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CHAPTER I
IRTRODUCTION

Statement of the Problem
The problem involved in this study is to try to
determine the snawers to three questions: |
1. By what standards way applilcecation letters for

tescehing vpositions be judsed

2+ How well does the average teachsr meet these
standards in his own application letliers?
Se ¥hat chanses should teachsers make in their appli-

cation letters to malke them stronger?

Nesd for a Bolution of the FProblem

Of all the letters a letter wrlter may
write, the few letters of application that he
uses wlll probebly be of the greatest lmpor-
tence to him. As o matter of fact, they may
constitute turning points in his life and may,
if they are well enough written, help him to
get into the kind of work for which he is best
fitted and in which he can meet the harsh come
petition thet charscterizes the generstion.

Just for the sake of thess few letters, probebly
not sbove half a dozen at the most, it will pay
the reader to study carefully the conditions
under which letters of application are wrlitten:
the conditions they are likely to face when they
go out to represent thelr writers; and the fac-
tors that_will help them to sell thelr writer's
services.

fode

1Lawr@nce Campoell Lockley, Frine

“ nleas of EiTective
Letter Uritine, pe. 217.




In spite of the fact that the average individual
writes so few application letters, "not above half a
dozen at the most,” this helf & dozen multiplied by the
thousands who each vear seek emplayment means that each
employer faces a formidable number of application let-
ters. Yet, despite the obvious lwportance df the appli-
catlon letter to 1ts writer, and repgsrdless of this com-
petition of overwhelming numbers, “the average letter
of spplication 1s of very poor guality and oifers little
competition to a welle-written letter that sctually pre-
sents its writer's qualifications with o sales appeal."®

While the statements quoted spparently have in
mind almost exclusively applications for business em-
ployment, teachers likewlse write applications of poor
quality.5 But whlle nearly every book on business cor-
respondence has at least one chapbter devoted to lettefs
applying for jobe varying from that of office boy to
general manager, references dealing specifically with
lsetters epplying for tesching vositlons are so few as
to be practically non-existent, pointedly indiceting a
need for research in thls fisld. This nesd is further

ewphasized by the feet that so many of the spplication

“Ibid., p. 218.

4. Gloor, "Gems from the Application File," Amer-

ican School Bosard Journal, LAXVIII (June, 1929), 486,




letters examined in this study revesled mejor foultsg in

content or mechanical structure.

Sources of Dats

Data uged in thig thesis were obialned from three
sources: (1) documentary references: 1. g., books and
magazine articles; (2) a questionnaire form sent to one
mndred collese and university presidents (See Appendix
II for copy.); and (3) sixty-five application letters,
from twenty-three states, obtained from the files in
the office of the president of Horth Texas State Tesach=

ers College.

Method of Procedure
Steps in the method of procedure corresponded to
the sources of deta. First, books dealling with busi-
neas correspondence in the North Texasg States Teachers
College library were checked; those published within
the last twenty years and which conteined references to
application letters were selected for further study.

Then, the Headers' Gulde to Feriodical Literature and

the Zducstlonal Index for the last ten years wers

checked for reference leads to the subjects “Applica-
tions for Positions," "Business Letters," "Letter Writ-
ing," and "Employment.”
Kext, the guestionnaire was sent to the collége and

univerality vresidents. The mailing list was compiled




from Part I1I of the Hducablonal Directory for 1833. A

copy of the form was sent to the state university end to
at least one other college or university in each state.
Sixty~five of the forms were returned. The results,
discussed in Chapter IV, were tabulated and Interpreted.
Finally, the letters applying for college teaching
positions were analyzed, using the analysis sheet in
Appendix III., This shest was developed from the char-
acteristics of a pood teacher's appllicatlon, as set up
in the first two steps. The results were tebulabted to
determine the major faults revealed in the letlters.
From the data from sll sources, conclusions were
drawn as to the characteristics of a good application
for a tesching position; end recommendations were made
as to how teachsrs can irprove thelr spplication letters.
The writer reslizes that the gquestionnalre method
has 1ts limitatlions for obtaining relliable data; there-
fore, in this study, it was used chlefly to obtaln fur-
ther proof of polnts developed from documsntary sources,
Heithepr ls the letter-analysis intended as 2 source of
factuel material, since it was necessarlly strongly sube-
jective in vlewpoint; rather, it is used merely to throw
additional 1light on principles previously developed from

more rellasble sources.




JOSENTIAL QUALITIRS OF ALL BUSINKSS LETTEES

The C-Gualities

Before one can understand the reguirements for a
successful application letter, he must have as & back-
ground s knowledge of the essential gualities of busl-
ness letters in general. These esgsentials are often
sunmarized in what are known as the "C-wualitigs.®
Authorities differ as to just how many "C's® are neces-
sary for an effsective letter. A. C. Babenroth énd Peter

Te Ward 1llst seven: gongiderstion, construction, com~

pactness, correctness, character, concretensss, snd

cheerfulnagg.l Robert Ray Aurner likewlse names seven,

but his 1list conslgts of gompletensss, courtesv, con-

8lderetion, g¢learness, conelseness, concreteness, and

correctnegss.© George B. Hotchklss snd Edward J. Kilauff

are content with five: clearness, conciseness, correct-

ness, courtesy, and character.> This study will use a

composite 1ist of elght: congideration, completeness,

1Epd@rﬁ.Busineas Bnpglish, revised, p. 21.

zﬁffactivg Business Correspondence, second editlon,
abridged, p. 25,

Spdvenced Business Corregpondence, third edition
revised, Pe 20




courtesy, clesrness, concisensss, concrebenssg, charac-

ter, and correctness. A check will show that the only

items appearing on the threes lists gquoted and not on

the writer's 1list ere econsbtruction, compactness, snd

cheerfulness. In reality, the composite 1list covers

all of the sssentisls. Construction is merely a matier

of embodying in the letter the principles of good com-
position, such as unity, coherence, and emphaslis; clesar,
correct diction; and correct grammatlieal stiructure.

Compactuess is covered by conclseness; and chesrfulness

and gourtesy ere almost synonymous, for letter-writing
pUrpOsed.

Conaslderation.--The foundation of = succeszful letw

‘ter is its sdapbtation to the purpose for which 1t 1s
written and to the readsr who will receive Its Theree
fore, Lelfore one even Deging to write a business lebter,
he should carefully analyze the prospective resder and
then plan the lstter in accordance with this snalyels.
Both the idess and the languege of the message must be
adapted %o the resder; 1f results are to be obtained,
he letter mmst contain the ideas best calculsated to
nake the deslred impression on the resder, szpresgsed in
the words most suited to that garticﬁlar pErsons 1O
thess two requlrements might be added adaptation in
structure; for exampls, whille a sales letter to a pur=-

chasing agent mlght be written in a radicel, unconven-




tional style to atiract attentlion, a letter to s banker
would certalnly be more conservative in both style and
lsyout.4

One of the most potent factors in reader-consaid-
eration 1s tle "you® attitude from the point of view
of the writer. Visuslizing the reader will help the
writer to obtain this attitude,

According to s publication issued by
Thowmag A, Edlson, Inc., Hobert Ruxton, the
well-known business wrilter of Philadelphis,

says that when he starts out to write letters,

his filrst step i1s to asscertaln as nearly as he
can, from the attributes surrcunding the sub-
ject--price, quality, etc.-~the type of man or
woman 1t would appeal to most; he tims gets &
compoaite person. He is no longer talking to
thoucsands of people, bubt to some one repre-
sentative of those thousands.:

Before one can hope thus to visuallze the reader,
he muast £ind out as much as possible sbout him. Find
out something ebout your reader's occupsation, hls needs,
hils personality, hls hobbles, his dislikes; then apply
practical nsychology to fit the letter to this individ-
ualized reader,®

it is hard to write e letter with the "you" atti-
tude if the writer talks only about himself snd his

interests., It is very difficult to begin nearly every

4Hotenkiss and Kilduff, op. clt., pp. 8-15.

7 # .3 1
“S. Roland Hell, The Eandbook of Buginess Corre-
- spondence, De. 9D ‘

SBabenroth and Ward, op. cit., op. 2425,




gentence with "I or "We™ and =411l maintailn a reader-
abtbitude. Too often, such eonstructlon indicates that
the writer is thinking primarily in bterms of his own
point of view.?

1t 1s important to remember, howsever, that the
Yyou™ attitude is more than just a substitution of
Tyou" or "your" for "we® or "I" in the letter. The
true spirit behind the letter rmust e & sincere desire
on the part of the writer to serve the reader, to meet
his needs and his interests.B

Completeness.~~After the business-letbter writer 1s

sure he 1ls thinking in terms of his reader pather than
in terms of bls own selfish interests, he must next be
sure that his letter will carry a complete message. It
hasg been ¢stlnated that of the forty million letters
meiled each day In the United 3tsbtes, fully five per
cent, or two million lebtters daily, are letters that
the writers should not have been obliged to write.
Theae naedlﬁéa letters result from a letter-writing job
done incompletely at the first attempt.®

In order to be sure that his letter is compleate,

the writer should make careful preliminary nlans, such

7Hénry A. Burd end Gharles J. Miller, Business
Letters, Thelr Prepsration and Use, p. B

81%‘0’&‘:011%‘:;155 and Ellduff, Oop. cit., oo, 16-17.

“Hall, ope eits, p. 919.




as making notations of important facts and assewbling
all necessary data, After the lebter 1s finished, he
should echeck to sse that he has inecluded &ll the in-
formation needed and that he has included any enclosures
mentioned in the letter,
| Courtesy.--Like the "you" attitude, courtesy in a
letter results from ean attitude of mind rather than
from the superficlel use of words. Although such sim~
ple words as "please" and "thank you," if used sincerely,
never become wearisome, to be effective they rust be
merely the cutward expression of a truly generous atti-
tude toward the reader,l1l0

Dlscourtesy In business letters 1s rasrely inten-
tional; 1t usually results from "carelessness, cellous-
ness to the feslings of others, inexperisuce, stupidity,
anger, or any one of a number of other reasons."ll Fop
this reason, one should be very careful not to write a
letter of any sort while under extrewe provocation. Be-
cause certaln words consciously or unconsciously offend
certain people, writers should cultivete a sensitivity
to the limplications and connotations of words. For the
same remson, the writer should be careful to svoid s

sarcegbic or ironie tons in his letters; sarcesm ie

10Babenroth ana Ward, op. cit., pp. 144-145,

L=ty

 liotehkiss and Kilauff, op. cit., p. 33
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clogely assoclated with conbempt and iwplies that the
reader 18 inferior %o the writer, Neesdless to 88y,
tactlessness and bluntness should be avoilded in a letter
1f tue writer would not arouse regentment and oprosition
in the reader.i®
Avoldance of the foregolng errors will prevent dig-
courtesy; yet 1t is possible for a letier to be nob dis-
courteous and yet not possess bthe positive value of
courtesy. It may be merely noutral, whieh is not enough |
to make the letter effective.

To secure in one's letters the positive,
businesga-bullding type of courtesy, 1t 1s neceg-
sary to go beyond the neutral state and to ine
Ject into the letters ths spirit of civility,
cheerfulness, and goodwill that ia so gratify-
ing to the reader snd that mskes such & favore
abie lmprzzsion on his emotions. + . » it is an
accepted axiom of good business to do graclously
and cheserfully the things that have to be done.
This is one of the ways by which the valuable
assel of businesa, goodwlll, 1s bullt up. It
takes little if any more effort to write a
courteous letter then to write e neubral one,
and the results are much bettep,t

Clearness.--In addition to having a complets and
courteous message in his letter, the writer must be
sure that the message ig elear to & reader with aven
the slowest comprehension., Aurner mekes the following
statement regarding clearness:

I writing in general Lord Chesterfield ob-

serves, "Every paragrach should be so clear and
unambigious thet the dullest fellow in the worla

12mid., br. 54-36. 131hid., po. 33-34,
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will not be able to misstats it, nor bs leiﬂed
to read 1t twice in order to unaer&tﬁnd ite

This truth spplies with double force to business letters.
Clear writing comes only from eclesy thinking and
careful pilamning. Thers are five elements involved in
obteining clearness: the use of simple words; the avoldw
ence of long paragrsphe; the svoidance of long, involved
sentencess correct sentencs structures; and correct punce
tuation,+
"S8imple words" does not necessarily mean that the
writer asbould limlt hie vocabulary to words of one or
two syllables. R&ther, it means that he should use in
nis letters the kind of words he would use if he were
actually balking to the reader. In the not-so~distant
past, 1t was thought necessary to employ only formal,
stilted phraseology 1n business letters, a practice
that of'ten led to results as ridiculous as the followe
ing 1llustration:t
One correspondent . . . was asked to say
grace abt a gnall femily dinner. For a moment
he wes floored. Then he Tthought to himself,
“Why can't I just imagine I am dlctating =
letter; after all, it amounts to sbout the same
thiﬁw.ﬂ So he said:
Dear Lord: We thank thee for all
thy favora of recent dats. Permit us
Lo express our heertfelt gratibude.

We trust we may continue ta merit vour
confidence. Assuring you of our prompt

Haurner r, Op. cit., p. 228,

1SHotehkise end Kilduff, op. eit., pr. 24-28.
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attention to any requests you nay care
to meke, and trusting thet our sbove
mentioned smicable relations may conw
tinue, we beg to advise that we thank
you in advance for your anticipated
favors. Amen.

The use of such hackneyed, stereoctyped EXPIregw
sions is one of the hilgh erimes of letter-writing.,
Aside from the fact tiat they obscure the meggage of
the letter, there are three other good reasons why
they should be avoided:

l. It 1g 1ittle short of an insult to your
reader's intelligence te include sueh phrases in
today's letters.

2, The use of such expressions deadens one's
thinking egquipment, encourages intellectusl in-
dolence, snd strangles indlvidual axpansion.
Anyone can use theses "has-been's,” but the pro-
gresslve man, the crestive man, will employ
20th Century diction, and aay the old things &

] New way.

3« Thoge expressions srs costly Decause
they consume the dictator's time; the stenog-
rapher's or transcriber's time; the reader's
Time. And they have been kmown to esll far the
use of extrs stationery.-

Coﬂﬁiseness.~~6hvimusly, avolding such stilted

langusge will ald in obtalning the fifth "GP of letter~
writing, conciseness, or compaciness. The sffective
business letter covers its subject completely in the
fewest possible words. However, care should be taken

not to eonfuse conciseness with brevity., UCompleteness

16Lackl@y, Op. glt., p. 35,

17charies Bdgar Buek, The Buginess Letter-ipiter's
¥anusl, revised, p. 15.
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should never be sacrificed rmerely to save a few words .18
Do not « « « allow the lebter to become curt.
Avoild the telsgraphlic omisslon of pronosuns,
articles, or other qualifyin§ words necessary
for grammatleal correctness.
Hemerber that a brief letter often leaves outb
necesgsary words, while a gonclge letter leaves
out unnecegsary words, but includes everything
essential for clearness snd courtesy.<
Such conclseness is best obtained by carefully thinking
out the entire letter, plenmning the paragraphs, and then
approaching the centrsl thought directly.gl

Concretensegs.--In addition to using only the neces-

sary words, & business letter éhould possess the vire
tue of the gxact words. BDe specific. Instead of saying
that you have a high~school eduecation, give the name of
the high school, the date you gradusted, and the nature
of your higheschool courses. Contrast the following

expreasions for effectivencss:

Abstract and General Conerete and Vivid
A quick shave. A 78~gecond shave,
This soap glves Multiplies itself

generous lather. in lsther 280 times.
This sirplane The Hagle seaplanse

is the fastest in holds the world's speed

the world, record of 440 miless an

hour, %

18Hotenkiss and K1lduff, op. cit., ppe 30-3l.

195onn C. KcCloskey, Handbook of Business Corre-

spondence, . 13H8.
20Buck, op. cit., p. 68. Rlrpid,

——————

G t«., p. 24‘-5.

ke

Z2hurner, oOp.
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As alds 1In obtaining skill in vivid, conerete
word usage, observe the following requirements:

l. See details. See them clearly. See
them vividly.

2o Explain the asbstract in concrete terms.

3s Clarlify your thought by use of simple
figures of speech.

4, laoke the cormonplace unusual by saying
the old thing in & new wavy.

Ds Appeal to the senses. Bread, for ex-
ample, 1s sold not by price and welght, but
through nose and 6yes.<d

Character.--A letter may be written with the “you"
attitude, be complete, courteous, clear, conclse, and
concrete, and still be completsely dull and uninterest-
ing so far as its general resder-appeal ig concerned.
It lecks thet eluslve quality called gharacter, or per-
sonallty. How obtain 1t? By seeing the letter as your
versonal representative, and writing it so that it is
a reflection of your immermost self. If vour own per-
sonallity is colerless and unimpressive, your task 1s
dlfficult; but sven though your personslity is vivid
and seintilleting, it may be completely obscured by a
dull, artificlal letter. You will best succeed when you

Write simply, sincerelﬁ,”clearly, and correctly.

. - »* * L L3 » > [ 2 L d * * - * - » - * . - L J - * »

show confldence, enthusiasm, and cordialiiy.
liake the letter optimlstiec, but courtecus and
dignified. Forget yoursslf snd eoncentrate
upon bensfiting the resdev. +« +

* = & * - - ] L) L » - y & # » » L - - L ]

- * *
Instead of conying or Imitating another writer,
see the problem in your own perachal, original
WAY o« » =

23Babenroth and Ward, op. Cite, Do 135,




15

* » L] - L * . * - - * » » » * » * * E ] & ® * L d *
Stereotyped language, pose, and affectation
stifle character., Character excludes egotlam
and exaggeration. It never sllows bad humor
to creep into the letter, never uses mere smart-
ness or merse cleverness, and is never gullty of
misplaced humor., Character doegs not 1lmply an

. € =
eccenbric or artificilal style.<4

Correctness.--Faulty or extremely radleal make-up,

elementary errors in grammar or punctuation, or mis-
apelled words in a letter may create a negative lupres-
sion that can be fatal, desplte the observance of all of
the other egsentlals of letter-writing. As a matter of
fact, it is guestionable 1f s letter notlceably incorw
rect in these detalls can observe the other essentisl
otg, n2r

By mechanicel maeke-up is meant all those details
that entsr into the phyvsical appearance of the letter:
the type of paper used, the lstterhesd, the plecement
of the letter on the pags, etc.<% A detalled discus-
sion of correct make-up is gziven in a succeeding secgtion,

Faulty gremmer or punctuation not only creates a
negatlve attitude on the part of the rsader, but, sas
stated in the discussion of clesrness, may cause the
reader to milsunderstand the message. WHisspelled words,

always irritsting to an eduecated person, may also lead

£ il s
“4ycCloskey, op. cit., Dp. 146-148,
“0gabenroth and Ward, op. Cibe, ppe 67-69.

“CHotchkise and Kilduff, ope. cite., p. 32




to costly inaccuracies,.<’
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Bven more important then correctness in make-up,

gramner, punctuation, and

the information glven in & business letter.

spelling is corrvectness in

A mise

gquoted price, an incorrect size, or a wrong date can be

extremely costly in time and in money.

The C~guelities swmarized.~--Iin outline form, the

essentials of sll business letters may bDe stated thuss

1. CONSIDEBATION

2. COMPLETENESS
3« GOURTESY
4, CLEABENESS

CURCISHENESS
6. CONCRETENKSS
7« CHARACTHR

8. COHHECTHESS

{(Does the letter fit the
resder?)

{Does the letier tell =all
of the facts?®)

(Is ths spirit of the lete
ter courteous?)

(Is there no possibility
of misunderstanding?)

(Does the letter use only
necessary words?)

{Are all words exzasct and
vivid®?

(Does the letter reflect
personallty?)

{Is the letter free from
srrors in mechanlcs and
in content?

The consideration given these essential qualities

by nine outatanding suthors of bocka dealing with bvus-

iness correapondence, based on the number of pages

devoted to each quality, 1s zbown In Table 1, on the

27gabenrott. and Ward,

op. cit., p. €8,
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following nage, In some instances, an author did not
discuss all of the exact headings used in the table but
covered ths same material under other toples. For in-
atance, Hall, in his Handbook, does not have = discus«
sion of the specific heading of "Correctness"; but he
does devote an entire section to "Form, Style and Stand-
ardization.” These pages were included in the nineby-
eipht listed under correctness, since the sectlon def-
inltely deals with correctness in the mechanlcal make-
up of business letters. Oy, if an suthor devoted space
to "Personality," this was listed on the teble under
"Characters”

It is interesbing to note that, except for the
slight variation in the last two, the quallties fall In
the same order whebther ons conslders the btotal number
of pages, the medien number, or the mean number, and
that judged by these findings, correctness ls of over-

whelning importance.

The lestterwuriter's creed.--Aurner says tiat to
apply these eszentlsl quselitles ls to follow the
letter-writer's creed:

1. Say enough but no more.

2. Be pleasant, tactful, courtecus.
3s Be considerate.

4, Think your way through.

5, Save the reader's time.

6. Pe Informatlive; pglive facts.

¥ ) g o -

7 Be correct.”

2
8@- m‘, ja 248,
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The Structure of the Letter

The beglmning.~--The C-.nalities of a letter might
be likened to a reclpe; the next consideration is the
actusl mixing of the lngredients, or construction. Both
stens are necessary for o satisfactory finlshed product.

Textbooks on composition teach that the two posgie-
tions of greatest emphasls asre at the beglnning snd the
end of a composition.29, 30, 31 It follows, then, that
the first sentence of a business letter is of the utmost
importance. 9 In fact, this beginnlng sentence, or
"eontact," 1s to the letter as the hesdline is to a news
story. If has four main functions:

1. The first sentence shows courtesy andg, if
appropriate, sxpressss sctlon in favor of
the reader.
2. It indicates the subject of the present
letter,
3« I such veference is necessary for clear-

ness, it refers briefly to the subject of
the wrecedihﬂ letter,

ey

4., 1t refors, 1n s subordinated position, to
the date of the preceding letbter. . . .o0

If the flrst sentence i1s to nerform these functions,

the wrlter should be wary of the following pitfsalls:

29111 1an I, Tenner, Corposition and Ehetorle,
}:’]p '?a'

SOkaymond Woodbury Fence, College Composition,

3lyilliem G. Hoffman and Ray Davis, ¥rite and Spesk
Better, p. 23.

S2Virginia Young, You'll Like to Write Letters,
Do 3w

38gurner, ov. clt., p. 266,




1. Avold beginring with "We, ™

Ze Avold beatirﬁ about the bushe « o s
Degin to tell your story promptlye

3. Avold negative openings.

4, Never begin with partlciplal expres-
sions,

Five ways that may be effsctively employved to be-
gin s letter are Lhwege:

1. The subject of the letler

“s The you attitude

3. & pertinent question

4. & definlite, to~the-point statemsnt
5. A courtecus request or command,®

The following are examples of letter-openings that

carry out these principles:

The pallad of Judpe Boy Besn, sbout which you
inquire, 1s published by G. Thurman and Company,
514 ¥ilk Street, Boston,
» » L4 - * - - - * » - » - - » » * * - » L ] . *
Because I really want to lsarn L@ insurance huge-
inegs from ithe mrouﬂd up, I'd like to start in
ag your office assigtant, mix my thorough high-
school training with careful work and ing senulity,
and try hard, frankly, to make myaeif indispen=
gable to you.
-* - L3 + * * - » L »* L . . -» L 4 L - [ 2 L L 4 » »*
ﬁow are you and the stenographers 1ibing tmose
Repgal Holseless tynew Mters you were trying out
witen 1 was up there last Octobert
- L] - - L] * » » » ] » & L] - L] ® L] » L L - . » -

Sylvester Henderson, who hands you this lebtter,

is a regular GTGF% of mine whom I want you to
ghalke hands with

Of almost equal Importance with the first sentence
of & letter 1ls the opening paragraph. As a rule, it

shounld be short asnd to the point, so that the readsr

-

A . .
"}ég'{lck, %. Cit., Widae G ’Jﬁlbida, e o

6w1111em Paxton Boyd, Some Fundsmentals of Good

Letter Writing, pp. 33, 109, 30, 40.
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will not have to wade through a mass of words before
discovering what tls letter 1s about, It must attract
the reader's eye and, by stating the gist of the letter,
invite him to read [urther into the msin body of the
letter.S7
Generallr speaking, this practice of short para-
graphs, made up of short, to-the-point sentences, should
be followed throughout the letiter in developing the core-
thought stated in the filrst paragraph. ¥Fot only do
short sentences and short paragraphs make the thought
easler to follow; the exbtrsa white space resulting from
the shorter parsgraphs mekes the letter more pleasing
to the eye.3B
In a business letter, as in any other composition,
the principles of unity, coherence, and emphasis should
be followed,
The principle of unity may be defined as
the law that prescribes that a plece of writing
ghiall pregent only one main idea, proposition,
or purpose., It is a principle of selection in
that in agreement with it the writer consclously
and deliverately selects both the main ides,
proposition, or purpose he plans to develop and
the particulars « « « that will make up and
complete that leading ldesa.
ihe principle of coherence is the law that
preseribes that the particulsrs selected by the
writer to compose the molin idea sinll be nro-

sented in some loglecal order; that the idea
ahall be developed In a amooth and connscted

S"Lockley, ope cilbe, Dpe 3031,

kS

“Bpabenroth and Ward, ope. clt., pp. 38-43,




fashion. It is a princlple of arrangement in
thaet in compliance wilh it the writer arranges
and presents these selected thoughts in an
order best sulted to achleving his purcose.

The principle of emphasis is the law that
prescribes tonat important ldeas should be made
to stand out. It le & princivle both of posi-
tilon and of proportion for the reason that the
eihlel methods of causing an idea to stond out
are by placing 1t in a prominent poaition and
by giving it a proportionally larze amount of
8pace, o9

Do not divide your reader's attention among many
things, or you may lose hls attentlion sltogethsr. If
you have more then one thing to discuss with him, write
another letter.40 The corethought of the lstter, or of
any one pavasgraph, may be developed in the following
WaYs s

1. With facte, dsballs, or particulsrs

2+ With reasons

3s With specific instances or with con-
crete examples

4 By narrative (tellilng the evenis of a
happening in the order of occurrence)

5. By comparison

6. By contrast.

In letters the rirst three of thiese methe-

ods are most used.4l

Cloging the letter.~-3ince the beginning snd the

end of the lebtier are the two polnts of greatest eme
phasis, it follows thet a successiul letter must have
& strong, effective closlng sentence--a "eclineher™ that

will obtain from the reader the action deslred by the

FSHotenkiss and Kilduff, gps cibs., ps 70.
40Youﬁg, ope €lt., p. 36,

élﬁurner, ovs clt., p. 259,




'
s

t
(¥

writer. Letter closes may be grouped in two general
clesses: tioss thet seek to obiain immedisbte asction on

the part of the reader, snd those that alm only to win

. . . N o
convietion, or agreement witn a certaln point of view.4“

Whatever its ourpose, the clousing sentence has Three
dutiea:

1. o round out the lether nplan

2, To bring a final focus on the actlon desired

3. T'o leave an echo of courtesy in the mind of
the readsr.%

Bffective methods of closing & lebtter include a
definite statement, & courteous request or command, oOr
a pertinent question.44 Ineffective closes to be
avoided include the following:

1« Bteresotyped closes.

Eindly sdvise us as Lo your needs.

, & X A B w % & # & 8 #* § * € 4 % ¥ & » = @
Ze FParticipial closes.

Thanking you for past favors snd Lrust-
ing I may have the plessure of serving you
againe.

» & B ® 5 B ®& & » 8 B ¥ 2 % » = & & & ¥ =
3. Discourteous commandg.

Come into our store tomorrow. It
doesn't cost vou anvihing just %o look
around.

* & % # & @ % &/ 5 8 ¥ € » W F w« €& B » 5 £ »
4. N closea.

Ve urge you to take advanitsge of this
good oifer.

" * ¥ 8 & * ¥ & ¢ 4 2 # & K » » B & & w F 8
He Vague or general closes.
Perision bath powders have a smooth

< . . . . - .
427ames He Picken, Dusiness Correspondence Hande
book, Ds 173

éééurner op. ¢lt,, . 270.
s QDo Clle,

*4Buck, op. cite, pp. 11-12.

S———




guality of finesse and are sold abt drug
stores.,
¥ & = @ B #& £ & # #F P+ 2 € K & w & # ® € # @
&, Irrelevant closss,.
Trurs for a world of pleasgure with the
NEew CAal.

. s = 8 * ® & ® & % ¥ & S B 5 B & 2 w
"

U * -

7. "Clever" or humorous closes.

' Of course we kmow when you get thls
information you will be 30 "hot and bothe
ered" that you will rush rignht over to the
Western Unilon and tell us all sbout it,

* - » * * £ ] » * E » * > -* L 4 » - » *» . 4 L ] - L

8, Closzes asking a favor.

Your reply would be o favor to us.
*® » »* * - * L * L3 - - . - - » » - - - * * &

S+ Negative clinchersa, ‘

Why give us no a3 an answer?4d

The Physical leke-Up of the Letter

General sppearance.--The importance of the first

impressions made by the general appearance of the lete '
ter cannot be overemvhasized.

The well-planned, vividly phrased letter
dessrves an attractive dress, The dreas of
the letter 1s no less lmportant than trat of
the salsesman. Like the well-dressed selesman,
the well-dressed letter has a better chance of
winning receptive attention than one that is
shabby or outlandish in appearance. The lebter
which appears in discrdered array; the letter
that looks stiff and angular; the letter that
1s freskisn or flashy, like 2 salesman with
flaring tie and gaudy clothes--all these re-
celve ettention, to be sure, but not the dew
girable attention conducive ko receptive read-
ings. Faults in the physicel make-up of the
lotter Jeopardize lis success. CLorrect appsars
ance makes for success.6

Several factors enter into thsa impression created

45&00105key, ons ¢cilte, pp. 2287-231.

40pabenroth and Ward, ope cit., p. 161.
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by the reader's first glance at s letter: the color and
quallty of stabtionsry used, the color of ink, whether

the letter 1o typed or handwritten, the stvle of let-

terhead, the placement of the lettsr on the page, the
styie of letier-layoub.

There ls s consenzus of oplnion among sauthoritiss
thet the one safe rule to follsw in regsrd to stationery
and ink for businsss letters is to use good guallty

41

white bond parer, size By by 11 lnches, printed with
blaeck ink, Hxeeptions can sometiwes be mede, especially
in sales letters, when "inobtrusive pale shades are
often used . . » with good effect."d? If a second
sheet 1s neceasary, 1t should be of the same size and
quallly as the filrst but without the printed letier~
head.48 The letterhead itself should be simple,
attractive, and distinctive, bul not blatant, Iin keep~
Ing with the character of the business and contalning
only necessary information.4® There 18 no longer any
debate but that to be most effTectlve a business letter
should be Uyped.

Proper spacing and correct nlacement of the letter
on the page can do much towsrd cresting a deslrable
impression. Yo hard-and-~fast rules can be lsid down as

to whether single~ or double-gpascing should be used,

478uck, op. cit., p. 24.
48ycCloskey, op. Clbe, pe 10, 49Ibid., p. 48.
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this belnz governed by the length of the lebter. Howe
ever, unless the letter is exbremely short, businsss
practice prefers single-spacing, both for the saving in
stetionery and for improved appearancs.ol

4 safe guide for placement is the "picture-frame"
rule. Thisg means thet the letter should be mede to as-
surie the same general shape and proportions as those of
the sgheet upon which 1t iz placad,ﬁl Generally spesak-
ing, thes bobttom frame of white space should be wider
than the top one In the ratio of 3 to 2. When a letter
is so short that the black space censes to dominate bthe

et

page, thils rule should be modlified =0 that the black
space will be at lesst a third of the white background

and the agide framss soch narrvower then the black panel

in the center,92

The atyle of layout used will determine to some
extent the »lscement of the lebter on the w»apge. Authors
disagres somewhat as to the precise definition of the
various styles commonly used; bub the terms "block,"
"modified block," and "indented" are used in this paper
to denote the forms illustrated in Appendix I. Under
foextreme forms™ are classed what some wrlters call

frure bleel, "™ in which 211 lines except the dateline

SUBuck, op. cit., p. 41.

Slpoyd, op. clte, DPs 12« 52Ibid., p. 19.




begin at the left marging "hanging indertion,™ in which
the first line of each paragraph begins at the left
margin, with each succeedling line indented five spaces;
and Qﬁher similer radical departures from commonly-uged
forms.

Utility, atiractiveness, and convention should be
the bases for determining the layout used in any par-
ticular letter. However, there seems to be a current
trerd toward the block and the modlfied block styles,
ueing the definitions given above.®® In a study made in
the School of Business Administration of The University
of Kinnesota, the percentages given in the following

teble were found, indicating this samoe trend.,>4

TABLE 2

CURRENT TREHDS IK LETTER STYLES A3 3BHOWH
BY A 3TUDY OF 55 LUTTERS '
FROK BUSINESS CORCEHNS

Letter Percentage of Letters
Style . Using This 3tyle
Semi~block ¥ & B & % = & 8 0w 87
fodlfled bloek * 5 B 2 3 4 & =& % 18
Indented S+ s & b A & 4 & 15
Full bloek a & = 8 s = 4 8 » O
Iiaﬂ‘f{; il’l}:’,’ Indentlion + « « « ¢ « » . Q .

In this study, "modified block" was defined as the

5

YCibide, Vs G

“4grnestine Donaldson, "Current Business Corre~

spondence Standards," The Journal of Business Education,




lagout in which ail lines execept the dateline, the com-
plinentary close, snd the signature begin at the left
marging “semil-block,® the same as the modifiled block
gxcept that the first line of each parsgreph is indented
five spaces; and "full block,™ the form in which all
lines except the dateline begin at the left margin.

In order for a letter to be fully effective, cer~-
taln stendards rust be observed 1n regard to the cus—
tomary "parts": the heading, the inside address, the
salutatlon, the complimentary close, gmd the signature.
Modern usags spproves either endeof-line (closed) punc-
tuatlon, using commas or periods at the ermd of each
1ine In the heading and the inside address, or open
punctuation, which uses no punchtuation st the ends of
these lines, unless a llne ends in an ebbreviation, in
which eage, of course, a perlod must always be used.
Becauge it 1s convenlent and becaunse it saves time for
the typlst, the open styls 18 growing in Favor.2d

Since the majority of business firms use printed
letterheads, only the date usuelly need be typed in the
nogition of bthe heading. ﬁlthough,sgme writers, by

centering the date, cling to the practice of waking it

a part of the letterhesad, the current tendercy is to
& 1 4

pregserve letter-balance by placing the date in bthe upper

bt)ﬁ‘ilﬁle:f, OEZ - Citi » p. 46 . 3
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rignt corner of the body vlock.98 It should always be
typed on one stralght line, without abbreviations, 87

It shonld be placed "from two to four . . . spaces
above the first lime of the inside adéress--two for
long letters, three or four for shorter ones."58 3.
though the length of ths lebtter will determine how low
'om tiie pege the datelinse ashould be, 1t should never be
less than two spaces belﬂw‘ﬁhe last line of the printed
lebternend. @

The inslde address should be the same ag the ad-
dress on the snvelope and should corrvespond exactly to
the official tltle of the company or Individual to whom
the letter ls addressed. The word "City" should never
be ugsd instsad of the full name of the town op cit‘g'.ﬁG

The nature of the letiter, and the nsrson to whom
it 1s sent, will determine the formmllty or informality
of the salutation. For very formal letters, the follow-

ing are correct: Ky dear S1r, 3ir, Ky dear Ma ﬁam, or

Madam. Desr 3ir, Desr ¥adem (for sither s marrled or

sn unmarried woman), Gentlemen, snd ¥saderes ave less
formal than the foregolng salutations, but more formal

]

than the following, which lmely persomal acquaintance

aﬁﬁﬂy(l’ Q‘Q.». Ci tc o5 Do 1 2«
1ty I -
“T3uck, op. cib., pe 28.

53§ayﬁ, OPe git., pe 12.

59ucCloskey, op. elte, pe 7.  60Ibid., pp. 11-21,




or previous correspondence: Dear kr. ihlte, By desr Mr.

dnite, Dear Mra. d@hite. The tendeucy is to use ithese

more personal forms except in extremely formsal or con-
servative letters.®l The salutation ig always followed
by a colona.

The compliméntary cléaa should sgree with the sal-
utation In its degree of formsilty or familierity. For

formal closes, to show deep or special respect, ilespect-

fully yours or Iours respecifully ls appropriate. Yours

sincerely, lost sincersly, or Cordlally yours are ex-

amples of personal and Triendly closes. alwsys correct

is Yours Lruly; the most popular eloses sre Yours very

truly and Very truly yours. The complimentary close

snould begin slightly to the right of the center of the
page and sbould never ertend beyond the right-hand margin
of the letier. The first word only is capitalized@g

When there is any doubt as to the proper salaba-
tion or complimentary close for any Qar%icﬁlar letier,
ag, for instance, a letter Lo s high government offil-
clial, any good handbook on business corresnondence wlll
have s list of the proper forms.

the most important point to rewmewber about the
signature is that it should always be legible, sensible,
and.busineaﬁ—like. Courtesy demands thsat one should

nevey sign nls letter with s pencil or a rubber stamp..

A—————r

% 1pid., op. 29-30. 62Ib1d., mp. 37-30.




Because so many persons do not write leglibly, the aip

&=
nature should he typed four apaces below the complie
mentary close and bhe penwritten signature inssrted.Bs

Summary

The effective businessg letter observes eipgnt "Cls":
consideration, completeness, courtesy, clearness, con=-
clseness, conecretenessg, character, snd correctness. As
to actunl structwre, the letter has a strong, interest~
arousing beginnlng, & loglcally-developed body, and an
action-compelling eleose. The letter is attrasctive as
to general appearance and correct end eppropriate ss to

layoul.

" -
6 ﬁ'ﬂC}fs’,, One €1 23 Do £E.
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CHAPTER III
CHARACTERISTICS OF THE CO0D APPLICATION LETTER

The FProblem of Getting a Job

At some btime or another in life, practlically every
Individusl is faced with the problem of gebting a job.
Often e falls to do so, not becsuse emnloyment is not
to be had nor because he 1is not gualified, but becsause
he does not know how to seek employment.l For there is

a definite teclhnigue for obtalning employment.

Steps in seeking employment.--First, the person

hunting a job should know how to market his serviceg=—-
how to apply the principles of salesmanship to selling
himself. Then, he must decide what he wants to get and
wist he has to sell to an emplover. HNext, he should
survey the market for his services. In a small town,
ne may almply choose the company tﬁat offers him the
best prospeets; in o large ¢iby, by inquiring among his
friends and scquainterces or by any other effective
method, he should make a 1l«t of all the concemmns to
which he will try to sell his services. Filnally, he

rust decide uron the method he will use to sell his

l¢heries J. Janeen, "Pundamentsal Princlples of
Seeking Hmplovment," The Buslness Educabion World,
XVIIL (Aoril, 1928}, 821,

32
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services, Usually he will choose one of the followings
1. By latior.
Ze By personnl sollelbstions
Ze By advertising.”
This study, of course, is prirverily concerned with

the firat pethod.

Claspes of ﬁﬁhLiG&ﬁLJﬂ‘Mﬁtt@rﬁ
Two broad classses of spplicatlon letbters eve gene
erally recognized. Solielted iare written in

answer to advertiserents, usually ﬂwa&t anda." " Inso-

letier

iicited letters are writien by the annlicant wia hopes
et thore mey be a vacsney or who wpites st the g -

gestlmn of o third perty, such sz g friend or an G- j

pioyment buréai.e

Anglyezing the Froblem

The gensral rules for writing effective business let-
ters, as dlscussed In Chepbter II, mpeoly $o sprlieation
lotterss The first step in writing an application is &
carsful snnlysis of the probleme Thiz memms (1) an
snalysisz of the position, (2) an snalyslin of the proge
pectlive enplover, and (3} an snalysis of vour own qual-

ifientions. Sueh an analysisz might be made by the

ZEauard Jﬂﬁﬂg Eilduf?, How Lo Choose and Get 8
Better dob, pr. 5074

%iﬁfimmmt}z and Ward, gvs git., Do. 471-472,
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following procedure:

Get all possible information about the em-
ployer., Analyzs his character, personallty,
and temperament so that you can adapt your letter
to him. Become femilisr with the firm's poli-
eies, orgenizstion, and methods.

Analyze thoroughly the reguirements of the
position. lead the advertisement with care;
geek information from your friernds and acqualnt-
ances and from employeses,.

Analyze your selling points. Fyom your
general cquelifications--age, education, train-
ing, expeorience, character, personality--and
specisl qualifications, select those particular
points which foeus directly upon the vosition
for which vou sre spplying.

Present /these gualifications in the light
of thelr sercice to an employer and of their
abllity to satiefy the regulrements of the
pogitlon. Make these selling polnts persusde
the employer that you are the man he wants.

¥ake a list of good references.%

The Objectives of the Application Letter
The applicatlon letter has the following points
28 1ts maln objectives:

1« An spnlication for the position.

2« A 1llst of the regulrements of the position.

Se A statement of the qualifications of the
applicant.

4. A statement of experience and training exactly
snd in detsil.

5. A list of references.

6. A request_for slther an interview or the
position.®

The Applicatlon«Letter Formula

When he is ready actually to wrlte his letter, the

4cCloskey, op. cit., D. 427.

[ - . . .
“Faul V. Sheehan, Better Business Letters, D. 273.




applicant should keep In mind that the application let-
ter is reslly nothins wubt = personsal ssaiesg letter, in
whieh he abtempts to sell his services rather than a
tangible physical product. The rules for writing good
sales letters wlll therefore apply to appllicecstlon let-
ters, although with varying force,d ’mha iellOW1nw is

often given as the formuls for an effectlive sales let-

1. Abttract favorasble attention.
2. Arouse desire.

Ze Instill convicibion

4, Secure sction.’

Attracting favorable attention.--a4 letter that
lacks 8 neat, attractive, correct physicel mske-up
stands very little chance of attracting favorsblie atten-
tion end avousing interest; it 1s much more likely to
end up in the wastebasket without even being read. The
first item in an attrasctive apresrance is the station~
ery. dhile the reader way nobt conaclously notice
aporopriste stationery, he is almost certain to react
unfavorably te that which 1s unsuiteblie. The paper
should always be o standard-slzed sheet, 8% by 11 inches,
of zood cuality white bond. 1t 1s bed taste to use the
statlionery of some firm or of a fraternity or e hate%

for on spplication letter.d

Spurd and Filler, op. clb., p. 466.

THotenkiss and Kilduff, op. ¢lt., p. 252.
8lieCloskey, op. clbt., D. 248,




The letter should be neatly tyned, In any acceptable
standard form, and spaced atirsctively on the vage. For
the sske of legibility, 1t 1s wise to usse both a hand-
written and a btyped signeture. Care should be taken (o
see that the svelling, grarmar, snd punctuation are cor-
rect in every detell. IKarginal headings, such as Edu-

catlon, Experience, Heferenceg, may e used; Or & S&pe

arate date sheet may be used to gilve factual deballs of
the spplicant's education, experience, and personal
hiﬁtory.g

another potent factor in arousing interest ls the
opening paragraph of the letter. As in othsr business
lstters, a short opening paragraph ls usually more

effective than & long one. Come to the volnt al once.

AFPLY FOR THE POSITION, in a direct snd speciflce state~

ment, at or near the beginning of the letter. Usually

B

the onening parsgraph wlll also contein some specific

reference to the source of informetion or to the resw

son leading to the ap@licationQLQ 3ueh trite and over~
worked openings as the following should be avolded:

Iin answer to vour advertisement + . .
I saw your ad in today's Iribune and wish
to 20ply « « .
Having heard that you are Iin nesd of 8 .+ » A1

9Ibid.

ppurice H. Yeseen, VWrite Bebtter Business Lebiers,
?3- 216.

1lBuck, op. cit., p. 146,
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Applicants gometimes feel that, in order %o abtract
attention to their letter, they sho:ld use an extrems
style of make-up or a radical departurs from the con=
ventional presentations of facts. Unce again, the
person bo whom the letber iz sent, and the type of
position for which the aspplication 1s written, should
guide the writer. Dut while 1t s True that one should
avoi@ the trite or the stereotyped, 1t isvgenarally
safer to lean toward conservatism more than toward the
more redical forms of applicastlions. Hake your 1et€er
clever, but not bizarre.l®

Crestine desire.--The second step in the applica-

tion-letter forrmla is to create in the empluyér a de=
gire to use the services of the applicsnt. This is

done by "a specific description of the applicant's
qualifications--sge, education, experience, and personsal
charncteristics,"13 After ouvtlining the qualificatlons
required to fill the position, the applicant should
check his own qualifications against this list. He
should then determine the central selling vpolnt in his
gualificatlons and group all other data so as to em-

phasize this outstanding qualification.l4

125idney W. Edlund, "To Get Attention, Be Differ-
ent, " The Business Hducation World, XX (April, 1940), 652.

135c0108key, Ops Cite, p. 429,

L S — it

l4gabenroth end Ward, one clt., p. 480,




When specific points are mentioned upon

which the emplover desires information, these

ghould be followed in the order in which they

occure. Additionel information may be used or

not, sccording bto the Judgment of the aeppli-

cant.1d

This presentatlion of gualifications 1s the applie
cant's opportunity to glve personslity to his letter.
He should take atoek of all of his characteristlica:
social skills, special abllities in certain academic
subjects, unusual manual dexterity, ebe. Then he can
capitalize his good points.l® In many positions, the
fact that sn spplicant is populer with the younger set,
or belongs to leading socisl ciuba, or has upusual talent
for mathematics is just as Ilmportant, or more so, than
ten years of experience in his work.

Convineineg the reader.-~The third function of a

letter of apclication, that of convineing the reader
that the anplicant is the man he needs, 18 closely re=-
lated to creating desire., In the preceding step, the
applicant has made certeln statements as to hisg qualle
ficatlions for the job; now, Ly logical ressoning and
evidence, he mwmust prove thet these statements are true,
Instead of saying, "I am & fast and accu=-
rate worker" you can say, "Rven at s dlctation

spead of 115 words a minubte and o conylng speed
of 48, 1 seldom have an erasure.” Or, "I was

15tpid., p. 481,

18uarry Walker Hepner, Finding Yourself in Your
dork, pp. 87-89.
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ususlly one of the first in the class to get my
trial balance,"

Instead of eclaiming that you have a good
personality and get on well with reople, you
can tell of honors and offices to which your
fellow students elected vou.l7?

Heferences are usually & pert of convineclng the
reader, but there 1s some debate ag to when they should
be given. DBuck has the followlng Yo say on this tople:

Arguments have been put forth both for and
againgt sendlng coples of recommendations or
giving names of those to whonm the reader may
refer for credentials~~with the first letter.
It hias been found thet mentioning references at
the interview 1s much more effective. If you
carmmot make your letter sufflclently convinecing
to effect an interview, very likely your refer-
ences +11l1l not be nesded, although this ls not
always the case,., Unusually good recommendse~
tlons sent wilth the inltisl letter of applieca-~
tion have resulted in en ., . . interview.l1l8

F. #. Boynton, employment assistsnt of the Socony-
Vacuum 011 Company, #lso belisves thst references ars
better left until the interview or for a follow-up let-
ter.i9 Certainly 1f names are llsted for references,
oniy a few strong ones, probably one each for treining,
experience, and character, should be given. Wames
should be complete and correct and should be presented

in tebuleted form. The applicant should heve the per-

1731dney W. Bdlund, "Offer a Service Instesd of
Asking for a Job," The Business Zducation World,XX
(kareh, 1940), 566,

180p, cit., p. 148.

ngoan Coyne, "if You're Looking for & Job by
Kall," The Scholsstle, XXXIL (Way 14, 19328), 7-8, 12.
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missgilon of every individusl whose name he llsts az a
reference and should state this fact in the lotter, 80

Inciting sebion.-~The final goel of any sopplica-

tion lebtter ie to causze the emplover to acts Few let~
ters result In an offer of & position; effective aprli-

cations do lead to s perasonel interview. Therefore,

be a "elincher," designed to "prepare blhe way by re-

moving obstacles and making 1t easy for the employer to
- 5

srrange ther interview,"<l

Aslk for en appolntment, at the employer's con-
venience 1f wyour schedule will permlt this,
Otherwise indlcate exactly what hours and days
it would be possible for you to calls Give your
complete mall address., For lscel purposea give
your telephone number and indicate when you can
be reached,%2

Some Gensral Suggestions

L)

The tone of tle letter.-~The applicatlon letter 1is

one in which the general tone is of the utmost impor-
tance. The writer should use a nabural, easy mods of
expreszion, avolding sll uwnnstural reserve and sober-
ness.<< He should be careful not to appear boastful or
egotistical; but at the same time, he should bear in mind

that he 1s presenting information sbout himself,

20yeseen, ops clb., pPp. 225-224,
te

e 478,

B A A

2liurd end Killer, op. gl

e e
“Ziieseen, op. clb., D. 295,

o8 o
““Shasber, op. cit., p. 290,
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and that an attempt to avoid Lhe use of "IV will
usually result in swkwardness. » « » It is not
offensive to speal frankly and honestly aboul
oneselfl when one hmns been asked to do so. It

la offensive, however, to overpraise one's abil-
ltles and to neglect to consider the reader's
Teelings, as in, "I know I am the best man for
the plece,” and, "If you want we vou will heve
to sneall up. o« o

. * » L] ] L] * * L - L3 * L 2 » » * L3 » » -* - » L] -
fne stronser and more confident the tone of the
letter without its becoming offensive, the bet~
ter the dmpression 1t will wake; and the mesker
and hurbler the tone of the letter, the poorer
the impression 1t will make, 24

The tone of the letter should of course be adapted
to the particulsr tyre of employer to whom it 1o writ-
ten. A letter to & college vresident or to the head of
an nld, conszervative banking house would be guite dif-
ferent in towe Irom s letter applyins for 2 nosltion as
a publicity agent or advertising copy writer.e5

Forestalling objections.-~An applicent can some-

times foresese and forestall certaln objectlons that
statements in his letter may ralse in the mind of the
employer. A common illustration is the statement by the
applicant that he is at present unemployed. The emplover
1s llkely to think that he was dischsrged from his lsst
posltion for some discreditasble reason; unless such

dovbt is dispelled, the emplover will probably disre-
gerd the application. The applicsnt should therefore

truthfully but bactfully tell why he is unemwnloyved.

£

<4Hotchkiss and Kilduff, op. cit., p. 206,

0Ibld., pp. 205-208.




The same nrinceiple hoids true for an aprlicant who has

# job but 1s epplying for = new one. "Fallure to glve

a zood reason for desiring bo leave his present positim

sometimes injures the gpplicant's chances." The apnli-

cant should be e¢areful, however, not to use reasons
thet will arouse = negative reaction, such sas "I do not

" or "I am unhappy in my present

receive enough salary
position, 26

The dats gheet.--"The letter of spplication should

not ordinarily be longer than one typed page."27 While
the employer may read a two-page letter (even thls 1s
doubtful}, he is rmuch wmore lilkely to consider favor-
ably o coneclse, one-vage applicatlion. If the employer
dealires full detalls concerning the apolicant, it is
physically imrossible to include all these on one page;
therefore the logical thing for the writer to do iz to
emph&éize hisg stronzest selling volnts in hils letter
snd use & sepnarste dasbs sheet for fuller details. He
mast be careful, however, thet the letter refers to the
doata sheet in such a way thet the resder will be sure
Lo read :i‘i:.z‘ﬁ5

The neme of the aspplicant zhould be placed at the

head of the data shests The dabta should be itemigsd

<8ibid., pp. 208-209,
< -~ - - .
2Tgabenroth snd Ward, Ope cit., p. 485,

“CBurd and ¥illler, ov. clb., p. 476,
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under appropriste headings, =0 orgenized that the main

divislons can be caught at 2 glsnce.29 While the elange

sificatlions wsed will wvary with individusls ard even
with each apnlication, the following are sugpestivey

Fersonzl Detsils.--Age, helght, welght, health,
sex, nationality, religion, married or sin-
gle, children, hobbles.

dducation.~--Schooles end colliges attended, with
dstes, and degrees, 1f any.
tors under whom you studied. ¥Field of spe-
cialization, Individual courses and special
work of particulsr inmportance for the nosgl-
tion you seelr.

dxperience.-~List every position ever held,
with dates, reasons for leaving, name and
adcress of employer, specific duties, sal-
ary, degree of responsibility, sdvantages
galned from previous work for the position
for wioleh you asre applying.

ualities of Hind.--4 frank estinste of the
degre: Lo whichi you have developed such
gualities as honesty, industry, loyalty,

cooperation, and inltistive.o

e

s
Ve

Useful Data Sheet Gulde
Gencral detalls--pergonal
Name - Permanent address

Aze
Blrthnlacs

Hetlonallity of parents

Present address

Height and welight
Fhysical condition
Single or married
RHeliglon

Special Field of Study
Coursea taken in srecial

Courses =zllied to spscilsl
Books read on special

field end sllied sub-
jects; megazines nree

Ce sdueation
High school
Business college fielad
Junior college
institute fielad
University
Theoreticsl trein-
ing, laborstory
training, field ferred
training
de Sxperience and practical training

Positlons held,
nam

soe

eu

Any

with dates of tenure and
or employers
clal training gained from practice

297Tbid.

o i

S01bld., p. 472




4. Affilistions, lodges, clubs

5. Heferences(by permisgsion): names, exact
addresses

Unsoliclited Letisrs

The unsolicited applleation letter differs from
the =oliecited one in the opening psragraph, the statew
N

ment of qualifications, and the adantation to the
resder, the chlef difference beins in the first two
respects. For obvicus reasons, the apnlicant cannot

efer to the fact thnt he 1s applying for an advertised
pogition. An original begimning, however, is nonethe-
less importent. Regarding his statement of gqualificge
tions, the applicant must decide what to say sbout hime
self and how he wlll say 1%, since he does nﬁt have the
definite requirements of the position to gulde him. He
should include a gereral desscription of hie training
and experience, emphasizing any points that oarticularly

rit him for the position for which he is applying.S2

In review, the application letter is a versonal
sales letter, To be effsctive, 1t should vperiomm the
following functions:

1. Attract favorable attention snd arouse interest;

BT P
Slaurner, op. cite, pe 440.

TR & £ T »
“Potehkiss and K1lGuff, op. cib., pp. 211-212,

L )




2+ Create desire for the apvlicent's servicess

%e Convinee the reader thiat the applicant can 111
the positlong

4, Induce the reader to act; nsemely, to grant the

applicant an interview.

Fo We Boynbton, in the interview preoviously mentioned,

suma up Liwe effective applicatlion letter as follows:

The indlvidual must sell his servicesg bto
the comnany.

He rust not be segotisgtical and over-sell
himaelf,

Tme lebtier must make the office want an
interview with the writer.

The lebtter must be neat and Tres Lfrom er-
rors in spelling, typing, ete.

Hever try to get Ly wilith a sob story.

Heferences may be left untll the Inter-
view or for a follow-up letter.ww

3360yne, ope cite, p. 12




ChAPTE IV

CHAHACTERISTICS UF AN Z¥Fr BCTIVE APFLICATION

FOLK A TIACHING POSITION

Just as the rules for writing sales letters. apply,
with varylng force, to appliecation letters, so the
noints discussed in the preceding cha@tér nold true, in
a meﬂeral manner, for letters applying for tesching po-

sitiona,.

Informatiom from Documenbary Source
Publicatione that speecifically discuss applicstlon
letters for teachlng vositions are anparently few. Using
the methods discussed in the first chapter, this writer
found only one book thet dealt with the problem 2t any
length. HNob wore than half a dozen magsazine articles

on the tople were found listed in the Educational Index

and the Hoaders' Guide to Feriocdical Literature for the

last ten vears.

Two kinds of gpplication lettergs.--In addition to

gsoliclited and unsolicited letters, aprllications may be
divided into two other clasgses: the letter in which all
of the date 1g given in the body of the lstter, and the

one which seyves as an Introduction for the writer, with

8ll the necessary dsta tsbuleted on a separate sheet.

48
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This latter type of letter, which is becoming increas-
ingly popular, should conbtaln the following items:

1. A vleasant, forceful, and courteous ine-
troduction.

2. A stetement of all separate enclosures.

S & willlingness bto send or heve sent ad-
ditional material.

4. An espression of a willingness to wmale
a personal aspplicetion if deairsﬁ.

Se Any necesgary Information concerning
the data shests that foilow.

6. & Drief staetement of ocutstanding altaline
ment, training, or recognition 1f the ag pl:cﬁnt
ig in & vosition to substantiste sguch claims

his type of letter has geversl sdvantages.

The introduction is left free from dige
tractling detalls. Thie form of letter affords
ths writer oproritunity for = clean cut, con-
cise, and persopal introduction.

The cornstruetion is simple as to form
and Inglishs thus the rossibility of making
errors 1z greatly reduced.

3« 1t looks neat and businesslilke and ca
be contalned on one vage,

4. It ilg easily read.

5. 1t is the best form for inexperlienced
application writers because of ites simplicity,”

ihe attitude of thne applicant.-~The mental atti-

tude of the teschsr who writes an spplication letter is
of the utmost Importance. vor one thing, be should
never fesl tiat wriling meny spplications ls unprofes-
glonal. Above all, he should avold eny hint of failure
or a "hard luck story."

While it 1s necessary that the beacher's spoplica-

lyi11iier A, Baclougell, Technioues of Teacher Self-
Plocement, v. Tl.

Ibid., Dp. T1-72. SIbid., De 65.
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tien radiate selfwcamﬁidence, 1t must also carefully
avold sny appearance of egotism. The following letter
is quoted as an ascbtual example of a "strenge mixture of
modesty and concelt, ™

Dear Sirt

Ag yet I hsve hesrd nothing from you rew-
garding my epplication for the position of
science teacher and athletiec coach.

I am sn A-1 man, have teurht sclence for =
number of years. During my stay here of two
vears L have glven the school two championship
teams- one in football and one in basketball.

ﬁhile I ask more salarv than the aversge
coach, you will easily make this up in attend-
ancs at the games.

If you have pood materlal and I don't give
you a winning tesm, I don't want & cent salary.

1 am In hopes of being pluced before May 1,
1824 and will amﬁrec%ate an eurlv reply from
you 1f you meesn business.

Respectfulliy,

In additlon to the ltems previously mentioned in
regard to obtaining the "you" attitude in a letter, the
writer of sn application for a teaching position should
bear in mind that his letter, in all likelihood, will be
read by members of the school board as well as by the
superintendent. This is especially Ltrue of smaller
schools and communities. For this reason, the c%ndidﬂte
ghould be careful not to ermphasizs church or lodge affile-
iatlons unless he knows thet théy are Tavorable ones,
Likewise, he should mention sources of inTormation

about the vacancy only casuslly, unless he definitely

45, Gloor, "Gems from the Application File," The
American School Board Journal, LXXVIII {(June, 19 29Y, 161.
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knows that these sources are friendly to the board.?

hat guestions Lo agk?--In the originial sppllecs tion,

it ig best not to inquire ebout rules of the school
board, bosard and room, salary, and the like. Also, it
18 best not to request the return of photogrevhs, pepers,
or coples of recormendabtlons untll the appllcant l1s

sure thet he will not be clected.® However, in a fol-
low-us letter, after the superinbendsnt or schiool board
has ingdicated an interest in the application, certain
guestions are advigable. %hat provisions, ii any, does
the system meke for hosplbtalizatlont What is the bonded
indebtednass of tine dlstrict, and how many and how long
warrants hes 1t 1stered? I1s there & Credit Union in
the dlstrict? Does the svstem have permanent tenure and
provisions for teacher retiremsnt? Will the board re-
lease o teascher i1f an opnortunity arises durlng the year
for = betber nosition? Is the system dominated by a
taxpavers'! organization, & newspsper, 2 p@litical me-

E.

chine, ebc.? How strong 1s the Lescher-morale? iow
liberal or conservetive 1s the board? Are the buildings
kent in zood conditlon, and arve supplies and segqulpment

’

sufficiant?v

Lechanienl details.-~The same rules of pood taste

“VacDougell, op. cit., pp. 66-67. Glbid., e 69
7TH. D. Hldridge, “Questions About the Job, " The
Clearings Hougse, XI1I (V¥ay, 1932}, B27-528.




and good sense governing such mechanical detalls as
peper, typing, layout, ste., that anply to application
letters in general also are applieable to applications
for teasching positions. While a good job of mimeow
graphiing or printing is permisgsible, even desirabls,
for such materials ap data sheets or transcrints, the
letter itsell should never be dupllcated. A new letter,
"written expressly for, and dlrectly to, the ons who
will read it," should be nrepared for each eplication
sent.&

A8 bo the letter siyle used, schoolmen are geners
ally conservatlive in thelr tastes. In a abudy made by
Frank G, Davis, hesd of the department of eduecation of
Bucknell University, six mermbers ~f a clase in student
teaehling wrote application letters, verying from those
as far as »osgible from the ordinary type to trose
closer to what one ordinerily ecxvects to find in an
application letter, The six letters, with photugrsanhs
of the senders, were printed and bound in a folder snd
sent to one lundred elighty-nine Pannsylvania superin-
tendents and nrincinals, who were ssked to renk the
letters after tue first resding. OF the one hundred
8ix replies received, thirtv-nine ranked as first a

o

conservatlve letter, written in the first person, that

Biachougall, op. git., nv. 74-75.




went directly to the point and presented facts simply

but effsctively. This lebter used s separate date
sheet. The second~ranking letter, vhile wriiten in the
third verson and not of tihe stereobyped farm, wes also
short and to the noint. %The conclusiong from the sbtudy
were ag followss

iIr this brief situdy hes sny valve, it
should warn the vrospective teascher that his
best plan lg to stick bo the well~kmown prin-
cinles of brevity, clearness, and concliseness;
furthermore, that he shouid ok try to educate
his prospective superintendent to a new type of
gorrespondence while he is trying to =sell his
services. Since, however, therse 1s such a range
of opinlon, the different Individual need not
discard his individuality. There is a suffi-
clently large group of ﬁugerinten&ants who llke
the unusual l«utav to Justify the individusl in
revealing hisg distl P*A?@ personality when
applying for e esitlsf.”

Dets Cbhitained from the usstionnsire

Percentare of returng.-~0f the ore hundred cunes-

tionnaires sent to college and unlversity nresidents,

sizxty-five were redturned. Slixteen other recipiconts
replied, elther giving thelir reasons for not returning
the guestlonnaire or promising to gend 1t later but

falling to do so, making & tobsl of 21 per cent defi-

nite replies.

¥ecronical sbtructure s lavoube--leburneg from the

Qmeot¢@nna re bore out the theory that the application

9rank 0. Davis, "Which Lebtter Gets the Job2' The
School EZxecutive, IVIL (Kay, 1938), 408, 443,
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letter should always be tyned. The first questlon was

as followst

Wileh statement beat describes your reactlon
14

to a handwritten applicatlion letter as compersd
with a tyrewritten ons?

fie You do not read it.

be You read 1t weluctantly.
cs You are irnpregssd to find someone who

A

writes his letbter rather than use the
Impersonal Synewriter.

Four persons dld not enswer this question. Of the ones
who did check it, none Tailed to read z handwrd
ters but 54 per cent read 1t reluctantly. Only 20 per
cent sare impressed by a handwrilten letter, &nd 20 per
cent of these cualified tlrelr statement by saving

that ther preferred s handwritten letber only when the
hendwriting 1s legible or superior. To 20 per cent 1%
makes no difference vhelher the lebter is typed or hande-
written. {(However, 25 per cent of these individusals
alge cuslified thise snswer with "I1f legible.") Three

J

nrersons, or B per cent, answered that they preforred a
tyned letier, One answer, or 2 percent, was tiabt the
nurpose of the letter determines whether it should be
handwritten or typed.

Three questions had Lo do with lebter style and

layout. In one, the rsader was acgked to cheeck the let-

ter style he tho

- most effaective for an apclication,
considering current trends: block, modified block, or

extreme forms, using the definitions given in the [irst




chapter of thisg study. Of the slizty-one answers recelved
to this guestion, 25 per cent nrefsrred the block styles
71 ner cent, the modified bHlock; and only 5 per cent,
the extreme forms. To 7 per cent the style made no dif-
ference.

Another guestion in this group was insplred by an
application letter which thils writer h&s, for a vacancy
in s commercial departmsni, Iin which the acplicant pre-

i

sented hils qualificationa in the form of a balance
gsheest instead of uslug the conventional data shwet, Of
the sixtyv-four snswersg to bthila guestion, 8 per cent in-
diceted thmbt such “freak" mave-urs create s lavorable
inmpression: 45 per cent thought that they detract from
the effectivenesgs of the applicatlon; while to 42 per
cent, they add nothing te the appllcation.

In the third guestion in this group, the sdminig-
trators were ssked to check whether thevr vrelerred s
letter giving all the date in the body of the leiter,

regardless of whether 1t required more then one page

Hd

or & conclse, one-page letter with a separate date sheet,
Of those answering, &8 per cent rreferred the data sheet;
9 ver cent wreferrsd that the letter ltsgelf contain all
data; 2 per cent considered the problem suvserficlial;

send 2 ner cent wrote thab clreumstonces determine tle

type of letter that should be used.

-

fgeciplents of the questionnaire were also asked to
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to eheck thsiy oninion on approprlabe salutatlions,
dabeline forms, and complimentary closes for epplica~
tion lebtters,

guestlion Number 3 was as follows:

aw, wihich salutsatlion is nmosab

From your nolnt of v 3
college president?

sultable for s letter to s

ae Dear Dre. 1+ (1f holder of a doctorste)
b. Desr Presldent H d« Dear Vr, :

¢. Dear Sir: es Ny dear Dr, __:
Of the siznty-five answers received, 5 per cent consid-
ered thel the salutation uged makes no difference.
"Dear Dr. ___ " was checksd by 17 per cent; "Dear Presi-
dent __," by 34 per cent; "Dear Sir," by 28 per cent:
"Dear Fr. ___," by 11 per cent; and "My dear Dr. ___,"
by 11 per cent. Of these, one consldered either b or ¢
sppropriaste; two praferféd a or b

In the guestion on complimenbtary closes, the readsr
wag asked to check which of the following would leave
him feellny most kindly toward the writer:

2. Very truly yours Cs Hespectfully yours
ba Bincerely vours ds Gordlally yours

Sixty-four persons snawered the guestion. Thirty-four
per cent vreferred "Very hruly yours": 38 per cent
H

hose "Sincerely youra™: 28 per cent checlted "Respect-

fully roure™: and & per cent nre rad "Cordlelly

voura.' There were optionael cholcss in bhe answers to
this question also; slx chiscked g and b3 one checked g

and ¢; one, b and ¢; two, &, b, end g¢. Six per cent
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of those answerlinge the guestlon considered any of the
complimentary closes sablisfactory; one, or 2 per C@ﬂt?
considsered the gquestlon unlmportant. Une person wrote
that he thought the age and sbatlion of the w:it%r of
the lebter in relation to the reciplent should govern
the complimentary close used, while one sald that he
did not see this part of the lebtter.

The edministrators were asked to exoress bthelr
opinion of fancy datelines, suchk as the followlng:

Pebruary
Twenby-Eighth
1840

Sixty-one answered the cuestion. Only 5 per cent ad-

mired such novel forms of expressing versonalliby; 84

per cent did nots. To 10 per cent the dateline wos un-

!A-/d

importanty one person, or 1 per cent, did not particu-
larly admire sueh formg; neither did his objeet to
them.

Three other questions hed to do with the lunorez-

it

slon wmade by the appearance of tne lefter. 1n one, the

&

reader was asked to chieck his prefersnce ags Lo type sizes

Fel

Gothie, alite, or Fica. Fifty-seven persons snaswerad
the cuestion. VI these, 2 per cent prelerrved Gobthic;
75 per cont, sllte; 18 per cent, Plecam. One person
cihecked either Gothic or Hlite. 1o 7 per cenk, the

glze of the type made no difference.

The college heads were asked to check their oplnion
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e person whose lsbtiter has the following Lynographe-

leal ervors:

e finger smud or smudgy erasures

he Strike-overs or uncorrscted @rrorﬂ.

ce Type falnt Lo the point of invizibility
d.'mchtly-made, typed corrections.

e. 4rrovs coryrected with Ink or nencil.
f« Uneven pressure in typing.

ge Twpe oult of line.

These ltems were checked under the following hesdings:

indicates Cerelessness; Sensible and Practlcal; Shows

Lack of lLestnesng.

Three persons ignoy ﬁd khe cquegtion entirely, ond

3

€

others omlitied various parts of it, Several checlked

gome parits under both IudAca, o Corelesaness and Shows

Lack of Leatnesg. Of those who answered the various

parts, 55 per conbt thought thet finger smumdges or smudgy
erasures showed csarelegcness; €0 per cent considered

1

them evidence of lack of nestness. Strike-overs or une-
correchted errors indlented carelensnoss bo 85 ner cent
and lack of neatness to 28 per ecent:; 10 ver cent cone-
gidered these ﬂeﬁgiﬁlg snd practical. Palnt type indi-

cated carelessness Lo B3 per cent, while 14 ner cent

considered thisg lack of nsatnes 13.  Typed GOﬂwec%ions

were approved as end practlcal Ly 77 per cent.

e
R

Only 7 per cent conglidered spuch corrections careless:
to 11 ver cent thoy showsd lack of neaterca,  Corrse-
tions witi: ink or pencil were sensible and practical to

11 per cent: bubt 3& per cent ciecked these ag indlealbing




carelessness, and 57 per cent as showling lack of neat-
ness. Carvelessness was Indicated to 70 per cent by un-
even pressure in typing and to 76 per cent by type out
of line. Twelve per cent considered the firat of these
items showed lack of neatness; 20 per cent thought The
same aboub type out of line. To 8 per cent, uneven
pressure was senalble and practical. Ons person con-
gidered type out of line mef@ly evigdencs of & poor
typewriter. These errors were not important to 2 per
cent of those answering this guestion; 3 per cent were
unfavorably lmpreased by all of them.

Trhe final question having to do with the physlical
appearance of the lebtter dealt with the rsletion of the
envelope to the lstter. Of the sixly persons who an-
swered the guestion, 5 per cent wrote that they did not
gge the envelope. To another § per cent, the envelope
made no difference. There were 23 per cent who consid-
ered a legal-size envelope good; to 51 per cent 1t was
acceptable; and to 17 per cent, it was bad form. A
window addrecsg was consldered good by 4 per cent, sccept-
able by 20 percent, and bad by 67 per cent. An address
not properly centered impressed no one as good, 20 psr
cent as accertable, and 67 per cent as bad, rorty per
cent checked "Ho return address” as bad; 49 per cent,
acceptable. No ore econsidered this good. & return ad-

dress on the back of the flap would be acceptable to €5
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per cent, but 24 per cent checked 1t se bad. To only
2 per cent was thils good form. A stamp upside down or
crooked was seceptable to 53 per cent, but 37 psr cent
consldersd 1t bad. An envelope of different stock from
the statlonery would be acecentsble to 16 per cent, but
77 per cent thouzht it bad. One individual added the
suggestia%.that an envelone that did not fit the ste-

tionery in size would impress him unfavorably.

Contents of the letiter.--The remaining ltems on

the cquestionnsire deslt wlth the contents and compo-
sition of the tencher's applicstion letier. «uestlons
7 and 8, respectively, assked the adminlstrators to list
the personality tralts and the professional accomplishe
ment 8 which they expected of an applicant., Guestlon 7
was answered on fifty of the sixty-five guestlonnalres
returned; uestion 8, on fift&-two.

Judging by the versonality tralts listed by these
college administrators, the qusellties of most importence
to the applicant are an attractive personal appearance,
Strcng moral character, and poise of mammer. The com-
nlete list of personallty traits is found in Table III,
on the following rage. Answers slightly different in
wording but essentislily the same in meaning were grouped
together in arriving at the number of times each trailt
was listed. For example, "vitality® was counted the

same as "energy"; "geniality," the same as "cheerfulness."
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TABLE

3

PERSONALITY TRAITS EXPECTED OF TEAGHEAS
BY 50 COLLEGE AND UNIVERSITY PRESIDENTS
IN THE ORDER OF FREUUENCY OF LISTING

s

Trait

|Tires Listed

Sense of humor
Willingness to work
Interest in work
‘Alertness
Enthusiasm

Ability to stimulate students
Conversational ability
Aggregsiveness
Simplicity

Good language
Outside interssts
Tact

Initiative

Good breeding

ven temper
Ambltion

Health

Religion

Directness
Aesgonableness
Self-confidence
Ungelfishness

Forece

HWHHPHHHHHHHHHHHHMMmmmmmmw%mapgﬁmmwmmmmq

'mmmmmmmmwmwmmwmmmﬁﬁpﬁﬁ%@@mmawmmm

Ze
‘Attractive appearance 11 22
Moral character 11 2
Polge 11 £e
Sincerity 14
Ronesty 1z
Energy 10
Congeniality 10
Intelligence 10
Rellability 10
Frankness i0
Keatness 10
Leadership
Friendliness
Good manners
3tability
Co~operation
Loyalty
Adaptablility
Tesching ebility
Cheerfulness
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The professional accomplislments expected of
teachers, as indicated by the fifty~-two colless adnmin-
istrators who answered this item on the guestionnaire

form, are summarized below in Table 4.

TABLE 4

PROFESSIONAL ACCONPLISEMENTS EXPECTED OF TEACHERS
BY 52 COLLEGE AKD UNIVERSITY PRESIDENTS

- Times
Reguirement | Listed| Listing |Listing First

Degree; academic traiﬂipg 44 B4,.6 T8.8
Hembership in profession- |

al orgenirations 17 326 0.0
Reéaarch atudies 10 1.2 G.0
Bxperlence | 10 19.2 1.9
Tesehing skill g 17.5 1.9
Seholarship 9 | 17.3 7.7
Leadership 2 39 G0
Creative work 1l 1.9 C.O
Speclalization 1 1.8 0.0
Hegults 1 1.8 0«0
Good lecturer 1 1.8 0.0
Self-improvement 1 1.9 0.0

Three adminlstrators, or 6 per cent, said that the
professional requirements depended upon the position

sougiht. Une reply, or 2 ner cent, was, "Usual require-

mentg"; another, "Best obtaineble."
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The importance of the opening sentence of a letter
of applicetion has been empheslized in the preceding
chapbter. In Question 10, btypical opening sentences
were listed; and the reader was asked to check those
that would encoursge him to read furtner into the ap-
plication. Sixty-two persons answered the guestion.
The reactions of those who checked the expressions
listed on the qguestlommalre form are given in Table 5

below,

TABLE &
PREFERENCES IN "COHTACTY IXPHESSIONS FOR TBACHERS!
APFLICATION LETTERE A3 INDICATED BY
62 CULLECE ARED UNIVERSITY PRUSIDENTS
Expression Listed Per Cent Checking

"Having heard of a2 vacancy in wour
department, « « o0 11.0

"lr. Blank, head of the X College
Flecement Buresu, hes suggested. . " 4043

“fhe Blank GO”W@Iﬂlal Agency hos no=-
tified me of o vecaney in. . ." 11.0

"iay I submlt my qualificatlions for a
position in your _____ department?" 20,0

Do you anticinate a vacancy in
thig wear?® 1844

%

"The follo dobe present my quali-
flications e £ill your vacancy
in . 19.4

e s

Three of the administrators consldered any of the
expressions effective; one thought that the circumstances

determined the one trat should be used.
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It will be reecrlled that in the preecsding chapter,
it was stated that an applicant should give his reasons
for wishing to mske a change In employment. College
administrators apparently agree. Of the sizty-four who
checked the second question or the form, which asked for
o statement on this ratter, 95 per cent preferred that
tha‘a@plicant give his reasons for changing; only 3 per
cent dld not appreciate sﬁch.a statement. Two per cent
dld not ceare whether the gpplicant gave his reasons for
change or not.

The administrabtors were asked to erpress theilr
opinion of the applicant with an impressive record and
strong references who has errors in spelling, grammar,
or punctuation In his letter of application. Of the
gixty who answered this question, 82 per cent expressed
the opinion that the poor impresszion created by such
srrors could not be overcome; 10 per cent thought that
it conld ve. Slightly more then 8 per cent thought
thet clircumstances would determine the answer to this
guestion,

Sixty-five persons answered the inquiry as to how
en applicant should treat the guestion of salary In his
first letter, unless he had been specifically asked to»
dlscuss the matter. Thelr reactions were ag follows:
75 per cent thought that salary should not be mentioned;

25 per cent belleved that tne applicant should state the
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minivum salary he wlll accept.

Two questions dealt with references and recommendas
tlongs. The guestion regarding the number of references
was answered on slxtyv-four of the forms. Only 2 per
eent thought that the number of references made no dif«
ference In the effectiveness of the aepplication; the
remaining 98 per cent preferred one or two relisble
references each for treining, experience, and character
to a long list of leading citizens as refersnces.

in the other questlon of this group, the adminls-
trabors were asked %o check thelr prefervence among the
following itemss

g. Letters of recommendation malled with ths
anplicatlion.

be HRecormendatims malled at the request of the J
applicant.

c. References listed in the letter.

Sixty~four answers were received to the gquestion.
Two per cent checked a; 23 per cent, b; and 75 per cent,
¢+ One person commenbted that he preferred recommenda-
tions from college placement buresusg; sanother, that
recammﬁndatians mailled with the letter wers useless.

In (unestlon 12, the reader was asked to indicate
A%

the weigﬁﬁagiven to the relligious belief of the applicant.
Of the éixty—five who snswered, 28 per cent preferred
that the applicant have some definite rellglous identl-

fication; to the other 72 per cenbt, religlous bellefl
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made no material difference.

In Guestion 14, the presidents were asked to indi-
cate the welght glven to the marltsl stetus of the ap-
plicant. To 54 per cent of the sixty-one persons who
responded, the marlital status of an applicant makes no
difference, so long =8 the person appears to be efficient.
A dilvorced person 1s considered unfavorably by 25 per
cent; & per cent do not consider married women; a like
rercentage prefer an unmmarried msn. For 3 per cent,
the position In question determinss the consideration
given to an applicant's marital status. One answer
was, "Frefer morried man"; snother, from a Catholic con-

vent, was, "Prerer wmarried woman.”

" Summary

From the few publicatlions dealing specifically
with appllication letters for teaching positions, one
finds that the same rules governing applications for
business positions apply also to the teacher's applica-
tion. It is especlally imporbtant that the tesclher's
letter have the "you" attitude toward both the supere
Intendent and the members of the school board. The
introductory type of letter, with a separate data shest,
is growing in fevor over the lengthy letter containing
all data in the body of the letter proper.

A summary of the results from the questionnaire

uged in this study will be found in Apnendix II,




CHAPTER V

AKX ANALYSIS OF SIXIY-PIVE LETTERS APPLYING

FOR COLLECGE TEACHING POBITIONS
Introduction

Using the analysls sheet shown in Appendix I1l1I, =a
study was made of slxty-five application letters from
the files of the office of the president of Horth Texns
Stete Teachers College.

Tnis enalysis sheet was complled by usling the out-
standing reguirementa of (1) business letters in gen-
eral, (2) epplication letters in general, and {3) teach-
ers' applications in particulsr. These requlrements
were considered under the gensral headings of con=
tents and mechenics.

Ag sﬁated in Chapter I, much of this analysis
could not escape being subjective, since the writer's
personal opinions necesszarily influenced the scoring
of such points as character, conslderation, or tone.
However, as much as possible, even such subjactive items
as these wepre checked in the light of the requirements
revealsed by the data fron documentary sources and from
the cuestionnsilre form sent to the college and univer-

sity presidents. The data on the points under "Mechanles”
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nave no such limitations, since these items are vurely

objective 1n nature.

Errors in the Ubservance of the Eight "C's"
The first question asked on the analysis sheest 1s,
"Does the letter observe the eight "Cts" of businecs
correspondence?”

Considerastion.--Only ¢ per cent of the letters

analyzed showed a careful analysis by the writer of the

position and of the reader, Examples of statements that
do show ?eader-censiéerétian and the "you" attitude are

the following:

If you have negd for an addltlonal man on your
staff in accounting or relsted flelds next year,
will wou please study my technlcal preparation,
field experience, and teaching experience in the
1ight of your needs?

Is thers likelihood of e position In my flelds of
work at your college for which I could be consid-
ared? Since my qualifications combine teaching
ablility in seversl subjects, jJournall:tic exper-
lences and training, snd knowledge of student
oroblems snd needs, my =ervices may satlely
requisites of your currlculum, -

In view of the steady increase in enrolment at
North Texaz State Tenchers College, 1f you {ind
it necessary to increase your staff In the
History Department, I should 1like to be con-~
sidered for the place.

Statements such as the rollowlng are typical of
shose showing e lack of resder-consideratlon:
If you neesd a business administration tescher

in your surmer school I would like to have the
pogition.
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I am looking for a summer school teaching po-
gsition in Business Adminlstration and Heconom=
lcs for the coming summer, and if you wiil have
sueh a posltion open, I shsll appreciate 1t
very much indeed iIf you will hand this inqulry
to the person charged with the responsibility
of sslecting the surmmer school staflf.

Comnleteness. -~-Nearly 54 per cent of the letters

were incomplete in some particuler. NMany of the ap-
plicents gave no personal data at all, One writer
stated thet he had four degress, including a Doctor
of Philoszophy, but he did not tell what Institution
granted him the doctorate. Another named the insti-
tutions at whilch he bhad taught but did not tell how
long he had taughts. Another stated that he had studled
in Paris snd in London but falled to apeclify with whom
or at wnat school he had studied. !
Clearness.~--Omissions such as those dlscussed
zbove naturally made for a lack of clearness in some
instances; in others, swkward sentence structure ne-
ceassitated resding the letter two or three times before
the meaning was completely clesr. Altogether, 37 per
cent of the letters lacked complete clearness in some
detelils. Several applicants falled to make clear
whnether they were still in school or were unemployed.
One spplicant rambled through three paragraphs (of a
duplicated letter) before finally making 1t clear that
her field of work was health and education. Another

gave as references his "former instructors and col-
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leagues,” but he failed to give any of thelr names.

Courtegy.~~-A& glance at the table summarizing this
analysis, at the end of this chapter, will show that
78 per cent of the letters lacyed,courtesyx This fig=
ure 1z based on the statement from Hotehltise and Kile
duff {See page 10, Chepter II) that mere avoldance of
digcourtesy in a business letter 1s not sufficlent.
Letters, therefore, thalt were merely neutral wsre
graded negatively on this point.

Conclsenegg.-~-31xty per cent of the letters were

not as concise as they might have been. Ferhaps the
outstanding example of this error was not in The

actual letter of spplication but in the presentation
of dats attached to one applicant's letter., Instesd of
the customary tabulated dsets sheet, he used two full
poges, single-spaced and wilth narrow margins, to pres-
sent o2 bilograshicsl gketeh and & complete list of his
publications, including periodicals, books, disserta-
tlons, snd even student theses and rerorts,

Concretensssy-~While many letters told too much,

58 per cent were not apecific enough in what thev did
tells For instarnce, "I have . . . & great dsal of
sxperience in the field of handicrafts,” instead of say-
ing exactly how many years; "I have done some work in
statistics," instead of tellling how much work-~these

illustrate vague gensralities.
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Character.--It is hard to specify any one way In
which & letier does or does not show character, or per-
sonallity: 1t is largely s matter of the way it impresses
sach individusl reeder., However, in the opinion of the
writer, 77 per cent of the letters showed little or
none of this quality. BFuch of the lack of character
resulted from too close an adherence to the stersotyped
pattern for applicatlionss Uplense consider wmy applica-
tion for « « «%3 "1 hold the B. A, end the M. A. de~-
grees. « « «"3 "I have had ten years of teaching expe-

rience « « "3 ebce

Correctnegs.--1t is rather asstonishing thaet of
sixty-five letters applying for college teachlng posli-
tions, 71 per cent should violate, in some way, the
ruleg of correct lebtber-writing. Under this general
heading were considered errors in mechanical form,
typing, diction, grammare-any departurs from any accent=-
ed stendard of form. A more detalled analysis of these

errors is given later in thls discusslion.

Other Errorz in Contents and Kechanlcs
Composition.~--The term “composition" is used here
to inelude the sssentials of unity, coherence, and
empnasis, The last-named quality wes the one most lack-
ing; 83 per cent of the letters falled to ewphasize out~

standing polnts as effsctively ag possible. In most
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caaes, this resulted from weak opening sentences or
from wealr endings. The number of letters that lschked
unity approximated those lacking coherence; 34 per cent
were lacking in unity; 37 per cent, in coherence.

The bheglinning end the end.-~As stated above, many

of the letters lecked effective opening pearagraphs and
sbrong closing senterces. UWeak openings were found in
9l per cenbt. Oubstanding examples of how not to begin

a letter of applicatlion are ths following naragranhs:

Will you please advise if there will be an
openlng for a mathematics instructor at the
Korthn Texas State Teachers College for the
coming vesr?

At thie season of the year tlers seem to be many
so=called job hunters in the Leaching profession.
Agide from this unfortunate sltuation, it ig the
tice of year in which chanpges are mede known and
vecanclies are illed by people with proper guali-
fications,

I am wrlting bo request that my name be placsd on
file for consideration in the event thet a vacan-
¢y occurs in your steff{ . . .

Qf the 75 per cent o0f the letiters with wesk cloge
ing sentences or paragranhs, O pser cent resulted from
the particlizplal type of endings, The following ls
gquoted as another Lype »f wenk close.

Ag I do not have the funds to return to the
Universlity of Chilcago this summer I would be

willing to teach for a very reduced stipend.
Shall 1 ecome for an interview?

Tong.=-i% will be remerbered that the tone of the

effective spplicatim ig forceful without being egotis-
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tical. A total of 75 per cent of the letbers in thile
study violated this nrinciple: 60 per cent were weak or
noncommlital in tone, while 185 per cent were egotistical.
#Witness the following:

With thls background of experiencs and educatlon,
I feel that I can readily interpret the work of
your school to the publle so that desirable stu-
dents may be attrscted, finenclal support nmay

be gained, and vrestige may be ralsed.

Since you are constantly looking for better
teachers and administrators for wyour school, 1
am inclosing some data concterning myself with
the hope that you will conglder me Ior anv pPo=-
sition that may develop in vour institubion
into whiech my qualificationa and tralning might
it me,

feasona for unomployment or for change.~-Data from

documentary sources and from the questlomalre indicate
that most sdministretors avorecliate & frark statement
from en apolicant as to why na iz unemployed, or, if

he 13 smployed, as to why he winbes bto make s change

However, care must be used to make thls stztement tect-
fuly the eprlicant should never hint that he ls unem-~
nloved because of his own fallure, nor should he cast
any reflection on the Instlitutlon at present emploving
him. Of the letters anslvzed, H7 ner cent gave no
reason for unemployment or for wishling to make a change;
& per cent of the applicants stated their reason for

avnlying bubt did not do it teeifvlly. If en applicant

-

tated in hisz lebtbter that he was 2t present enroll in

an educational instltution, or that he had only rec..ily
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completed work for a degree, he was counbed among
thoss who geave & tactful reason for unemployment.
Hechanical errors.--As 2 whole, the percentsge of

s

errorg in the physical make~up snd sppearsnce of the
letters wes low. Only B per cent were written on ste-
tionery other than the standard size of &% by 11 inches,
The qguality of stetionery was inappropriate in only 12
per cent, and only 8 nper cent used unsuitsble letier—
heads, In regard to this lest item, the letterhead of
g school wasg considered anproprlate for sn sprlicent
empioyed by the Institution at the time of writing the
letter. Insprropriate lebtterheads were those such as
the two with the aprlicant's photograph printed on the
stationery, or tis college lebterhead with the ap-li-
cant's name and department typed in the upper right-
hand corner.

Inly 3 per cent of the lebters weve handwritten.
However, 9 ner cent of the letters were duplicabted
{tnese letters, ilneldentally, were Judged lacking in
courtesy, regardless of thelr wording), making a total
of & per cent of the letters that were not typed. Of
the sixty-tihiree typed or cduplicated letters, 62 ner
cent contained errors in typing.

Extreme layoubt styles, such as the strict bloek,

were used In only B per cent of the letiters. Plascement

on the page was poor In 32 per cent.
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Aslde from errors in btypling, there were errors in
grarmar (largsly incorrech sentence structure) in 60
per cent of bthe letiers; in punchtuetion, in 65 per cent;
ané in spelling, in 5 per cent, Vords were incorrectly
divided in 9 per cent of the letters.

The letters analyzed followed the trend toward the
one-page letter, with a sepurate dala gheet for any
additional informatlon nesded, as only € per cent of

e

the letters were more than one page in lengthe Slightly
more than 23 ver cent of the letters had attached data
sneetSe
Surprising as 1t may seem, 69 per cent of the letw
ters contained ervors in the headling, the lnside ad-
dress, or the salutation. Abbreviatlons were common,
especially in the headlng. One inslde address read,
Office of the Fresident
Yorth Texas Teachers College
Denton, Texszs.
Another showing eltber carelegsness or ignorance on the
part of the applicant was as follows:
¥p, Y. J. HeCormell, Fresident,
Texns State Teacher's College,
North Denton, [exas.
ne spplicant using a duplicabted letter did not even
pothier to insert an inside address.
Forty-four of the lstters dild not give references.

0Of the remaining twenty-one, 48 per cent limited tie

names ussd as references to not more than three or
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four; the seme percentage geve the references in item-
lzged form. Of the letters that nemed people who could
furnish credentiels, 86 per cent did not state whether
or not permission had been obtained to use the names.
Vany of the aprlicants who did not give names for ref-
erences menbioned the faet that they could furnish
references or recommendationsg 11 the collegse president

a0 desirved.

Aunmary
Judging by the sixty-five spplications for college
nogltions that were used in this analysis, teachers'
applicationa are weskest in the following points, slnce
esch of these faulie was found in 78 per cent or more
of the letters: lack of reader-consideration; weak “con-
tact” expressions; leck of emphesls, courtesy, ané char-

acker; & wealk closing; snéd a weak or egotistlieal tone.

The complete resulis of this error-analynls are
summarized in Taeble &8, on the following nege. A copy
of the snalvsels shect used In malking the study of the
letters will be found in Anpendix IIT,

Sample copiesz of some of the letters analyzed will

e found in Appendlix IV,
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PYREE OF BEa00S FOULD IN SIKTT=FiLVE LETIERS AY PLYLRG

FOR COLLEGE TEACHING

i YHE OHLER Ok
Type of Error

Lack of reader-considsratlion

tieak "conbact! expresslon

Leack of envhasls

Laclk oi courtesy

Lack of character

weak closing

Weak or egobtisticael tone

Incorrect in some partlcular

Error in heading, Iinside
acdress, etc.

Grarmetlical sYror

Errors in punctuaiion

Fallure to give tactful
reasson for change

Not concise

Typographical errors

ot concrets

Incomplete

ot elear

Lack of colhierence

Laclk of unilty

Foor placement on page

Heferences without permission

Too wmany references

heferences not itemized

Foor guallity stationery

Incorrect word-cdivision

Longer than one page

Unsultable letterhead

Wrong slize statlionery

Bxitreme letter style

Duplicated lebter

¥isepellied words

Handwritten letter

Etbbreviatiors in body

P

s

OSITIONS, LISTED
T FREQUELNCY

vercentage of Frequency

90.7
90.7
85,0
T8B.5
7549

#Applies only to the forty-four letters listing

referencos.




CHAPTE:R VI

CONCLUSIONS AND HECON: ZHNDATIONS

Conclusions

From this study, certain concluslons may be drawn
as to the characteristics of an effective letter of
ap-liestion for o teaching position.

kechanics.~-The following astatements are true of
thie phyelcal make-up and mechsnlcal strucbure of any
good apnlication letter in general and of a letter ap-
nlying for a teaching position in particulsr.

1. The letter should be typeds.

2. Only good quality beond vaper, &) by 11 inches
in size, should be used. White 1s prefersble, bhut very
pale tints, such as cream or pale yellow, are sometimes
permissinle.

3. It ig usually permissible to use the letterhead
of the school or college employing the anpllcant; bul
in case of doubt, use a plain shsetb.

44 The letter should be set up in one of the
standard styles--block, modified block, or indented.

e Current trends indicate a preference for the
modiflied block style.

Ge If a printed letterhead 1s used, the date should
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be typed in the upper right-hand corner of the letter
block, on one line, without asbbreviations.

7. If plain paper is used, do not abbrevimte any
part of the writer's address In the heading. FPut each
item on & ueparate line.

8. The inside address, consisting of the complete,

corraect title and address of The addressee, should De
t?ﬁed not leszs than three nor more than six spaces be-
low the last line in the hesding.

9. Avold any sbbreviations except those such as
Ire., ¥rs., or Dr. in the inside address.

10, The ssalutation uwsuaily should be the title of
the addressee followed by his last name; the degree of
formality will be determined by the familiarity of the
writer's acquaintance with the addressee,.

11l. The complimentary close should apgres with the

salutation in degree of formality. Very Lruly yours or

Yours truly is always sale and correct.

12. The letter itsell should be limited to one page.
If this will not include sll data necessary, use a gsp-
arate data sheest.

13. The letter should be free from typlng errors.
1f corrections are mede, they should ke neatly done with

the tynewyriter.

14, XNever use a duplicated letter of zny sorb.

1%. The envelope should correspond to the stationery
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in size, color, =rd guality. The standard size (6% inches
long) is preferable, unless an envelope is included for
Teplye

16. The address should be correctly centered on
he envelone; bhe return address should be in the upper
1eft-nand corner of the envelope.

gggggggg.-—The sctual contents and composition of
the letter should conform to the following character-
istics.

1, Before writing the letter, find out everything
possible about the poslition end the administrator; keep
his needs, not yours, in mind sas you write.

2, Hever try to obtain & position Ly a hard-luck
story. The sdministrator buys your services, not your
mlsfortunes. e

%. Avoid the use of "I" azs mueh as possible, but
do not do so to the extent of awkward sentence structure.

4, Avold stereotyped "contacts.” If the letter
is written on the advice of a college placement bureau,
mention this fact in the opening paragraph; but admln-
{etrators do not favor comrercial placement agenciles.,

5. Emphasize your good pointe, bub do not be ogo-
tistical.

6. Bmphasize your training, experience, menber-
ship in professionul organizations, and any research

work or publications to your credit.

[
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7. The lstier must be Iree from ervors in spell-
ing, gramomar, or puncbuatlon.

&. Since sn attractive personal appearance makes
a vital impression, 1t is usually well bto enclose a good,
recent rhotograph.

¢, Vost school adminlistrators aspprecliate a frank

statencnt as to why the apnlicent wisires to change po=-

sitions, or of why he is unemployed, provided such
statement 1z tactfully wede,

10. If references are glven, (a) limit them to
three or four strong ones, snd (b) 1list them in itemized
form. Heferences may bes left until the interview or
for s follow-up letter.

11l. Hever use a name as refersnce wit&but permise-
silon, and be sure to stete that you have thls permlssion.

12. Letters of recommendation should not be malled
with the spnlicatlon.

13, The applicant's religlous ldentification and
marital status should be mentioned but not emphasized.

14+ ¥hen precticables, always close the letter by
asking for a personal Interview. If you cannot come
for an interview, 1t ls safer not to mention the sub-

ject; instead, close the letter with en exzpression of
willingness to send further information or references.

15« Hot only should the letter avoid blunitness or

other forms of dlscourtesy; 1t should possess the posi-




tive value of courtesy.
16, Check and re-check your letter to be sure that

1t observes all of the "C's" of business correspondence.

Hecornmendatlons

in view of the error-anslysis of the application
1etters used In this study, the following recomuenda-
tions ore made. 7These are given in the order of their
need, ns indicated by the freguency of the occurrence
of the errcrs.

1. Glve more mttention to reader- and position-
analysis; wrlite the letter with the "you" sttltude.

2, Strive for stronger, more original "contact"
e -presslond.

* L]

Z. lmphasire more strongly tie maln ldea of the

letter and vour own central selling polnt, hoth by the .
wording of the letter and by the order of the paragrashs.

4, Be surs that wvour letter reflects genulne cour-
teous coralderstim for the reader. Say "thank you"
and "slease™ as if you meant them.

5.’%&?@V30ﬁr letter reflect your own character and
nersonality.

6. In the elosing naragrsph, bring = final force-
ful, favorsble focus on the sctlon desired from the

resder. AVOID THE FAHTICLPiAL CLOUSLING,

7. Hoke the tone of the letter forceful but not
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8. Be sure that your letter is correct in every

particulere If you are not sure about any polint, con-

sult = reliable reference, or have someone whose judge

ment you trust to check your lstier.

9, If you can do so tactfully, glve your reasson

for unemployment or for wishlng to make a change.

10. ¥ake your letter coneise; but also he sure

that 1t 18 complste.

1l. Be specific and concrete in your statements.
Prove every clalm that you make for yourselfl.

12. Be sure that your letbter can bs clesrly under-

stood with the first resding.

13. 3ee that wvour letter has only one corethought

(unity) snd thet this thought is losically developed,

with all ideas smoobthly connected (coherence).
14. See that vour letter is stiractively placed on
the page.

15 Give rvefersnces only with the permission of
o Lo

the persons whnse nsmes are used. Limit them in number,

and ltemize them.

16, Type the lebter unless you know positively that

the administrator orefers a handwritten one. HKemember,

even though a rerson says he prefers s written letter

he usuglly does 20 only when the handwriti.ng ls superior.

17. Avold extreme letier styles.
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I ILLUSTHATIUNS O STANDAKD LETTER STYLES

Block 3tyle

March 28, 1940

President #W. J. KeConnell
North Texas State Teachers College
Denton, Texas

By deear President McCommell:

We have here 1n our department s gradusie stu-
dent agalstant who has taken on the responasi-
bility of trying to find out how the quality
of aprlication letters for teaching positions
can be lwproved.

Part of the atudy rsqulires the reaction of col-
leze sdministrators, who have very close con-
tret with the applicstion problem.

Yon't you co-operate in this practical study
by expressing vour opinion on several pointa?
If you do not have the tlms to do so yourself,
why not let the person next in line of resnon=~
sibility give us a "picture" of the standards
acdhered to in your office?

Sincerely yours,

Agsistant FProfessor of
Business Eduecation

Hbss PC
Ere .«




MHodified Block 3tyle

March 28, 1940

Preaildent %W. J« McConnell
Horth Texas State Teachers Collsge
Denton, Texas

Ky dear President HeConnell:

We have here in our department a graduste
gtudent sssistant who has tsken on the respone
8ibllity of trying to find oub how the quality
of application letters for teaching positions
can be Ilmproved.

Part of the study regquires the reactlion
of college administrators, who have very
close contact with the application problem.

Won't you co-operate in this practical
study by expressing your opinion on ssveral
points? If you do not heve the time to do so
yvourself, why not let the person next in line
of responsibility give us a "plecture® of the
standards adhered to in your office?

Sincerely yours,

Asgistant‘Professor of
Business Education

BEDS:C
E{tc -
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Indented Style

Mareh 28, 1940

Fresldent We J. KcCommell
Forth Texas State Teachers College
Denton, Texas

¥y desr Presldent Hclonnell:

We have here 1n our department a graduate
student assistant who has teken on the respone
8ibility of trying to find out bow the quality
of application letters Tor teaching positionsg
can be irproveds.

Part of the study requires the reaction
of eollege administrators, who have very c¢lose
contact with the spplication problem.

Won't you co-operate in this practical
study by expressing your opinion on several
points? If you do not have the time to do so
yoursell, why not let the person next in line
of responsibllity give us & "pleture® of the
standards adhered to in your office?

e

Sincersely yours,

Assistant Frofesszor of
Buglinesgss Educstion

HDS:PC
Ene.




I A COPY OF THE QUESTIONNAIGE USED IN THIS s7TUDY

in order to present in summery form the dats dis-
cussed in Chapter IV, the percentege of returns on each
item is glven here. The original guestionnalire was
typed in Gothic type, requiring only one & by 14 inch
page. A copy of the letter used in Appendix I wag sent
with each form, together with & stamped, self-addressed
envelops.

1. Which statement best describes your resction to s
hendwritten application letter as compored with a
typewritten onet (Sixty-~one answers.)

0. Qéﬂg. You do not resd it.
54,10 b. You read it reluctantly.
19.7% Ces YOou are impreased to find someone who

writes his letter rathey than use the
impersonsel typewrilter.

bo

» Do you sppreciste a fronk statement by the applicant
of why he wishes to chenge from his present vosition?t
(3ixty~four answers,)

95.3% Yes 3.1% Yo

Ss From your poind of view, which selutation is most
Suiuablé for a letter to a college president?
{Sixty~five answers,"

-l

16,9% a, Dear Dr, ¢+ (If holder of a2 doctorate)

g&;Q‘ +« Dear Fregident H
?«VQ ¢. Dear §1r:

1085 de Dear Nre H

10680 8% e. ¥y dear Dr, :

4« In your opinion, which is the most effective fomm
faor an aﬁp;icatiun letter, considering current style
trends? (3ixty-ons answers."

86
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e
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28,83 s. Block: All 1lines in the inside address and
J in body of letter begin st left marnin.
70485 be Fodified block: Inside addrese blocked, but
' firat lins of esch paragreph indented five

) S0atole
Sed% Cu Hxbreme forms: 211 lines excent dste begin
gt lef't morging address of writer at =nd of
letiters otec,

Other quallfications being equal, which pesresn would
you eonsider mors soriously? {&Sizxtye-four BNGWRY B )

oltl-

o0k me The one lisbing ten or twelve leading
) zens of Iis community as relerences.
P87 e The one listing one or two relisble velepm
ences esch for training, eiperlience, snd
charselepy

and trouble to
Topn of s belance
freak™ neke-ups

A commerclal bteascher took the 31
cpasent hls cualiflications in +
siwets. In your opinion, do such
{Bixty-lour anewers,)

L8

Create & more [{svorabls Impression
Petract from the effectiveness of She By
wlieations

A4d nothing to the applieationy

List the ssspentisl personality traite you look for
in an spplicant,. (FAfty ansvers. See Tsble Sy
page 59, for answers,)

“hat are the professlonal sccorpliatments {dezress,

wbership In seofessional organizations, ebe,.) that
you expect of an avplicant? (Fiftvetwo snsvers. See

b

i

‘vege 80 for anmwera.)

Can an a:pliecent with a doctor's degree, tweniy vears
of experience, snd vefersncss from neople high in
rublile 1life overcome the undesireble lmpression
created by orrors In spelling, grarmar, or punchbuge
tiont (38ixty answers.)

Gt

10,00 Yesn Hle.7% Ho

which of the followin: "econbaet® exvressions would
wourazge yo u to read furller into the letter?
A

xty-two snawers.)

i
it

&

¥
{33

ded® we MHaving heard of 2 veganey in your
denartment, « » "




11,

13

14.

15.

“Yry Blenk, head of the X ﬁ@llega ¥lace-
mant ﬁur@aﬂ han sy, ested. .

*The Blank 5ﬁmﬁarﬁiq Plﬁcﬁm@ﬁ% ﬁ@@mcy heg
nosified me of « vecancy in your ___ dee
u%rﬁwamt.”

£2941% de "May 1 submit ey epaliflcations for n posie

tion in your e epartmentt®
1544% ca "Do you snticirnte & vacaney in . this
yoary?

10.4% 1. “mn@ following date pressnt My'ﬁmalificau
ong Lo £111 wour vocaney In + . o7

wg besn agked o shtete in hise
v expected, abould he (Bixty-

inlegs the sprlicant
limﬁlﬁﬁ@#ﬁ&@%ﬁ~
five mnawoers)

will sccephs

what welght doss religlous belie! heve with vow in
tescher gelection? (Sixtyefive snsvers,)
ETe74 84 ¥okas no difference so long ne the person
1z moral.
NSRS Frsfor that the anslicant heave some definite
religious Ldentification,
Whilch ol the followi would you congldsyr wmosh

seriously? (Sizty-four answ %3.3

Ae8s v Latiers of
annlication,

3 mendablons nalled to you af the recucst

applieant,

Lok v hefo?amc@s listed in the letior,

rrandéatlon malled with tie

St ?}u
o S s A

“hat welght do wou sive Lo the maprlial status of the
spplicant? tuéxtvhﬂmﬁ BIEROT Gy

A fe Prefer unwu%ﬂﬁﬁ.zﬁﬁ,

e D0 nnt eorsider merrisd WOTIG .
Conglder v divoreced reprson unfavorably.
Fakes no difforesnce so long 88 »erson ADe
mears afficlent,

If for rood ~ﬁarcaﬁ«ﬁm‘ﬁ@y1isavﬁ cannot come for o
papacsoal Interviey unleas he can we reasomably sure
of attalning the positlion, do vou Lhink {(Bixty~five
EAR SISk L5 o TN




5}

ad

47.0% ne U6 should say so frankly in his last poarpe
v granh, Mvimﬁ.‘ s "“%ﬁﬁ%f‘}f}ﬁ'
448% Do Hequeat sn intarview arﬁl gse of Lig nrece
- tleabilityy
47485 ve Pake no mentlon of an intesrviewy

1Ge Which of the following sizes of btype do you vrefer
in & lebtery {F'“tv ~JOVEI ENSWers. Un ths original
form, the name of each size wes byped in that size
of £7DGe)

e il e ) g £
fothie TEeds Wiite Tabk

Fioa

17. Cloties may or mey nob
tion doss the wmvela;
(Sizty answers.)

3 but vhat rolpe
Lhe le %%@; inaldat

Good | hecertebiel Ba
as Leppal slire Lo abiract sttention 2.8 E1.0% 17,05
e Window sddress e 2040 E7% 3
Ce Address pobt properly centered Gl “ a0 67w
de Ho reburn address Geld | QG*G 49,1
ses hHoturn address on baelk of flap 1.9 6448 241
fo Starp upside down oy crooked Gl . B2.8 2Geb
£« Bnvelope of different stock
from stetionery 0.0 1547 ToaT
Faoruary
ltie unille o fency dnteline, such sz Pwenty-Bichil, way

1940
atitrect stbention, do you sdmire such novel nmethods
of egzpressing onels nersonslify? {3:?t*marw ANBWErss )

- e
@.»@ 5 iu{:’ Bralo Ho
[ e AAat e [ e B

my

18y Yhich of ihe following complimentary closes w@ulﬁ
ianve you f&ﬁliﬁ" mont Pindly towsrd the vwi@
(3ivtyefour answers,)

Very truly yours
Sincerely yours
respectiully yours
Cordially yours

20 ihich do you consider more effective, {Sixty-four
wmera,)

Jski ve A letter of two or more pages, giving all
deta In the letiter propers

8B.5% bs A conclee, one-nage letber, with a sepasrnte
date shesb?




2le Check your opinion of the person whose lebter hes

i

(Sintymtwo snevorg.)

Shows
Coralessgm
ness

Seneibls
anc
Practical

ELW £
Lack of
dentnes

%

Finrer swdges or
gmulgy erasuresg

Sirlke-ovaers or uncor-
rectad errors

Tyse faint to the
point of invigie-
biiity

heatly-made, Ltyped
correshions

aZrrors corrvected with
ink or nernecil

Unsven »ressure in
Lypdng

Tvne osut of line

57 gf
5.33)@@!@

655

0W0%
10.3

Us
T8
10.7

9y
B eld

o0

6305
2.5

13.6
10,7
B7.8

280
o

204
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« ANALYRLS SHauT USED 10 CGHECE %

IIE COFY OF -

Contents
1. Does the letter observe the eight "C's" of business
ﬁ@ffﬁ%“ﬂﬂﬁﬁﬂ?%?
2+ GConsideration 2. Conclseness
bae Complsteness fo Concreteness
¢ Courtegy Zs Character
de Clesrnens g+ Correctnesns
2e Doss the lebter have the esseniisls of ZO0G comnte
gition?
ne Unlty be Coberence se Swmuhesia
3e D

the ﬂygninw paregrach stirsct favorabls sbione
T BPOUES ﬂuﬁ?@ﬁ*”

une eloge of the letter brins e Finel, favore
focue on the setion &%qiweﬁ?

af the letter forceful withount belng

e

i
@gmaia%;;ﬁl?

x -

fully state why he 49 une
Bo ehonge positionsy

s Iz the letter free from eryors in toe Ffollowing?
fs Spelling De Grammar Ce Punctustion

e If rofoerences are given,

s are ther li=miied to thras or foury

De oTQ ﬁhay given with psrmissionp

¢» are they errenged in itenized form?

Bochanics
Ue In ihe stationsyy appronriste as to

be guality; ce hoadingy

]
*
&)
ot
b
&
us

81




od
oo

10. Is the lebiter typed?

11« Is the lebier set up in one of the standsrd formay
12« Is the latter abiractively pleced on the paget

13+ Is tho letter free from typinge ervore’

l4s Are the mechsnlenl varts (hﬁmﬁiﬁg, inside addres:,
etes) correet and apnropriste

15+ is the lotter limited to one pege, with senarate
data sheet if additlional svece is nesded¥




IV NKAFPLES OF ¥

5 SINLYWFIVE AFFLICATION LDy

ABALYZED IH THIS S7ULY

The letlters on the following vages are coples of
three of the sixty-{ive applications for teaching posie

tions in Horth Texss Stelbe Teachers Uollege, snelveed

%

i 1t s by no

in Chepter V. The first letter, althous
means a perfect apnlileation {Hotice the typing errore.),
is presented es one of the stronger lebters. The obhep
w0 are cxemples of whmbt = Yeacher's aprlicebion should
nak bes Both contain mechanical errers {lotice Lhe oy
treme space bebween the letier body and the complimentary
closing of the {irsb; the incomnlete inside address, and
the error in capitalization in the salutation, in the
second.} 3 both viclate most of the "Cla® of gond leote

tergs. Uhe Ilrst applicent is »ore interssbted in Helpw=
ing his deugiber sttend college then he is in really
serving the Institutlon; the seesnd ap llesnt never
makes 1t quite clear whether he is applying for & noale
tion or merely brying to obtain information.

i g1l of the lebbers, naores of pineces or institu-
tions lLinve baen chanped, to nrevent any ﬁﬁﬁﬁibi@ identi-

]

Tieation of the applicants. For the game reason, the

hendings were omitted.

Q3
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Fresident se J. HeConrell
Horth Tezss Jtate Teschers Uolliege
benton, Texas

Voapyr VPresldent ¥ellonrells

1f vou have need {or ar &agfifﬁﬂﬂl A on vour gteflf in
accounting or related flelds next wesr will vou nlease
study my lechnical }?&Qﬂﬁaﬁiﬂﬁ, field experience, snd
weaching erxperlence in the 1lipht of wour needst

iy Fhele Uogrese will ?ﬁaf ol tﬁ% diszertation of belng

hﬁvnlvteﬁ in dups, 163 Back of this depgree are the

m.&. Depree which 1 r%@a ved fr@r tnion %&1 teclnle
institube in 1932 and the HeBafly Degree from The Univere

3 ity of Escon in Awgiaﬁ, 1837« In both mv)unu@rgradu@?a

and groduste work I have P&j?”ﬁﬁ in sccou-ting and mi-
m%aﬁ in finanes, businesg law, and sconomic8s

t@mcagvﬂ gxperience conplots of four yeara' teaching
ﬁn the » gelwols of the stste ﬁné bwo ?ﬁﬁrf 28 1 naprbe

time lnaarueﬁsr in sceounting at The Univers ty of &&ﬁaﬂ,
whare I sm now emploved,

I fenl that my exverience in the businsss world has bean
s0 varied and mf such & nature a8 Lo b@ imv&lzﬂbla o me
ag o Lencher. Nobl only does it help me to ases the sbum
dent's point of vlew, bub, even more, it ensbles ms to
vive oy teaching the riﬁ;/ﬁi %ﬂtw@ﬁhiﬂ and practicsl
v@rlity in the student’'s ears.

@ move detalled pleture of my nrencration on the
ngd data sheet sugpests thet I may be the sort of
teacher you nesd, will wou please i@?@ﬁt&ﬁ‘ ta the ref=
arences and tell me what elge I can do &0 Purther sur

sagualntance®

Yours respectiully,




Nay 6, 1030

bre #e Jo HeGonnell,
He Tezas Gtate Teachers College,
Denton, Texan.

oy Dre MoConnells

i have a daugbter who will be resdy to en%:»:w college
next 3entembere. 3he la interested especislly in lansueces
and nmusie, having aﬁmwl@g muslec for ten vears. I sm also
interested in your college from the standpoint of & posie
tlone. 1 have declided to meoke & change thig vesr if I cmn
get a sultable position where my dsughber cen teke the
work she desires, Now I have been w{}ﬁé@rﬁw whether you
would have an opening For me for rext vear.

I have an ¥. A. degrees from Vinneburg College, have stu-
died o yesr at Creip htem Unlversity, one vear sbroad stiond-
ing the University of Altruse, and one guarter st the Uni-
vmmwty of Durango.

i nave tsught at Sensgon University, the Women's (ol
legs of the University of 8t. ¥illiam, Vinneburg College,
Johnstowm Colloge, and this 18 my tenth year as herd of
the devartment of modern languages at 01ldhill Collepo.

I nsve bteught r%x;ah, Spanigh, Cferman sand Italien: most of
my experience hsg besn In Frenchs

there ls any possiblility of en sppolntment lor
ry L ehpll be glad to send you e cowplete state
my training, experienc s, refevences, etc.

nent
r‘ﬁﬁfh‘l 3%

g@?"f{ Lruly FOUrs,




D
41

ipa Hie W . ¥eComnnell,
ienton, Tex &

vaay sirs

gSome college somewhwre needs éﬁbg whnt
i have to ofi @r by way of ebilitlies and sguipe
ments Yaybe 1t 1s vours. For ne, =i idsal job
wmﬁﬁ%atmwamka@xemﬁ@ﬂl@gmg@sm@m&a
and also to coordinete or sid In coordinating
the audio=-visuel furctions of the collspge arnd
any secondary school In connection wilth it,

At any rete, vou are in a positim to
render me 8 vary great servics by Lﬁllinf me
{1) nmow foreisn Mmr e enrollment is hole ng
up in your school, snd {(2) whether you have hed
eny particuler or unicue success In the use of
any ong type of sudic-visuel alde. It 1Is decle
dedly to my interest to lesrn what colleras are
already dolng in this field,

#ith thanks and best wlales, I am

Yery truly yours,

Two mirmeoprashed sheets were attached to this lot-
ters une listed the projectlon equipment owned by the
aplleant, with its usss In 2 college. The other save
vory vrief personsl dets, the degrees held by the apnlie

cant, and a 1llst of positio- s held,
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