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and also how to hold the pen correctly. Success in attaining
a good handwriting depends very much on these things. One
must, therefore, carefully study and practise the directions here

given. po
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] 8. Position of the Body.—A correct position of the body and

Letters play important roles in public and

80POBBOBOE professional communication and also reveal
| significant developments in the workplace and in

technology.
Business, legal and other non-personal letters evidence the gradual shift
that saw male scribes replaced by male secretaries, and male secretaries | & =
| feet is quite as essential as that. of the arms and hands. Care-

and clerks with female typists. They make it possible to map the impact
of broader technological developments on human communication. They
track the move from quills to pens, pens to typewriters (manual and then

fully study and imitate the position shown in Fig. 1. This is
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