beginning)
of] (p. 81 &, HHRKOLDLEILTH %,

3 F&0

ARRTHO FF3o0v =2 7N, FIRTEO L ce=a7V G5 OFEERIDY, 17 i
o 18HEE - oiich i, BEVREERE L (TRER),

SRRV ERIE, BANLFHEADLOPTVESKEL EVHIFEDOTE, HIVIREE~NOEEIC
Y350 TH A5, HAE, ¥—/ ~ (John Vernon) ¥, V¥ —DFEXHICOWT, FuaE2&EL THMN
T 2YOEOTENEERICEZ BT, S0P T EHLTVS, £/ G.L &, YRFOWEOLHO

1
1) The Compleat Compting-house * * o
1678 1722
) The Amorous Galant’s Tongue with 2 * ven
Golden Expressions 162? 1741
M) The Young Man's Companion * * eee
1681 1761
! 1 | L ! | | | | |
1670 '80 '90 1700 ‘10 ‘20 ‘30 40 50 60
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% & (secretarial handbooks) It A BEHFEFICE VW LA HDBEBLTEY, B IERO-HOD
LI =RICELEEZOTF, EVRABGEDOL & — 5 FIKHERXER K ico LT OMBAEN - BALTWL
%o ¥H¥— (William Mather) $FL L5, THDSTCIRBELVEE STV S (BAELED) EE0D
B ) NOR S EMRL, FEDOA 0 E 0 REF (Letters) A SEEF 2 HA 4 2EM1Ic 3408 L
TV, COXHIREFEEZELDR, BEROERONMRELLZFHEORKEFTMEBLASAT, HOOL~L
KEDEEABTEIZT WO ANLY, HAEbELDLIZDTH S,
AERNCHE, EOR=2TFTAbRROODERFERZETVY, LI —OBEHEERIDIC, Li—48
SEY I EOMERERBL TV, PR, N~/ v, [(BEABHATYE) FADL $ -2 —E—E
ERCEZIBLEIV] &, Fhvd—3, [(FED) EFVL Y —2BMNCHA, £ L TERE] BiEH
L] &, #hEFhERLTV S,
BANLSESLIcoVTE, [MFic, T LUTEANICE ], MRERIRHLC L LD bEY 2 RicH
BRLABEREEESLEV] &=/ vR3EREHL, 7L 9 — B MoE) 2E8Rich~Tuv
Bo vH—13, BELIOVTOREKWLER G BLTWEWY, EF0Ly—%2Ehid, Mg
EREHOAB CLDHLLTH S, BIAIE, FHOHFRESVIRZOES, 7 L—4aLy— ot 35
B E, AHFEOHOHBMEL->TWVS,
IHhicf LT, GLOEFNVLY—id, BETRPPUESEE @W RN 3, chid, BHFO
HRICHEOE2EBLVLEVIRED S, BIJEACHHICANLE WS LEL SN B, 172l (ki
FH) A% L, MRCEEHONTV S, flAE, FHROMBIIOVTHSETIEL WA,
[ would therefore beg that ... to enquire into the Price of Sugars, ... the Price of Raisins and
Currans ...

1S EREHIBEREE ST, 1, HHEOXMNEHI>WVWTH,
... there is published every Week by one Mr. Whiston, ... a Paper call'd, The Merchant’s
Remembrancer, which ...

L, BlaficEziLLTwa,

PEn&Siic, FRTHNY iz =270id, TORBRODVTOWRFIPESHL VS D134
Rohig, bbb od, T B#F) Ow=a 788, 17HEEEEDS 18 HCHH, H2 0 id¥
REXT, K50, 0ELDRVEGFHENMITI TE-OREELOD), Fhid, 3 ADEEH, BEOR
HERE ) L, BHo0lENREPREAETAERL, BHOOHETADP DT LBV LMD ES
ORELHAE LTHIF SN 3B,

&

(1) AR [EEEEXOBELHERG) 17 HHEBBOEIL 5y — =2 T VitV T—] RN AE)AEEEEOm B 1 =
(1997. 7

(2) Jean Robertson, The Art of Letler Writing, University Press of Liverpool, 1942, p.57

(3) Ihid., p.58. J. Robertson (3, DX HiITdh~<TWVW5S,
“..., but G. L. was evidently aware of the growing demand for more useful and business-like secretarial handbooks, ..."

) 17T HEREDE N L - =2 TN 58) O3B, The Young Secretary’s Guide or A Speedy Help to Learning (1687-1764) i3~
AbET— LMot fho 482, Eiric#d -/ (ME L pp. 220221,



