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CHAPTER I 

INTRODUCTION 

Purpose of Thesis 

In view of the importance of business English to the high 

school commercial pupil, it is the purpose of the writer to 

determine the text or texts which will prepare adequately the 

business English pupil for a business position. 

Definition of Business English 

Business Englieh may be defined in the following ways: 

Business English is standard English adapted to the needs 
of business. Thus the phrase 'business English' is a term of 
convenience only. It definitely marks off and stresses spe
cific applications of the English language to certain estab
lished types of writing. ImpoTtant examples are: business 
letters of various types; business reports; abstracts and 
summaries; book reviews in magazines devoted to business; and 
articles in such magazines . l 

Roy Davis defines business English as: 

•••• • clear, concise expression applied to commercial 
transactions. It is the language which in business inter
course best conveys to the listener or the reader the exact 
idea in the mind of the speaker or writer.2 

Business English should not be thought of as a new or 

foreign language. It is not; it is simply our every-day 

English. However, the English language is not used in just 

the same way for all purposes . The grammatical principles are 

the same in science, business, athletics, poetry, sports, or 

lA. c. Babenroth, Modern Business English, P• 4. New 
York~ Prentice-Rell Co., 1935. 

2H. D. Kitson, Commercial Education in Secondary Schools, 
p. 98. Boston: Ginn and Co., 1929. 
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oratory, but each subject has a vocabulary of its own. 

Roy Davis. Clarence Lingham. and William Stone state 

that: 

The length and complexity of the sentences used and the 
number of adjectives and adverbs are also likely to differ 
according to whether the object is to quote a series of 
prices in as few words as possible, to write an explanation 
of how an airplane engine functions, or to paint a word pic
ture in beautiful language. And the general tone of the 
language will differ, too, according to its purpose, varying 
from the informal style of a friendly letter to the dignified 
style of a formal report made to the stockholders of a corp
oration. In other words to be correct and effective, language 
must ie adapted to the specific purpose for which it is to be 
used . 

Importance of Business English 

We cannot minimize the importance of business English, 

especially for those high school pupils who enter business 

positions immediately after grsduation. Charles G. Reigner 

makes the following statement: 

Just as money is the medium of exchange, so English 
- written or spoken - is the medium through which nearly all 
your life activities are carried on. No matter what kind of 
work you are looking forward to doing, the extent of your 
knowledge of English will be a large factor in the degree 
of success you will attain. 2 

Review Outlines Used 

In making this study the writer has used "Ble.nk Form for 

Reviewing Science Texts" by Earl R. Glenn,3 member of the 

l.aoy Davis , Clarence Lingham, 17illiam Stone. Liodern 
Business English, p. 1. New York: Ginn and Co. , 1933. 

2charlea G. Reigner, English for Business Use , p. 9. 
Chicago: H. U. Rowe Co •• 1938. 

3Earl R. Glenn, Blank Form for Reviewing Science Texts, 
Mimeographed. New York. Teachers College. Columbi a University 
( Mot Dated). 
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faculty of the Montoleir State Teachers College, Montclair, 

New Jersey; and the Scientific Evaluation of Textbooks by 

Florence D. Fuller.l 

Each text has been analyzed separately by the writer and 

the results are given in tables. 

1Florence D. Fuller, Scientific Evaluation of Textbooks, 
111-394. Mew York: Houghton ..Jiffl in Co., 1928. 



CHAPTER II 

SELECTION OF TEXTS FOR THIS STUDY 

The selection of the texts for use in this study was 

made after an inquiry was sent to the state superintendent of 

schools in each of the forty-eight states of the United 

States. to twenty-five cities of 100 .000 or more population. 

and to twenty- five cities of 10,000 or more population. The 

following tables show the result of this inquiry. 

TABLE I 

RESULT OF INQUIRY SENT TO STATE SUl'ERINTEUDENTS 
CONCERNING STATE-ADOPTED BUSINESS ENGLISH TEXTS 

Name of 
State Ado:Eted Text Author 

Florida English of Commerce Opdycke 

Georgia {New Business English Hotchkiss-Drew 
(The English of Business { Hagar-Wilson-
( {Blanchard-Hutchinson 
(Business English Ross 

Kansas The English of Business ( Hagar- Wilson-
(Hutchinson-Blanchard 

No. Carolina Effective Business 
Correspondence Aurner 

Oklahoma Applied Business English Hagar- So Rella 

Utah Business Lian• s English Bartholomew-Hurlbut 
English of Commerce Opdycke 

Table I shows that there are seven states having state

adopted busine as English texts for high schools. 
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.Alabama 

Delaware 

Indiana 

Kentuoky 

Colorado 
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TABLE II 

STATES HAVING NO STATE-ADOPTED 
BUSINESS ENGLISH TEXT 

Mississippi 

New Mexico 

New York 

Ohio 

Oregon 

TABLE III 

South Carolina 

South Dakota 

Tennessee 

Texas 

Virginia 

STATES HAVING UO STATE- ADOPTED 
TEXTS FOR HIGH SCHOOLS 

Arizona 

Arkansas 

California 

Idaho 

Montana 

Nevada 

west Vi.r ginia 

TABLE IV 

STATES HAVING NO STATE-ADOPTED TESTS 

Maryland Nebraska Rhode Island 

Connecticut !.!assaohusetts New Hampshire Vermont 

Illinois 

Iowa 

Maine 

!Jiohigan 

Minnesota 

!Jissouri 

New Jersey 17ashington 

North Dakota Wisconsin 

Pennsylvania Wyoming 
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TABLE V 

RESULT OF IN~UIRY SENT TO T\'IENTY-FIVE CITIES 
OF 100,000 OR MORE PO:,:>ULATION RELATIVE TO 

THE BUSINESS ENGLISH TEXT USED 

Business English Cou:rse Offered 
Name of City Text Author 

Birmingham, Ala . 

Camden, N. J . 

None 

None 

Chattanooga, Tenn. None 

Chicago , Illinois None 

Dallas, Texas Effective Business 
Correspondence Aurner 

Denver, Col orado English for Business Use Reigner 

Duluth, Minnesota Effective Business 
Correspondence Aurner 

Des Moines, Iowa Effective Business 
Correspondence Aurner 

Detroit, Michigan None 

Erie , Pa. English for Business Use Reigner 

Flint, Mi chigan None 

Fort Wayne , Ind. None 

Hartford, Conn. None 

Jacksonville, Fla. English of Commerce 

Kansas City, Mo. None 

Knoxville, Tenn. New Business English 

Opdycke 

Hotchkiss-Drew 

Long Beach, Calif. Modern Business English Davis-Lingham
Stone 

Oakland, Calif. English for Business Use Reigner 

Omaha, Nebraska none 

I 
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TABLE V 
( Continued) 

RESULT OF INQUIRY SENT TO TVIENTY-FIVE C !TIES 
OF 100, 000 OR MORE POPULATION RELATIVE TO 

THE BUSINESS ENGLISH TEXT USED 

Business English Course Offered 
Name of City Text Author 

Portland, Oregon English in Modern 
Business 

Babenroth
A:cNamara 

Providence, R.I. 

Salt Lake City, 
Utah 

English for Business Use-Reigner 

Seattle, Wash. 

Effective Business 
Cor respondenoe 

Effective Busim ss 
Correspondence 

Utica, N. Y. None 

Wilmington, Dela. English in Uodern 
Business 

TABLE VI 

Aurner 

Aurner 

Babenroth
MoNamara 

RESULT OF INQUIRY SENT TO T-;'.'ENTY-FIVE CITIES 
OF 10,000 OR MORE POPULATION RELATIVE TO 

THE BUSINESS ENGLISH TEXT USED 

Business English Course Offered 
Name of City Text Author 

Ames, Iowa None 

Ashland, Wis . None 

A tho 1, L{aas. None 

Beatrice, Nebr. Effective Business 
Correspondence Aurner 

Brainerd, r.finn. None 

Brawley, Calif. Effective Business 
Correspondence Aurner 

Bremerton, Wash. Effective Business 
Correspondence .Aurner 
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TABLE VI 
( Continued) 

RESULT OF INQUIRY SENT TO TWENTY- FIVE CITIES 
OF 10,000 OR l!ORE POPULATIO!f RELATIVE TO 

THE BUSINESS EUGLISH TEXT USED 

Business English Course Offered 
Nsme of City Text Author 

Crav,f ordsville , 
Indiana None 

Eastland, Texas None 

Gainesville, Fla. None 

Grand Junction, 
Colorado None 

Greenville, N. C. None 

Griffin, Georgia (Business English 

Massena, N. Y. 

Medford , Oregon 

Middlesboro, Ky. 

Rapid City, s. D. 

St. Charles, Uo. 

(Mew Business English 
(The English of Business 

None 

None 

Business English 

None 

None 

Ross 
Hotchkiss-Drew 
Hagar-\'lilson
Hutchinson
Blanchard 

Ross 

Sterling, Illinois The ~nglish of Business Hagar- Hilson
Hutchinson-Bl:.=.=:! 

Texarkana, Ark. None 

West Chester, Pa. Business English Hoss 
English for Business Use-Reigner 

Whiting, Indiana English for Business 

Winchester , Va. None 

Wooster, Ohio None 

Upsilanti, Mich. Effective Business 
Corres1>ondence 

Hagar- Wilson
Hlltchinson-Blancharc 

Aurner 



CHAPTER III 

TEXTBOOKS SELECTED 

The writer has made the selection of texts for this 

study in the light of the answers to her letters. The re

sults of the information contained in these replies are shown 

in Chapter II. All of the state-edopted texts were considere~ 

with the exception of the Oklahoma text, which has not been 

revised for a number of years. 

In addition, the writer has considered ell other texts 

used in the fifty cities to which inquiries were sent. By 

this method the nine texts shown in Table VII were selected. 

-9-



TABLE VII 

GENERAL INFORI.lATION REGARDING THE TEXTS SELECTED FOR THIS STUDY 

Date of COEl!:ight Prices 
First Boole Worlrooolc 

Text Author Publisher Edition Revised L!et Net L!st Ilet 
I English of 

Commerce Opdycke Scribners 1920 1932 ,.;2. 00 $ 1 . 60 

II New Business Hotchkiss- American Book 
English Drew Company 1916 1932 1 . 24 • 93 ~ . 52 $ . 39 

III The English Hagar-i'lilson Gregg Publish-
of Hutchinson- ing Company 1934 1936 1.00 .80 . 40 .32 

Busi.ness Blanchard 

IVModern Business Davie- Ling- Ginn and ~, 
English ham- Stone Company 1933 - 1 . 44 1 . 08 - - I I 

V Effective Busi- South- Western 
neee Correa- Aurner Publishing 1939 - 1 . 68 1 . 26 . 52 .39 
pondenoe Company 

VI The Business Bartholomew-
:Jan 1 s English Hurlbut llacltiillan 1920 1938 1.32 . 99 

English for Rowe Publishing 
Bueine as Use Reigner Company 1934 1938 1.68 1 . 26 . 32 . 25 

III ~lish in lfod- Babenroth- Prentice Hall 
ern Business McNamara Pub . Co . 1929 193'7 1. 60 1 . 20 

IX Business South- Western 
English Roes Pub . Co . 1931 1937 1.40 1.05 .52 . 39 
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TABLE VIII 

INFORMATION OONCERNING \VORKBOOK AUD 
TEACHER'S LfANUAL 

Text Author Workbook 

I.English of Commerce Opdycke Uo 

II . New Business 
English 

III.The English of 
Business 

IV. Modern Business 
English 

V .Effeoti ve Busine as 
Correspondence 

VI.The Business Uan' s 
English 

VII . English for 
Business Use 

VIII.English in ~odern 
Business 

IX.Business English 

Hotchkiss-
Drew 

Hagar- Wilaon
Hu to him on-
B lancba rd 

Davis-
Lingha.m- Stone 

Aurner 

Bartholomew
Hurlbut 

Reigner 

Babenroth
LicNana ra 

Ross 

Yes 

Yes 

No 

Yea 

No 

Yea 

no 

Yea 

Teacher' a 
:.ranual 

No 

Yea 

Yes 

Yes 

Yes 

No 

Yea 

Yea 

Yea 



CHAPTER IV 

AUTHORS 

Training and Exper ience 

In the following chapter the writer has given a summary 

of the training and educati onal and business experience of the 

authors of the texts used in this study. Information con

cerning four t een of the authors was available . It was impos

sible to obtain facts regarding the following: Edward J. 

licNamara, Principal of the High School of Commerce, New York 

Ci ty; Wallace Edgar Bartholomew, formerly specialist in com

mercial education, New York State Department ; and Charles G. 

Reigner. 

I English of Commerce-Opdycke-1932 

Opdycke, John Baker 

1. Degrees: A.B,-1898- Fr anklin & Mar shall Co l lege 
A,M,-1903-New York University 
Dipl oma- 1906-Teachers College, New York 

Studied(Cornell University- 1 yr . 
( Oxford - 3 yrs. 

2. Positions held before book was written: 
Press reporter at the Olympic meets: Athens, 1904; 

London, 1908; Stockh.olm, 1912. 
Pr eas traveler through Siberia, China, and Japan, 

1912-13. 
1.l:ember of Committee on Public Information Foreign 
Press Cable Service 1917- 19 . 

3. Position held when book was written: 
Professional Staff, Friedsam State Educational 

Commission. 

4 . Present position: Author 

5, Other experience: Formerly lecturer at New York 
University Exten.eion, and Johns Hopkins. 
Contributor to newspapers and magazines . 

-11-
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II New Business English - Hotchkiss- Drew - 1932 

(a) Hotchkiss, George B. 

l. Degrees: A.B. - 1905 - Yale University 
M. A. - 1906 - Yale University 

2. Positions held before book was written: 
Instructor in rhetoric at Beloit College, 
Beloit, Wisconsin 

3 . Position held when book was written: 
Professor of Marke ting at New York University 

since 1908 

4 . Present position: Professor of clarketing at 
New York University 

5. Other experience : Member of the staff of the 
New York Evening Sun, a copy writer with the 

George Batten ..l:igemy, and i.Tarketing Consultant 
with the James F . Newcomb Company 

(b) Drew, Celia Ann 

1. Degrees: Ph.B. - 1900 - Northwestern University 
Graduate Study at New York University 

2. Positions held before book was written: 
Belvidere High School, Belvidere, I ll. 1900-1905 
University of Illinois Academy , 

Urbana., Illinois , 1905-1911 
Joliet High School, Joliet , Illinois, 1911-1915 
Julia Richman High School, New York, 1915-1917 

~. Position held when book was written: 
Teacher of Engli sh, High School of Commerce, 

New York City 

4 . Present position: Teacher of Engl ish, High 
School of Commerce, New York City 

5. Other experience: Her publications have consisted 
of the collaboration with Professor Hotchkiss in 
Business English, 1917, and New Business English, 
1933; and with J . B. Opdycke in Commerical 
Letters , 1918. 
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III The English of Business - Hagar- Wilson-Hutchinson
Blanchard - 1935 

(a) Hagar, Hubert A. 

l. Degrees: No college degree 
Attended private commercial school 
Uajored in shorthand and English 

2. Positions held before book was written: 
Taught five years in rural schools in Illinois 
Shorthand and English teacher in Vories Business 

College, Indianapolis, Indiana 
Teacher of shorthand and English in Gr egg 

School, Chicago 
llanager for six years of the Chicago office of 

the Gregg Publishing Co. 
General Manager , Gregg Publishing Co ., for 

twenty years 

3 . Position held when book was written: 
General Manager of Gregg Publishing Co. 

4 . Present position: General Uanager of the Gregg 
Publishing Co. 

(b) Wilson, Lillian Grissom 

l . Degree: A.B . - 1930 - Central State Teachers 
College, Edmond, Oklahoma 

2. Positions held before book was v1ritten: 
Teacher of English and Latin, Headrick, Okla. 
Teacher of English and Latin, Stroud, Okla. 
Teacher of Commerce, Oklahoma City Vocational 
Night School, Oklahoma City, Oklahoma 

Teacher of Commerce, Classen High School, 
Oklahoma City, Oklahoma 

3 . Position held when book was written: 
Teacher of Commerce in Classen High School, 

Oklahoma City, Okle.homa 

4 . Present position: Homemaker 

5. Other experience: Three Years' work as a steno
grapher at the :lecei ving Station, Navy Yard, 
Washington, D. c., and in the state office of the 
Ltassaohueetts .. tutual Life Insurance Company, 
Oklahoma City, Oklahoma 
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( o) Hutchinson, E. Lillian 

1. Degree: A.B. - 1912 - Vassar College , 
Poughkeepsie, N. Y. 

2. Positions held before book was written: 
Editorial Assistant in two publishing houses; 
free-lance editor 

3 . Position held when book was written: 
Assistant Editor , Gregg Publishing Co . 

4 . Present position: 
Product ion Editor , Gregg Publishing Co. 

5 . Other experience : Author of numerous magazine 
articles on subjects of interest to teachers 
end students of English; author of English 
sections of Gregg Speed Building 

(d) Blanchard, Clyde Insley 

1. Degree : A.B. - 1911 - Baker University, 
Baldwin, Kansas 

2 . Positions held before book was written: 
Head of Secretarial Tr aining Department, 

Oregon State ~gricultural College 
Director of Business Education of Berkeley, 
California 

Lecturer in Accounting, University of California, 
Extension Division 

Principal of the Standard Commercial School, 
Panama Pacific International i:xposition, 1915. 

3. Position held when book was written: 
General ~ditor , Gregg Publiehing Co. 

4. Present position: 
General Editor, Gregg Publishing vO , 

5. Other experience : Author of articles in the field 
of business education 
Lecturer on business education subjects 
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IV Modern Business Englieh - Davis- Lingham- Stone - 1933 

( a) Davis, Roy 

1 . Degrees: A. B. - 1899 
A. r.f . - 1900 

Li tt.D. - 1900 

- Dalhousie University 
- Dalhousie University , 

Halifax, N. s. , Canada 
- Aoadia University, 

Wolfville, N. S., Canada 

2. Positions held before book was written: 
Head of English Department , Boston Public Schools 
Head of English Department, College of Business 
Administration, Boston University 

3. Position held when book was written: 
Head of English Department , College of Business 

Administration, Boston University 

4 . Other experience : Lecturer and author 

(b) Lingham, Clarence H. 

1 . Degree: A.B. - 1897 - Brown University , 
Providence , R. I . 

2 . Posit i ons held before book was written: 
Teacher St . Flushing Academy 
Associate ~ditor , Ginn and Co . 

3. Position hel d when book was written: 
Associate Editor , Ginn and Co . 

4 . Pr esent position: 
Associate Editor, Ginn and Co . 

(o) Stone, ,'iilliam H. 

l. Degrees: A.B., Indiana University, majoring in 
Engl ish 

:j . A. , Indiana University, majormg in 
Education 

Ph. D. ,University of California, t1ajoring 
in Education 

2. Positions held before book was written: Indiana 
State Normal Sohool, English Grammar; 
Indiana tniversity , English Composition and Critic 
in preparation of teachers of English; 

University of California , Voc6tional Education; 
Ohio State University, Practical ~rts and Voca
tional Education, including Commercial 
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( c) Stone, William H. (Continued) 

3. Position he l d when book was Vl'l'itten: 
Head of Department of Practical Arte and 
Vocational Educ&t!on, Ohio state University 

Extension courses at the University of tfissouri 
and the Ohio State University for young men and 
women employed in industrial and commercial 
occupations 

4 . Other experience: Four years with the i.Iedioal 
Department at Lerge , United States Army, in 
psychological Testing and supervision of all 
types of teaching , including commercial 

V Effective Business Correspondence - Aurner - 1939 

Aurner, Robert Ray 

l . Degrees: B. A. - 1919 - Uni versity of Iowa 
M.A. - 1920 - University of Iowa 

Ph. D. - 1922 - University of Iowa 

2 . Positions held before book was written: 
Assistant Professor , Associate Professor, and 
Professor of Busia3SS Administration, 

University of Wisconsin 

3 . Position held when book was written: 
Professor of Business Administration, 

University of Wisconsin 

4 . Present position: Professor of Business Administration, 
University of Wisconsin 

5. Other experience: Visiting Professor of Business 
Education, University of Pittsburgh, 1934 , 19:36, 1939; 
Special Lecturer, University of Iowa Summer Session; 
President , Aurner and Associates, Business Consult-

ants , itadison, Wisconsin; National Scholarship 
Commissioner , Sigma Alpha Epsilon Fraternity; former 
member, Officers Training School, United States 
Naval Reserve 

VI The Business :.ran ' s English - Bartholomew-Hurlbut - 1938 

( a) Bartholomew, ,f. E. (No ihformation available) 

(b) Hurlbut, Floyd 

1. Degrees: A.B. - 1903 - Princeton 
Pd. rd.-1916 - New York University 
liumerous advanced courses et Col umbia Uni

and at State College for Teachers 
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( b) Hurlbut , Floyd (Continued) 

2. Positions held before book was written: 
Teaohing Principal , Union School, Oriskany, u. Y. 
Teaching Principal , High School , \Yest Winfield ,n. • 
Teaching Principal , High School , Islip , N. Y. 
Superintendent of Schools, Bay Shore , N. Y. 
Examiner , State Education Department , commerioal 
subjects , seven summers 

:.!ember Regents ' Question Committee , commercial 
subjects, six years 

3. Position held when book was written: 
Superintendent of Schools, Bay Shore, u. Y. 

4 . Present position: 
Retired since June , 19:39 

5. Other Experience: Joint author of four texts on 
busine as training, the latest of which is 
Introductory Business Training by Brewer, Hurlbut , 
and Caseman, 1940, Ginn and Company 

VII English For Business Use - Reigner - 1938 

Rei gner , Charles G. 

(No information available) 

III English in Modern Business - Babenroth- McNamara - 1929 

( a) Babenroth, Adolph Charles 

1 . Degrees: A.B . - 1904 - Northwestern 
A. M. - 1906 - Harvard 
Ph.D. - 1921 - Columb i a 

2. Positions held before book was written: 
1919- 1923 - Taught English in Columbia University 

Extension 
1923-1925 - Appointed as Lecturer in English 

1925 - Assistant Professor of English 
Reappointed every year thereafter until 
his death in 1928 

3. Book published following his death 

( b) !.foNa.mara, Edward J. 

(No infol'1llation available) 
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IX Business English - Rosa - 1937 

Ross, Walter 

1. Degree: B.S. - 1921 - Duquesne University, 
Pittsburgh, Pennsylvania 

2. Positions held before book was \'ll'itten: 
Two years in pul>lic schools 
Ten years in business college 

3 . Position held when book was written: 
Teaching in the Elliott School of Business , 
Wheeling, West Vix ginia 

4. Present position: 
Retired December 1, 1939 

5. Other experience: 
Taught methods classes in summer session of 
Bowling Green Business University, Bowling Green, 
Kentucky 

Taught in the evening school division of Duquesne 
University 

Teacher in South Hills High School, Pittsburgh, 
for twenty-two years 



CHAPTER V 

CONTENT OF TEXTBOOKS 

Author's Purpose 

The purpose of each author in writing his text is stated 

by means of the folloWing quotations from the preface or in

troduction. 

English of Commerce - Opdyoke 

Language must be adapted to the work required of it •• • •• 
English for business-building purposes must be adapted. It 
has its technique and its vocabulary just as English for any 
other purpose has • •• • • inasmuch as the vast majority of com
mercial pupils enter business from the high or the business 
school, they must also be t aught in English classes something 
about business--its content, its dialectic , its miracle, and 
its romance. If they are permitted to enter business with 
no business background, then they have their teachers of 
English partly to blame. If they are permitted to enter 
business with perverted notions regarding the relation be
tween literary and commercial values, then their teachers of 
English have been criminally at fault . They must be assisted 
then, to strike a balance between the two, to arrive at true 
perspectives ••• •• The plan of the book is this: The first four 
chapters attempt to give a thorough-going drill in the funda
mentals of good English. The following four chapters deal 
with subjects special to the pursuits of business. Chapters 
nine, ten, and eleven contain materials more for reference 
than for study •• • •• The content throughout is presented from 
the commercial angle. 

New Business English - Hotchkiss-Drew 

The authors mention the fact that in recent years busi

ness men have been more determined that their employees 

should have a mastery of business English. It is found that 

the specific requirements of business men differ, but "They 

agree that business English covers four essentials": 

( 1) An understanding of people and of the ways to win 
their favorable response . 

( 2) A command of the essentials of good English, 
especially sentence structure and diction. 
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( 3) A familiarity with the common business forms and 
usages. such as the correct make-up of letters. 
remittances. and the like. 

(4) A general knowledge of the most important types 
of commercial transactions. such as buying. 
selling, and collecting. and the right methods 
of handling them. 

The authors of this text have prepared and directed 

training courses in business English which have been estab

lished by leading corporations for their clerks and corres

pondents . The content and methods have been practically the 

same as those used in this text . 

Throughout the book will be found a profusion of exer
cise material. selected from the actual day's work of business 
houses . The exercises and the illustrative letters are nearl 
all based on genuine situations. but. with a few obvious ex
ceptions, fictitious names have been inserted in place of the 
real ones, and other identifying marks have been removed. 

The English of Busine ea 
Hagar-1/ilaon-Hutchinson-Blancha rd 

This text is based on an exhaustive study of state and 

city courses of study and various committee reports on the 

subject of Engl ish teaching. 

Although there is a marked difference of opinion ex
pressed in these reports as to what should be included in the 
secondary school English course , they are all agreed on the 
minimum essentials of such a course ••••• By using these min
imum essenti als as a basis for this course , the authors have 
endeavored further to interpret these various committee re
ports and courses of study in terms of 'English for the com
mercial student' . 

Uuoh of the first part of this course is nothing more or 
less than a carefully planned review of the fundamental prin
ciples of English grammar - and the application of these 
principles to 'business literature'. 

The purpose of Part Three, Business Correspondence. is 

to develop effective business English expression through 

roblems that ive practice in writing. 
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Modern Business English - Davis-Lingham-Stone 

The authors of this text state that they "have tried to 

keep strictly to the purpose implied in the title of their 

text, 'Uodern Busine sa English 1 11 • 

In developing this book they have felt that theory 
should be minimized and application emphasized. Indeed, the 
basal text and the illustrations are justified largely as a 
helpful approach to the exercises and problems. As a conse
quence such matters as grammar , punctuation, and rhetoric, 
although discussed with some thoroughness, are treated as an 
aid to talking and writing. In brief, the book is simply an 
application of the fundamental laws of composition to such 
types of expression as are likely to be useful to a person 
in his everyday contacts with the busirl3SS world. 

Effeotive Business Correspondence - Aurner 

The constant page-for-page objective of this volume is 
to fire the student reader to a white heat of present self
interest, to urge him to a keen anticipation of good things 
to come , and finally to place those anticipated realms of 
knowledge before him in such a way that he will be inspired 
to achieve in his own right and under his own motive power 
• • • • • The material has been developed always with an aim to 
stimulate present interest in the subject. 

The authors state that the teacher, through the use of 

the materials supplied, may have Stlch aims as these: 

1. To develop sureness in the use of the basic tools 
with which the student must work - words . 

2. To acquaint the student with primary business 
procedures. 

3. To establish in the mind of the student the central 
principles underlying effective letters and to 
provide liberal practice in applying these prin
ciples. 

4 . To familiarize the student with simple business 
problems and to train him in solving them by letter . 

5. To give the student an understanding of people. 
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The Busine ea Man' a English - :Bartholoimw-Hurlbut 

The book aims, as its name suggests, to interpret Engli 
as it is used today by the careful business man. The authors 
do not labor under the delusion that business English is a 
language distinct and apart from other good :.nglish, but they 
are convinced that the business man gives to English a direc
tion and an emphasis that re quire special presentation. 

Among the things tbat a business man may fairly demand 
of his assistants are: 

1 . An understanding of English as used in business . 
2. The ability to speak and write the language of 

business . 
3. A reasonably comprehensive knowledge of how business 

is done. 
The book aims to develop an understanding of the English 

of business through the introduction of an unusually large 
number of exercises tbat deal directly with English as it 
is used in business situations. 

English for Business Use - Reigner 

The chief point of emphasis throughout the text is on 
the writing of the business letter . Part One provides a re
view which is made purposeful because the pupil is shown 
that a mastery of correct farm makes plain the way between 
the written message and the action which it is intended to 
produce. 

The text is so organized that , if desired , the class 
work may begin with Part TVA:> which deals with personal let
ters . The material of Part One is then used as a reference 
guide in matters of sentence structure and punctuation. 

In addition to the extensive work in letter writing, the 
book gives training in other aspects of business writing, 
such as reports , memorandums, and advertising. Part Six is 
devoted to spoken English in its business aspects. 

English in i.Iodern Busine ea - Babenroth- UcNamara 

The purpose of this book is to develop the power of ef
fective expression with regard to modern business situations. 
The problem has been threefold: 

1. To present the fundamentals of English with relation 
to words, sentences, paragraphs, and letters . 

2. To clarify the business situation involving such 
matters as the establishment of credit, the making 
of adjustments , collections, sales , and so forth . 

3 . To apply the principles of writing which will enable 
the student to compose letters, reports, and adver
tisements that produce results . 
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Buainess English - Roes 

The aim of this book is to provide a complete course of 
instruction and exercise material to fit the student to speak 
and to write readily the clear, correct, forceful English re
quired in the transaction of present- day business . The three 
main topics are Word Study (Grammar), Sentence Study, and 
Business Communioations ••••• The author is fully aware also of 
students' deficiencies and their need for not morely a hasty 
review but a systematic, intensive study of the fundamentals 
of grammar . An earnest effort has been made to cooperate 
with the teacher in impressing upon the student the fact that 
a reedily usable knowledge of these fundamentals is, regard
less of his likes or dislikes, lndispensable if he is to fill 
satisfactorily the kind <:If position he will likely obtain on 
completing a busine as course. 

In the chapters on Business Composition, which are 
greatly amplified in this edition, the student not only is 
familiarized with mechanical forms but also is led by easy 
steps from the writing of the simple types of letters to the 
composition of the more difficult types. 

Table of Contents of Each Text 

The writer has given the Table of Contents of each of 

the nine books. Because of the detailed manner in which sev

eral of the Table of Contents were given, it was necessary to 

limit those texts to chapter headi~s . units, or divisions. 

English of Commerce - Cpd.yoke 

Table of Contents 

Introduction by Frank A. Vanderlip 
Chapter I The Business \ford 

II The Business Sentence 
III The Business Paragraph 

IV The Business Letter 
V 'l'he Newspaper and the Magazine 

VI Advertising 
VII 1-he Business Talk 

VIII Sales and ~dvertising Literature 
IX Abbreviations and Special Terms 

(Reference Chapter) 
X Business Reports and Proof Marks 

(Reference Chapter) 
XI Business Forms (Reference Chapter) 

XII Getting a Job 
Index 
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New Business English - Hotchkiss-Drew 

Table of Contents 

Chapter 
I . What Is Good Business English? 

II . Clearness in Sentences (Through Unity) 
III. Clearness in Sentences (Through Coherenoe) 

IV. Correctness in Sentence Structure 
v. Correctness of Diction 

VI . Force in Sentence Strooture 
VII . Force in Dict ion 

VIII . The Paragraph 
IX. The Standard of Business Usage 
x. The Mechanical J ake-Up of the Letter 

XI. Official and Social Forms 
XII. Remittances 

XIII . Telegrams and Cablegrams 
XIV. The Essential <'ualities of Business Letters 
xv. The Construction of the Letter 

XVI. Routine Letters 
XVII . Claims and Adjustments 

XVIII . Collection Letters 
XIX. Applications and Recommendations 
xx. Sales Letters 

XXI . The Appeal to Various Classes 
XXII . Follow-Up Letters 

XXIII . Advertising Copy 
XXIV. Reports 

£.XX . Business Narrative 
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The English of Business 

Hagar- Wilson-Hu tc hinson-B lane hard 

Table of Contents 

Part One 

Unit I . Grammar Review 
Lessons l - 16 

II. Vocabulary 
Lessons 17-26 

I II. Principles of Effective Writing 
Lessons 26- 33 

IV. Oral English 
Lessons 31-33 

Part Two 

Punctuation 
Lessons 34- 41 

Part Three 

The Art of Writing naturally 
Lessons l-22 

Adjusting a Complaint 
Lessons 23-38 

Successful Collection Letters 
Lesson 39 

The Art of Courteous Compression 
Lessons 40-57 

Letter Problems and Solutions 
Lessons 58- 62 

Letter of Application 
Lessons 63-65 

Appendix - The Business Letterhead 

Index 
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ttodern Business Engli eh 
Davis-Lingb.s.m-Stone 

Table of Contents 

Chapter I . What Is Business English? 
II. Essentials of Grammar 

III . Punctuation 
IV. Spelling and the Use of Words 
V. The Basic Prine iples of Effective 1Vri ting 

VI. The Fonn of the Business Letter 
VII . The Letter of Application 

VIII. Letters of Introduction and Recommendation 
IX . The Buying Letter 
x. The Selling Letter 

XI. Letters of Complaint and Adjustment 
XII. Credit and Collection Letters 

XIII . The Form Letter 
XIV. tfemor anda and Intramural Correspondence 

XV. The Advertisement 
1,.-VI. Reports and Summ.arie e 

XVII . The Te legraphic Message 
XVIII. Tests end Examinations 

Appendix A 

Appendix B 

Appendix C 

Appendix D 

Index 

Grammar 

Postal Information 

Proofreading 

List of ~ooks for Reference and Reedirig 
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Effective Business Correspondence 

Aurner 

Division I - Fundamentals of Business 
Writing 

Uni t I . The Power of Business Letters 
Section 1. We Look at Records of Letter Power 

2 . How You Can Gain the Power of Effective 
~xpreesion 

3. Acti on Ahead 

Unit II . Starting the Power- Drive Toward Effective Ex
pression - Llastering the Tools to Be Used 

Section 4 . Setting Up the Letter Laboratory for Action 
5 . Letters Are Always on Drees Parade 
6 . Structure of the Business Letter 
7. Effective Sentences and Punctuation 
s . The Power of Wards as .iffective Toole 
9 . Accuracy Sharpens the Toole of Expression 

Uni t III. Creating Effective Business Letters 
10. Letter Plan: Developing the C- Qualiti es 
11. Constructing the Body of the Letter 
12. The Psychology of Tone 

Di Vision II - The Host Important Types 
of Business Letters 

Unit IV. Sales Letters 

Unit V. Adjustment Letters 

Unit VI . Credit and Collection Letters 

Unit VII. Personal Sales Letters 

Reference Section 

Index: 
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The Business Man's English 

Bartholomew-Hurlbut 

Table of Contents 

Chapter I - The Business Man's English 

Appendix 

Index 

II - The Vocabulary of Business 
III - Common Errors 

IV - Spelling and Capitalization 
V - Speaking the Business Lian' s English 

VI - Pronunciation 
VII - Choosing the Right Word 

VIII-- The Sentence - Clearness 
IX - The Sentence - ~mphasis 
~ - The Paragraph 

XI - Punctuation 
XII - Letter Form and Arrangement 

XIII - The Simpler Types of Busi:oo ss Letters 
XIV - Credits end Collections 

XV - The Adjustment of Claims 
XVI - The English of Selling - Advertising 

XVII - The English of Selling - Sales Letters 
XVIII - The English of Selling - Oral Salesmanship 

XIX - Form Letters and Form Paragraphs 
XX - The Supervi. sion of Correspondence 

XXI - Letters of Introduction and Recouunendation 
XXII - Letters of A~plication 

XXIII - Other Forms of Communication 
XXIV - Parliamentary Procedure 
xrv - Report Writing 

XXVI - Proof Reading 
XXVII - Filing and Indexing 

XXVIII - Postal Infornstion 
XXIX - Abbreviations and S1gis 
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English for Business Use - Reigner 

Table of Contents 

The Purpose and Use of This Book 

Introduction 

Part One - The Tools of Writing 
Section I - Fundamentals of Grammar and Sentence 

Part Two -

Structure 
II - Clearness Through Punctuation and 

Capitalization 
III - Selecting the Right Word 

Your Personal Letters 

Part Three - The Letter in Business 
Section I - Giving the Letter an Attractive 
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II - Fundamental Factor a in Business 

Letter Writing 
III - Your Business Vocabulary 

IV - Letters About Buying and Shipping 
V - Inquiries, Claims, and Adj ustmente 

VI - Credit and Collection Letters 
VII - Letters that Sell Merchandise and 

Ideas 
VIII - Letters that Sell Your Services 

IX - At the Correspondent's Desk 

Part Four - Telegrams, Memorandums, and Reports 

Part Five - Advertising 

Part Six - Spoken Englilil 
Section I - Pronunciation 

Supplement 

II - Correct Grammar in Spoken English 
III - Talk in Busim es 

Section I - Mail Matter 

Index 

II - Special Addresses and Salutation 
III - Proof Reading 

IV - Irregular Verbs 
V - Abbreviations Sometimes Used in 

Busine SB 
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English in Lfodern Business 

Babenro th-t.ioNamara 

Table of Contents 

Part I 

Chapter I - Point of View 
II - Mechanics of Writing 

III - Essential Qualities of Business Writing 
Correctness in Words 

IV - Essential Qualities of Business Writing 
Correctness in Sentences 

V - Essential ~alities of Business Writing 
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VI - Essential ~ualities of Business Writing 
Compactness 

VII - Essential ~lities of Business Writing 
Character; Concreteness; Cheerfulness 

VIII - Essential ~ali ties of Business Writing 
Construction 

IX - Yechanics of the Letter 

Pert II 

X - The Sales Letter 
XI - The Sales Letter: Establililing Contaot 

XII - The Sales Letter: Creating Desire 
XIII - The Sales Letter: Convincing the Reader 
XIV - The Salee Letter: Stimulating Action 
rv - Appeals to Special Classes 

XVI - Follow-Up Sales Letters 
XVII - Inquiries, Orders, and Responses 

XVIII - Credit Letters 
XIX - Collection Letters 

XX - Adjustment Letters 
XII - The Letter of Application 

XIII - Business Reports 
XXIII - Advertising 
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Index 

Style Studies 
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Businese Ene;lieh - Ross 

Table of Contents 

Chapter 

Preface 
Some Introductory Remarks 

I. Nouns 
II. Adjectives 

III . Verbs 
IV . Verbs - Continued 

V. Adverbs 
VI . Connecting Words 

VII . Pronouns 
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TABLE IX. 

DISTRIBUTION OF SUBJECT ?iATTER 

Topics Number of Pafes Given to Each ToEio 
Discussed 1• II III I V VI VII VIII IX 
Grammar 

Punctuation 6 15 86 18 42 10 85 13 35 
Parts of Speech 12 72 46 ( 81 ( 103 68 137 
Word Study 55 22 34 42 ( 81 ( 103 38 16 19 
Paragraph 41 16 2 2 9 9 2 4 l 
Sentence 49 63 2 14 12 14 4 17 24 
Basic Principles of 
Effective Writing 30 16 59 46 104 

Uechanics of 
Letter 24 13 20 41 103 35 28 15 44 

Letters 
Application 6 13 11 24 31 14 17 17 7 
Introduction l 9 2 3 2 
Recommendation 3 4 l 9 7 3 l 6 
Order 2 7 l 14 1 20 10 6 
Sales 6 33 4 43 62 23 33 75 31 
Complaint) 10 17 6 24 26 5 19 13 10 Adjustment) 
Credit 2 2 4 11 3 8 19 
Collection 7 21 12 14 11 10 19 26 8 
Inquiry 4 5 l 4 6 9 4 
Follow-Up 9 10 2 5 l 18 'l 
Acknowledgment 2 1 2 l 
Hurr y-Up 5 'l 
Form 3 9 'l l 3 
Remittance 2 6 1 3 12 'l 

Other Business 
Forms 

Inter- office 
Communication 3 11 

Telegrams 3 'l 2 5 13 2 5 
Cablegrams 2 3 l 2 1 
Advertising 31 1'7 17 l 10 26 14 
Reports 3 10 l 14 4 11 28 
Business Talk 6 4 11 
Filing 5 l 11 14 

*Texts indicated by Roman Numerals - For Titles 
see Table VII, Chapter III, P • 10. 
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AIDS FOR usnm TEXTS 

Aide I* II III IV V VI VII VIII IX 

Appefa1.1x None Good Poor Good Good Good Good None Fair 

Bibliography None None None None Hone None None Good None 

Foot-Ho tea Hone None None None None None None Mone None 

Index Goou. Fair Good Good E:xcellen t Good Good Good Excellent 

Table of Contents Fair Fair Good Good Excellent Good Good Excellent Excellent 

Pupil Assignments I 

Questions Good Fair Fair Good Good Good Good Good Excellent~ 
I 

Problems Good Fair Fair Good Good Good Good Good Excellent 

I1!0d el Lett era Good Good Poor Good Good Good Good Fair Good 

Rules and 
Defini ti one Excellent Poor Excellent Fair Good Good Good Fair Excellent 

Paragraph Headings Good Fair Good Fair Good Good Fair Fair Excellent 

List of Books for 
Reference & Reading None None None Good Excellent None None None None 

Workbook None Good Good None Good l~o~ Good None Good 

*Texts indicated by Roman Nt1111erala - For Titles see Table VII, Chapter III , P• 10. 
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Method of Approach 

English of Commerce - Opdycke 

The author's method of approach in this text is through 

a drill in the fundamentals of good English. The author does 

not intend that anyone shall think that his order of presenta

tion is the only order of study. The chapters and sections in 

the chapters should be selected as they are needed. However, 

the first four chapters are necessary in the earlier part of a 

business course. The author from the fir st sentence stresses 

the importance of words, and the pupil is constantly reminded 

that he is studying words , sentences, paragraphs , and letters 

because of their i~portance in business. The subject matter 

has an immediate appeal to pupils. The tremendous importance 

of business letter writing and interesting points about let

ters that have been successful or have been failures in actual 

life situations is told in a very interesting manner . The 

division of subject mat ter is such that it will meet varying 

c l assroom needs easily and naturally. 

New Business English 

Ho tchkiss-Drew 

Such a text as this could well be studied by people who 

have had some business experience . It presupposes a general 

knowledge of the fundamentals, and each division is placed in 

a setting of actual experiences. An example of this occurs 

in the study of the sentence. The sentence is not studied as 

a sentence but as a compact expression of the business world. 

The harm of unnecessary words , unemphatic sentences, 
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repetition of words in a sentence, and balanced sentences are 

all given a discussion. Chapters on unimportant words and 

misused words vividly show the office worker some of his mis

takes . Some of the chapters in this book have negative title 

such as "Incorrect Punctuation" . Such titles make an error 

appear more vividly to the pupil. 

The English of Business 

Hagar-1'/ila on-Hutchinson-Blanchard 

The authors of this text state that grammar is the yard

stick by which all composition may be neasured. An employer 

of the beginner in business does not expect the employee to 

write the letters or advertisements of the firm, but he does 

have a right to expect the employee to know how to put on 

paper in correct form the words and sentences dictated to him 

With a knowledge of the fundamentals of English the employee 

will also be able to correct any mistakes made by the dic

tator. About three-fourths of this book is devoted to the 

study of fundamentals. 

After the pupil has learned to use correctly the words 

he already knows and to punctuate what he writes, he is then 

ready for the more constructive type of English instruction. 

Part Three takes care of this in a discussion, "The Art of 

Writing Naturally". In this section the pupil is encouraged 

to write naturally. Real letters are not written by people 

who use "cut-and-dried" rules but by the person who expresses 

himself in a sincere and original manner. 
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Thie text ie one whioh is easily read by high school 

pupils . "High-powered" ealee and collection letters and other 

materials not within the experience of high school pupils have 

been omitted. 

Modern Business English 

Davis-Lingha~-Stone 

The method of approach used by the authors of this text 

is through a review of the fundamentals of good English. The 

authors recognize the importance of a knO'Hledge of grammar , 

but in developing the book they have minimized theory and em

phasized application. The material and exercises given on 

grammar are very interesting to pupils because the authors are 

assuming that the pupil has the ability to apply his know

ledge. The author gives the drill in rules that he considers 

necessary, stresses spelling, and discusses the basic prin

ciples of effective writing. One chapter is given to the form 

of the business letter, and th en the authors discuss the im

portant types of letters separately. Many good model letters 

and exercises are given. 

Effect! ve Business Correspondence 

Aurner 

Thia book is a story-like presentation of matters of 

business as they occur in real life . He believes that the 

interest of the pupil is the all-determining factor in his 

success. He believes also that after the pupil has become 

interested, the second factor in his success becomes the de

gree to which he can be made to apply himself. The writer 
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believes that the language used by this author is the language 

of the pupil . He evidently understands pupils of this age. 

In one of his early sections on letter writing , this occurs in 

bold type: "The Letter That Sold $22,267 . 64 Worth of !Jerchan

dise". Who would not be interested? 

One of the chapters is called "Starting the Power Drive" . 

The author intends that his book shall be interesting and not 

routine as are many texts. 

The Business Man I s English 

Bartholomew-Hurlbut 

These authors stress English not so much as a school sub

ject but as a language for business use. The points of gram

mar are not discussed as such but appear under such headings 

as "common errors" and "choosing the right word" . These 

authors also place emphasis on how business is transacted. 

English for Business Use 

Reigner 

The chief point of emphasis in this text is the writing 

of the business letter. The author has stressed the point 

that the English of the classroom and the English of the busi

ness world are two quite different things. He believes that 

employees are criticized not because they lack training in the 

technique but because they are unable to apply the training 

which they have. A knowledge is important, but it is far more 

important to be ab le to apply that knowledge to a given situa

tion. Sincere writing or speaking comes from an actual ex

perience or a real thought-pattern. 
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The book is organized so that class work may begin with 

Part II, which deals with personal letters. The material of 

Part I is then used for reference. The assignments in the 

division on letters are divided into two parts. The first 

group deals with situations with which the pupil has first

hand knowledge. The second group of assignments deals with 

the letters of business operations. 

English on Modern Business 

Babenroth- McNamara 

The approach in this text is through the English lan

guage as used in business. Very little discussion is made of 

grammar, but the contact made by its use through the employee 

is given a liberal discussion. The text presupposes a know

ledge of the fundamentals and stresses the application of 

them as is shown in the discussions on compactness, concrete

ness, cheerfulness, convincing the reader, stimulating action 

and his appeal to special classes. 

Business English - Ross 

Approximately two hundred pages of this text are devoted 

to the study of the fundamentals of English. The author 

states that a systematic study of any subject leads without 

fail to the learning of technical terms. Golfers would have 

no pleasure in their game if they did not understand the mean 

ing of the terms of the game. The same is true of the busi

ness world . The writer of business letters is continually 

embarrassed if he is not sure of the relationship of words 
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in the letters which he writes . Mastery of the technique of 

any subject is the first step . The pupil then at least has 

knowledge. The arrangement of sentences, choice of words, 

and paragraphing will then be easy because the worker is sup

plied with the tools. 

Thie author has made one of the best approaches through 

the grammar method . 



CHAPTER VI 

MECHAlHC.c.L !JAKE- UP OF TEXTBOOKS 

TABLE XI 

BINDING 

Headbands 
Textbooks Sewed Stitched With Silk Cotton Taped 

I* Yes Yes Yes Yes 

II Yes Yes Yes Yee 

III Yee Yes Yes Yea 

r:v Yes Yes Yes Yes 

V Yes Yes Yes Yes 

VI Yes Yea Yea Yes 

VII Yes Yes Yes Yes 

VIII Yes Yes Yes Yes 

IX Yes Yes Yes Yea 

*For Titles which correspond to the Roman Numerals, 
see Chapter III, Table VII, P• 10. 
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TABLE XII 

DECORATIONS - COVERS - PAPER 
Decorations Covers Paper 

B"IruiRed 1rnter- Good Easily E'il'Iish 
Textbook Inked Uetsl In proof Light Dark Quality Torn Tint Dul1 Glossy 

I* Yes Yes Yes Yes No Cream Yes 
iVhite 

II Yes No Yes Yes No White Slightly 

III Yes Yes Yes Yes No White Slightly 
Cream I 

IV Yes Yes Yes Yes No 11hit e Yes II" .... Cream I 

V Yes Yes Yes Yes Yes Yes No White Slightly 
Cream 

VI Yes Yes Yes Yes No 17hi te Yes 
Cream 

VII Yee Yea Yes Yes No White Yes 
Cr eam 

VIII Yes Yes Yes Yes Uo White Yes 
Cream 

IX Yes Yea Yes Yes Yes Ho Whi te Yee 

*For Titles which correspond to the Roman Numerals, see Chapter III, Table VII, p. 10. 
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TAJ3LE XIII 

TYPOGRAPHY 

Kind of T:£:2e 
Text- Kind used Size o:f Type Size of Pa5e in Picas 
book Principally Principally ,1Iatli '.tengtli 

I * Century 
Century Italics 10 point 26 38 

II Century 10 point 23 36 12 point 
Century 

III Century Italics 10 point 24 37 
Century Roman 

IV Century 
10 point 

2~ 38 12 point 

V 
Century 10 point 24 41 Century Italics 

VI Century 10 point 22 36 

VII Century 10 point 24 39 

VIII Century 10 point 25 43 

IX Century 10 point 24 37 

*For Titles which correspond to the Roman Numerals, 
see Chapter III, Table VII, P• 10. 



CHAPTER VII 

ADAPTAB ILITY 

Fulfillment of Purpose 

English of Commerce - Opdycke 

The writer believes that the author of this book has 

fulfilled his purpose in the writing of it because the orgtil

izLtiou is rood . and the division of subject is such that it 

can be adjusted to any claPeroom need. The author opens his 

preface by saying that "Language must be adapted to the work 

required of it. 11 1 He in:licates that great speakers and writ

ers are great because they are able to fit their language to 

a certain circumstance . His book has been developed in three 

parts. The fi1·st is a drill in the fundamente.18 of good 

English. The second division deals with subjects of business. 

The following subjects are disC11ssed: newspaper, magazine, ad

vertising, the business t&lk. and sales. The third part deals 

with materials to be used in connection with previous parts -

business reports, forms , and the art of getting a job . 

New Business English 

Hotchkiss- Drew 

The authors of this book have intended that theory should 

be minimized and great emphasis put on the application of 

such. They emphasize a knowledge of understanding people, a 

command of the essentials of sentence structure and diction, 

a familiarity With common business fonns, and a general 

lJohn B. Opdycke. Engl ish of Commerce, p . v. New York: 
Charles Scribners' Sons , 1932 . 
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knowledge of important types of business transactions. Many 

of their discussions are attacked in a negative way, such as 

incorrect punctuation, unnecessary words, words commonly mis

used, and unimportant words. 

Thie book is evidently intended for people who have had 

some business experience as their evasion of the study of th 

ory and the strong emphasis on application would indicate. 

The authors believe that a complete mastery of the applicatio 

of the principles comes only with long practice. The writer 

believes that they have been able to give one of the most 

thorough discussions for the person who has already entered 

the business field. 

The Engl.i sh of Busi mes 

Hagar-Wileon-Rutchinson-Blenchard 

The authors of this text believe that teachers of high 

school commercial subjects should concern themselves chiefly 

with the matter of correction ratb3r than the matter of con

struction and have developed their book W1. th this in view. 

No effective expression can be made without a thorough know

ledge of the fundamentals and consequently Part One of th is 

text, or 228 pages, has been devoted to the study of the 

fundamentals. The fundament&ls are so dis cussed that empha

sis is placed on the essentials that have a direct bearing on 

the work of the office worker . l?art Three is devoted to a 

brief course in business letter writing. The letter problem 

method is used and has been approached from the constructive 

point of view entirely. The purpose is to develop effective 
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business expression through problems which the authors have 

tried to make appear real. These authors realize that the 

average student has had no business background and that a 

business problem lacks reality. The writer believes that 

these authors have succeeded in erecting a satisfactory basis 

for the working out of these problems . The artificiality of 

many problems is avoided in this text because many of the 

problems are concerned with experiences with which the student 

is familiar. 

l.lodern Business English 

Davis-Lingham-Sto ne 

The authors of this text have named the book "Modern 

Business English11
, and the writ er feels that they have ful

filled their purpose in the development of their book accord

ing to that title. The study of theory has been minimized 

and more emphasis placed on the application of it. Actual 

busine as experiences and problems are reviewed with valuable 

reality. The authors are successful in their presentation of 

the problems confronting most business people , and it is one 

of the best texts available to the employer, or employee who 

has advanced beyond the student stage . 

The treatment of the fundamental s is light. Review ex

ercises are plentiful and problems at the close of chapters 

make applicable the theories contained therein. The authors 

have really succeeded in making application of the fundament

als the main feature of the book; snd the text is veJ.uable 

if the previous training of the pupil has been sufficient to 
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give him a knowledge of the fundamenta ls. 

Effective Business Correspondence - Aurner 

The author has developed this book with two ideas in 

mini. The first is stimulating present interest in the sub

ject. The attitude of the business or professional man as 

well as the student is the most important factor in his op

portunity for success. After an intense desire is created, 

the degree to which a pupil can be made to apply himself is 

the second factor that makes for success. 

The first unit of this book would encourage even a dull 

pupil to read a little further. The following examples stim

ulate interest: "Turning an $80,000 loss into a $121, 000 

profit - by letter." Such a statement will bring interest. 

The pupil is first given a chance to examine the tools that 

are to be hie in business expression and warned against errors 

that will rUin these tools . In the second unit the pupil 

learns how to develop idea s and form good letters. In the 

third unit he learns about the different types of business 

letters. The pupil also lee.rns how to write business reports, 

outlines. summaries, memorand&, and how to speak without con

fusion. 

Tlla Business .. !an1 s English 

Bartholomew-Hurlbut 

The authors of this text tell us that business English is 

not a la.nguage apart from good English, but they show convinc

ingly that a business man does give a different emphasis. The 

business man has a right to expect that hie employees have an 
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abili ty to speak and write as business people. Generous 

space is also devoted to discussions as to how business is 

transected. The authors believe that the business language 

is almost a foreign language to the beginner and have treated 

the matter as such. Special emphasis is given to oral Eng

lish, which is of as much i mportance in buaine ea training as 

the English which is written. 

The writer believes that the authors have accomplished 

their purpose in this book 1n making bu sine as English a dis

tinct language in not so much a study of the English language 

as in an application of the English language to business . 

Engl. ish for Business Use - Reigner 

In this text the author bas intended to place special 

emphasis on the letter in busine as . Part Two of the text, or 

224 pages out of a total 460 pages, has been devoted to the 

letter. He has given a meager discussion of grammar , punctua

tion, and rhetoric , but he says that his concern is not with 

words as words , but with the power of wards to sti mule te ac-

t ion. His course in the treatment of accuracy in the choice 

of words is one of the best. 

English in Uodern Business 

Babenroth-LfcUamara 

The writer believes that the authors have succeeded in 

carrying out their purpose in this text. 

In the fir st chapter, 11 The Point of View, " the student 

is encouraged to put his imagination to practical use in 

adapting standard English to business needs. J. good common-
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sense discussion of the need for following strictly the major 

rules for spelling, punctuation, capitalization. grammar , anl 

sentence structure follows . 

The definitely labeled examples clearly point out to the 

pupil just why one form expresses the right thought while an

other one does not . 

Twelve chapters are devoted to business letters, and 

seven of these are devoted to sales letters. 

Business situations are simplified in this text by 

forceful illustrations. 

Business English - Ross 

The three main topics of business English are word study, 

sentence study, end business communication. The author's pur

pose was to complete a course of instruction that would pre

pare the student to write and speak readily the clear, correo 

forceful English required in the transaction of present day 

business. The writer feels that the author has accomplished 

his purpose . 

Hie statement of principles is concise. The author also 

progresses :from the kncmn to the unknown. 11ord study include 

Chapters I to VII; Sentence Study, Chapters VIII to IX; Lette 

Writing, Chapters X to XVI. 

Re understands that most pupils need a systematic inten

ei ve study of the fundamentals o:f grammar; snd a usable know

ledge o:f the fundamentals is necessary to fill satisfactorily 

a good position. The author bas stressed the all-importe.nt 
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things first. the basis being a usable knowledge of the 

fundamentals ands thorough study of its application to 

business . 



CHAPTER VIII 

CONCLUSIONS 

The authors of the busine as Engl i sh text s included i n 

this study have varying ideas of the impor tance of certain 

i tems relative to the mental devel opment of the pupil . Some 

of the authors have forgotten the importanoe of present in

terest on the part of the pupil . Other authors presuppose a 

thorough knowledge of grammar and begin where business begins . 

The writer believes that certain items are necessary in 

the business English text to be used by the high school 

pupil. Uost of these pupils do not have a sufficient know

ledge of our language; therefore a liberal portion of any 

high school business English text should be on grammar, even 

if it is considered uninteresting by some pupils . A text for 

high school grades should include an introduction to the forms 

of the business world . This should include word study, not 

just as words , but as words used in business. The sentence 

in business , a compact statement in a concise way with no 

waste and no superfluous words , should be studied as well as 

the paragraph. 

A good text in business :Eng]..i sh should include a study 

of the business letter , a study based on simple situations 

with whioh the student is already familiar and a study which 

brbnohes into simple, actual experiences of the business 

world . This discussion should also include an introduction 

to other business forms . Finally, the text should include 

some treatment of oral English as used in business and should 
- 50-
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ehow the pupil the imports.nee of being able to speak fluently 

as well as to write well. The use of the telephone is very 

important in business and the writer feels that sorre of the 

authors have slighted this important factor. 

Determination of the text to be used in a bi~ school 

class is dependent upon the situation, the method employed by 

the teacher, and the type of pupil under consideration. 

If the business English class is not made up of a rather 

select group of commercial majors, and it it cannot be called 

a corrective course, the following books would be very satis

factory: 

Business English - Ross 

English for Business Use - Reigner 

English of Commerce - Opdycke 

Modern Business English - Davia-Lingham-Stone 

The English of Business - Hagar-ifilson-Hutchinson
Blanohard 

Mr. Ross in his text, Busine es Engl ieh, realizes the im

portance of the pupil's knowledge and use of the technical 

terms of our language. Because of this knowledge Rose has 

supplied sufficient material for a thorough study of the fund

amentals. 

The writer finds that Ross has given one of the beet 

studies on grammar. His study of the business letter is very 

good, and throughout the text there is found an abundance of 

material for the application of the principles. Hie workbook 

favorably impressed the writer. The pages are conveniently 
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pei·forated, allowing the teacher to have the pupil's work re

moved and yet leaving the disctEaion of the assignment . How

ever, the author has omitted the stuly of oral English. 

In English for Business Use Reigner has given a splendid 

discussion of grammar, perhaps a little more interesting than 

many grammar studies. His treatment of all the fundamentals 

of l anguage is from the viewpoint of the business man. His 

effort in placing the pupil in an imagined business situation 

is good . The supplementary section ani index of this book are 

good. Two good workbooks have been prepared for use in this 

course, one covering grammar , sentence structure, and spell

ing, and the other on the subjects of punctuation, capitaliza

tion, and word choice . 

English of Commerce - Opdycke 

L!r . Opdyoke has given in the first four chapters of his 

text a thorough drill in the fundamentals of English in his 

discussions of The Business 11ord , The Business Sentence , The 

Business Paragraph, and The Business Letter . This text would 

be very usab le in a high school business English class; how

ever, the writer doubts the advisability of spending so much 

time on word study . There is no workbook to be used w1 th thi 

text. 

Uodern Business English - Davi s-Lingharu-Stone 

In this text the authors have given sufficient discus

sions to the study of the fundament~ls. Because of the way 

in which many of the exercises are handled, it will be neces

sary for the teacher to add supplementary material . The 
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authora plan for the text to be used in a corrective course 
' 

and many times pupils need explanations which are not given. 

The discussion of letter writing in this text is very good. 

In it the authors have touched upon all of the important 

types of business letters instead of giving so much emphasis 

to just a few types. There is no workbook in connection 

with this text. 

The English of :Business 

Ragar-17ilso n-Hut chins on-Blanchard 

The authors of this text have prepared an excellent study 

of gram.mar . Part Two, which is devoted to punctuation, is es

pecially outstanding. Part Three of this text is devoted to 

letter writing. The writer believes this di3cussion slightly 

inappropriate for the immature mind. The authors have at

tempted, in the letter of application in particular, to en

courage the pupils to use any method in order that their let

ters might attract attention. The pupil who is not naturally 

clever and original is at a loss in a study of this kind. The 

workbook to be used with this text is very good, giving suf

ficient drill in gr am.mar and punctuation. 

The writer would group the four remaining texts under two 

het>dings. 

For the pupils who are a li t tle more adv&nced, the writer 

would reco.mnend: 

Effective Business Cor respondence - Aurner 

.imglish in lifodern .tlusiness - Babenroth-Lrcneirera 
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Ur . aurner has not used the ordinary method of discussing 

grammar . His first thought is conce1ning the interest of the 

pupil . This text would hold the interest of pupils. The 

fundamentals have been discussed as a force in business. ?he 

author has also given a splendid discussion of the business 

letter . A good workbook is available for use with this text. 

Babenroth and ii!cUamara have not devoted as much time to 

the study of the fundamentals as some of the authors . The 

chapters given to the various kinds of letters are good. 

These authors have also given good discussions on business 

reports and advertising. 

For the individual who has had some business training , 

the writer would suggest: 

New Business English - Hotchkiss-Drew 

Business Man' e English - Bartholomew-Hurlbut 

These would be splendid books for the post-graduate 

student. 
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