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***** Excerpt from The Business Man s Encyclopedia, Vol. 2: The Business Man s Brain; Partners, Insurance,
Postal Laws, Business Data, Dictionary of Business Terms The rules, which apply rather to the thought than to
the way in which the thought is expressed, are six in number. Anyone who has to judge the value of a. Busi ness
letter before it is mailed will find in them tools far more significant than his own individual preference or
dislikes. Avoid Debatable Statements. - Never assert in any way in your letter that which is debatable or untrue.
In other words, never give the prospect a chance to argue, to doubt you, or to say no. Every sentence and
paragraph is to be so written that the prospect must admit its truth. There is a danger, for instance, in saying
You are a busy man, or You have seen our letters. You do not know these facts for certain. You can get around
the difficulty by adding doubtless or a similar qualifying phrase, which makes your sentence absolutely true.
The significance of this principle will probably not become entirely clear, however, until we come later to the
underlying psychology of the matter. The same is true, in part, of the five rules following. About the Publisher
Forgotten Books publishes hundreds of thousands of rare and classic books. Find more at This book is a
reproduction of an important historical work. Forgotten Books uses state-of-the-art technology to digitally
reconstruct the work, preserving the original format whilst repairing imperfections present in the aged copy. In
rare cases, an imperfection in the original, such as a blemish or missing page, may be replicated in our edition.
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