
LESSON 24 
Letter 4 

PAPER: A5 (148 x 210 mm). Put it 
into the machine against the 
paper guide at 0 on the scale on 
the left. Turn up 4 single lines. 

MARGINS: Pica, 10-48; Elite, 

12-58. 

TARGET TIME: 8 minutes. 

Use your framework from Lesson 
21 and the rules for line-end 

division of :fJOrds from Lesson 15. 

Letter 5 

PAPER: A4. 

MARGINS: Pica, 15-67; Elite, 
25-75. 

TARGET TIME: 16 minutes. 

Turn up 13 single lines to allow for 
an imaginary heading. 

Practise Centring 

A5 paper (148 x 210 mm). 
Turn up 7 single lines before 

starting. 
Clear margins and tabs. 

UNIT 6 

Clear the margins out of the way. Measure the paper on the bail bar to find the middle, 
and after setting a tab in the middle, centre: 

THE SECRETARIAL COLLEGE, 
10 Ascot Road, 

Boscastle. 

Ref. KP/DG 
To-day's date 
Miss Jane Roberts, 57 High Street, Bude, Cornwall. 
Dear Miss Roberts, Thank you for your letter enquiring 
about typing classes at this College. 
(New Paragraph) 
Full details are given in the enclosed Prospectus. We 
advise early enrolment as typing classes at the 
elementary level are very popular and rapidly fill up. 
Yours truly, K. Pugh, Head of Secretarial Department 
Enc. 

Ref. RPJ/CD 
To-day's date 
I. Porteous, Esq., Windy Ridge Farm, Long Lane, Stafford. 
Dear Sir, As a valued customer of long standing we would 
like you to consider using our new Triple X strain of hens. 
We are introducing this new brown egg layer in the coming 
Spring to a limited number of new customers. (Paragraph) 
Exhaustive tests in the South of England have shown that 
the Triple X strain combines the high yield of a white 
egg layer with the extra retail value of brown eggs. Now 
for the first time it is possible to produce brown eggs 
as cheaply as white eggs. This strain has been outstanding 
in trials and couples early maturity with low mortality. A 
good large egg standard has been maintained over long 
periods without loss in egg shell colour or quality. 
(Paragraph) Full details of all trials and our special 
offer of low prices for the first season only, are in the 
enclosed literature. Mr. Ryall will be coming to see you 
soon. 
Yours truly, R. P. JUKES & CO. LTD. 
Ray Jukes Technical Advisor 
Enc. 
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