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One of the most important things we leaxn in school is how to
communicate. It is a skill that is absolutely essential ¥o your suc-
cess, no matterwhat career path you follow,

Despite the dramatie innovations in technology—-Ilaser beams,
fiber optics, memory chips, satellites, ete.—that are changing the
way machich we communicate, the written word is still important

and will alicays be . .
Letteraeriting, in parfi(-u'?ar, continues tobe one of the best
means there is for communicating with someone, whether for .

business or personal purposes. -

Letters and cards are also the tools o f owr democracy, They help
formcopinions and influence our government processes. They also
preserve memories and brighten our lives. I can tell you that, per-
sonally, there’s nothing Ilook forward to more than a letter from
one of my daughters. { - \

Letters and cards will always be @ means of both communicat-
ing and preserving your th oughts, your feelings, your personality
—yourself. S

We believe this booklet can help give you more know-how, more
theentive, and more confidence in yourletterwriting. I hope you

will use it and enjoy it. .
' o,

[SIRY H)‘l“ . N
- TN ' William F. Bolger

' Postmaster General
Teenaadt ‘ United States Postal Service

» LNITED 5,
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Letters play a part
ih everyone’s life...

and sometimes beyond!

Letters play a part in cveryone’s life .
in the mruqmnq case of John “Liver h(mnq” John®on—
to the movie-going public.

Johnson”

.and «roxnnm beyond, as
“Jeremiah

It was the deathbed wish of frontiers-
man Johumston to be buried in the Big Sky
Country where he had scouted, hunted,
fished and llxu)pvd during the late 1880s.
RBut for 7. years, his body had lain in a
national cemetery’in Los Angeles,
(alifornia. .

It would still be there, if it weren't for
aletter-writing ¢ nmpmgn by 24 junior
high school 'students.” .

It all started in Jaruary, l‘)71 when
teacher Tri Robinson rged his students
at Park View School in Lancaster,(Cali-
fornia, to campaign for the transfgr of
Johnston's remains to the loc ale G his
legendary exploits, - ?

The obstacles were many. The qtud(\ntq
had to find a buria}’ place, raise money, and
follow through with the funeral. Besides,
moving a body from a national cemetery is

rarely permitted. Ta meet one of the many -

regulations of the Vet manq Administra-
tion, they aceepted responsibility as
Johnston's “next of kin.”

Calling themselves “The Committee for
the Reburial of Jeremiah Johnson,” they
approached everyone who might holp,

The stadents wrote to three governors,
state historical societies, influential busi-
nessmen, students in Mpntana, Veterans
Administration officials, Congressmen,
nowéxpapelj editors and radio station
managers. They even enlisted the aid of
Robert Redford, who portr ayed Johnstoy,
in the moviey{‘Jeremiah Johnson.”

Their letters aroused the interest and
quppmt of a man in Trail Town, Wyoming,

¥, who offered them burial space, a
monc\ ent and part of the burial expenses.

But they also aroused protests from one ~
national veteran’s organization who
accused them of “grave robbing.” And
they got an argument from one governor
who believed that Johnston should be
burgied in his state rather than Wyoming.

At times, the students felt discouraged
and thought their mission was doomed.
But just as school was about to clgse for
the summer, the letter approving the
transfer of Johnston’s body was received.

Seven of the students and their teacher
accompanied the coffin on its flight from
LoS*Angeles to Cod$. Western Airlines
gave them the space for their trip to Cody
and donations from interested citizens
helped pay for their meals, motel and
return air fares.

On the morning of June 8, 1974, the
students picked wild flowers from the fields
near the cemetery to place on Johnston’s
flag-covered casket.

More than 2,000 attended the burial
service. Robert Red{‘ord helped carry the
coffin to Johnaston’s final resting place.

TV cameras recorded the event for
national viewing.

“When we think of the project now,’
snid one student, “we realize how much
we havedearned about government, and
we can see that it’s not always easy to get
something wogthwhile done. But we also
know it’s possible to do things if you don’t
giveup.”

They also learned that letters can be a
powerful instrument for getting thingq
done. And that letters play a part in
everyone’s life . . \and sometimes beyond.

» ) b
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It's fun to have a friend your age who
lives in another state or country.

Friendships started through letters
often continue for years—even lifetimes.
And some correspondents exchange visits
as well as letters. - )

“With a pen pal, vou're never lonely,”
says teenager John Heath, of Muncie,
Indiana, who writes to 26 pen pals over-
seas. I think pen pals also help me in
school ; a country is sd much more realistic
when | knoav someone there. Even though

“\we're separated by thousands of miles, we

! can still be close friends.”

John started writing through the help
of World Pen Pals, one of several organi-
zations that link students from 176
countries with students from the Umted

v States.

The organization waM‘ounded as a
result of a letter written by a class of
ninth graders in Minneapolis to President
Truman at the outbreak of the Korean
conflict. They wrote:

“We are the generation of children who
lave never known peace. We wish to speak
to you for the millions of boys and girls
who do not want to see more war. Please
keep talking until you find some way to
agree. Please remember the children
everywhere.”

World Pen Pals has been growing ever 4 .,...

since, linking as many as 40,000 pen pals
yearly.

How can ym&et started with your own

— )

overseas correspondence ?

6

' i

Look over the groups listed on page 7.
Pick one, then write tg that group, \
enclosing your name, address, age and
sex. State your interésts and whether you
speak or write another language. If you
want to write to a pen pal in a particular
state or country, sivy o, and also list
several other states or countries of your
choice. If possible, they’ll accommodate

- your first choice; if not, they'll provide you

with a pen pal from one of the other

+ countries. ' .

Enclose a money order or check (NO
COINS OR STAMPS) to cover the fee, if
reqgired. Enclose a qelf—addreqsed ' »"
stamped envelope.

Usually, pen pals from abroad tan speak
and write English. But their English may
be awkward and sometimes confusing,
just as your way of writing may be for them.

‘The important thing is that’you Are
commumcatmg——gettmg to Know each
other, exchanging ideas, and sharmg
common interests.

Write to your pen bal as soon as you
“receive his or her name. Neatness 1q
important. Either type your letter or write _
clearly in ink. Keep your sentences simple
and avoid words or slang that he or she

_ might not understand.

Although you can't enclose anything
pj_n_h;%er, it's advisable to use an~
Y’am or your first overseas corre-
qpondem Jt's available at any post oftice

at a slight cost and will take your letter
anywhere in the world. \ L

_
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League of Friendship, Inc.

P.0. Box 509

Mount Vernon, OH 43050

Ages 12-25. $1 service charge and self-
addressed stamped envelope. You will
receive a foreign name and a suggestion
sheet for lettepwriting.

After your pen pal replies and you wish

to exchange snapshots, recipes, clippings, .
~stamps, ete,, it's advisable to use light-

weight airmail stationery, because over-
seas postage is charged by the half ounce.
Your post oftice can tell vou the postage
rates for mail to your pen pal’s country

H you donX receive a veply within a
reasonable time, return the pen pal name
to the organization, enclose another self-

Letters Abroad
209 East 56th Street
New York, NY 10022

agdressed staniped envelope, tell them you N
q i ! y Ages 16 and over. No charge. Enclose
! hiven't received a reply, and they'll | send selfaddressed stamped endelope
you another name, I DR p \ pe.
. : Alpen pal groups try to sereen out pen, I’en Pals

pals from abroad who badger their corre-
spondents with pleas for U.S. citizenship,

International Friendship League, Inc.
22 Batterymarch

w o money ov gifts. If you receive letters of Boston, MA 02109 .
that nature, inform the group, and they’ll Incorporated in 1948, the League’s ﬁle has
send you another name. . names from.129 countries. FFor descriptive
Some pen pal organizations and their - folder and application blank, send self- "
requirements are listed below - addressed stamped envelope. Registration
\ - Boy Scouts of America fee, §3 Life Membershlp Ages 7-65.

International Letter Exchange ~ Stwdent Letter h\chzmge -

P.0. Box 616030 - | . RRNo.4 )
Dallas-Fort Worth Airport, TX 756261 _; 's. Waseca, MN 56093

or write your local Council Service Center .

of the Boy Scouts of America for informa- *
: tion. Consult the white pages of the tele-

ph()m‘book under Boy Scouts of America.

Girl Scouts of the U.S
Post Box Secretary
. 830 Thrd Avenue
New York, NY 10022
For registered Girl Scouts. No fee. Enclose
self-addressed stamped envelope.

* Ages 10-19. Fep: 65¢ per name. Fnclose
self-addressed stamped envelope.

World Pen Pals

1690 Como Avenue e
A. St. Paul, MN 56108

Ages 12-20. $1 service fee (special grpup
fee). Allow two weeks for reply.

You will receive a foreign nam¢é, WPP
newsletter and suggestion sheet.

Enclose self-addressed sta!nped envelope.
\)‘ . . ‘ . . 7
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STARS GLOW
" WHEN
THEY GET
- FAN MAIL

N
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You may think movie stays, television
performers, recording artists, famous ath-
letes, and other celebrities don’t pay any
attention to their fan mail.

Nothing could be further from the truth.

Celebrities know that the public’s

admiration and support helps keep them

=~ in the limelight. And they also'know thate
the quickest way to lose loyal fans is to
ignore their letters. '

Celebrities care about and—in as many
cases RS possiblegcanswer their fan mail.
Many performer?especiully super stars
such as Stevie Wonder, have agents andn
staff members to handle their business and
petsonal mail. There’s no way they could
handle it without help. Hank Aaron, for
example, received more than 900,000
letters the year he beat Babe Ruth’s home
run record. '

Some fans collect aytographs. Others
want photos. Your best chance of getting
either is to write a letter..

Wil you get'an answér? Thé chances
are good that you will, if you are brief and
djrect. If you want to comment on a
particular performance or something in
general, go ahead. But keep it short,
simple and to the point.

o 9 )

The chances of having your request
fulfilled are even better if you enclose a
self-addresged stamped envelope. That
makes TETot egsier for the celebrity’s
staff to handle your request. It saves time .
and shows you appreciate the favor
you're requesting. .

Where should you sepd your fan letter?

Unless you pen to know the celeb-
rity’s home ad%ﬁss, you should mail your
letter to the arghypization with which he
or she is agSociated. In some cases, such as
with authors #nd recording artists, the
mailing addreas of the organization is -
usually-listed in thé book or on the record
jacket. You can also check where you buy
your records ontapes. When the star is a
member of a team, the team’s. mailing
address may belisted in the phone direc-
tory or can be obtained by contacting the
team’s league headquarters.

On page 10 there is a partial list of
organiZations which will either forward
your létter to the celebrity or to his or her
agent or gtaff. One final note, don’t expect
an immediate answer ; remember, it takes:
time to answer the large number of letters

‘received by most celebrities.

9



. Stevie Wonder : - .

888 Seventh Avenue = \ Y,

New York, NY 10019 ..
Suite 600

N~ . . A
/_, L]
I feel that next to being actually physically touched by
someone, reading a letter Is the most personal and If*ense form e

of communicatlion that there Is.

‘Being unable to see puts me In the unique situation of reading

- through my sense of touch (my staff has Importanh letters and even
fan mall transcribed into Brallle for me)., Sometimes after a session In o v
the, studlo, | like to go home and st alone reading through some of L
these lejters. What it seems to be all\about to me is this: reading a _ - L

letter ‘puts me on a total one-to-one relationship with the person who

the letter Is from. There is no interruption for me, |lke when you talk,

to someone in a robom with other people~--1t inhibits the person _
communicating. And It's the same with the telephone---there Is just too N
much distance and electrical nonsense. Even though | am a telephone '
freak, \l really enjoy letters more! Reading letters is a very private thing--

the ideas from someone else travel through my fingers and Into my. brain., . |
It's all very direct and Intense and |'m - turned on by intensity. The ldeas

In letters that move me most are the ones that are the. most honest.'Fans -, i
and business people,| find, express themselves more honest|y in l|etters, S
and | really {lke that. . - S N : C 4

4
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Motion Pictures it .
Vice President of Publie Relntmns . Supervisor, Studio's Mail Dept.
Universal Pictures *Twentieth Century-Fox IFilm ¢ mp
100 Universal City Plaza - - P.O. Box 900
Y Universal City, CA 91608’ ~Beverly Hills, CA 90218

Director of Public Relations for Features Director, Wmld Wide l’ul)h\‘l’b\'

. Warner Bros,, Inc. ‘ United Artists C mpmatlon
4000 Warner Boulevnrd 729 Seventh Avenue
Burbank, CA 91505 . - .  New York, NY 10010 _
Vice President of Public Relations - _ Avco Embassy Pictures Corp.
Columbia Pié tures " 800 Egst 42nd Street
711 6th Avenue* - : New York, NY 10017

New York, NY 10022

-oooooooo'oodoo.oooooo.oo'ooooo-oooo_"oooooo_
. ) N

Teleyision - - ' ,

‘Mm‘mgm', Audience Information . - Vice Pl(,“il(lent of Press Infor mutlon
. ABC-TV ' CBS-TV

1330 Avenue of the Americas ) 51 West 52nd Street

New York, NY 10019 New York, NY 10019

Vico President—Information Services - Vice Pl(“udont of Public Relations

NBC-TV . Children’s ’l‘elcvmon Workshop

30 Rockefeller Plaza , . 1 Lincoln Plaza o .

New York, NY 10020 . . New York, NY 1002‘3

Manag\m', Preks Administration Vice President of Publl( Relatlom

NBC-TV Paramount TV °

3000 West Alameda Avenue . 5451 Marathon Street

Burbank, CA 91508 ' Hollywood, CA 90038

s B - . .

‘Warner Brothers TV : L ) .
4000 Warner Blvd. ' :
Burbank, CA 91522

...............’.....'....‘,...........

Organizations. _ : - _ s
American Federation of Television American FFederation of Musicians
and Radio Artists (AFTRA) 1500 Broadway

1350 Avenue of the Americas, 2nd Floor New York NY 10036

New York, NY 10019
Wllllam Morris Agency ~

Actors Equity 1360 Avenue of the Americas

15600 Broadway o New York, N Y 10008

New York, NY 10036 * Music Corpor atlon of America

Screen Actors Guild (Califarnja) : Agency (MCA)

7760 Sunset Boulevard _ 445 Park Avenue

Hollywood, CA 90046 ' New York, NY 10022 r 7
) 3 . : ’ ..
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offering prayers and encouragement for

4 X ’

Darryl Stingley. the leading pass re-
ceiver for the New Fngdand Patriots, was
tragicadly injured on Augpst 12, 1978, ina -
preseason game betweendhe Patriots and.
the Oakland Raiders. He has spent the last
year in therapy, recovering from the
mjury that left him paralyzed from the °
shoylders down. oy weeks alter his acei-
dent, he continued toreecive thousands of -
letters from football fans and well-wighers

hig recoyery. Through his ha rd,work, he is

bepining to fegain full control and gse of
his right arm. He will bevorking w(th the "« |
Patriots inthe future choosing the calfege -
players they will be deafting.

“

t

Darryl Stingley’s .
“special thank you”

‘.--.\'u\'\\\‘x‘

L am convinced that the feelings expressed in letters can
be as helpful as any medicine or therapy in aiding someone
recovering from an injury,

During the darkest hours alter my injury. 1 often questioned
my ability to adjust to my new environment. T had become
accustomed to plaviph before 60,000 cheering fans each week.
In the hespital,howdver, 1 often found myself alone. The
encouragements, hopes and pravers I.received In the mail from
my tans all over the country have piven me the st renpth to
progress toward my poals. ' ,
It's amazing how one letter from a stranger can be more reward-
ing than the checrs of thousands in a stadium. ~As a celebrity,
I sometimes questioned people's motives when they approached
me for something. But the unsolicited letters that have come
from all types of people are genuine --1 feel the compassion,
concern, and the love expressed in them, N
I wish I could send a letter to everygne who has written me , but
instead, hopefully, through this letter 1 can reach some of the
children and adults who have given me the strength to continue.

barryl Stinyley

11



_' ett O Here are ten. good reasons.

(.
People tend
toshear what
they want to
hear in a
conversation,
A letteris
specific.

/7

It is the best way
to organize
your thoughts
in an orderly
fashion,

AT
It proyides -
a record of
exattly what
pe
© you said.

X You can You are
make copies - . +more likely
. eaqlly to take
. » appropriate
action if
someone

Adetier provides
a dated record
for future

reference.
wriles you
- aletter.
'

A - ; .-
Written. - What you say : : -
language - “in haste or anger Letters . _

has more is often difficult from loved .
, lasting - toretract. You ones recall
impact than can correct a letter happy shared -
spoken t and reigove words memorieq
. . language. you might later : -
regret. ‘ -

A &tter is still one of
the nost economical ways
to communicate. | -

L d
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~on letter writing,

Dear
Abby

One of America’s most prolific lotter writers is

Abigad Van Burern; wohose column, “Dear A bbby
s the most widely syndicated column tn the world,

Thousands of people nf all ages and jn all eir-
camstanees write letters to her cach year—
sontetunes desperately sceling advice, and othey
tomes just blowing off steam. Her peplies, both
‘the ones she publishes and the ones she answers
personally, wanally demonstrate d combination of
compasston, wit and 1wisdom,

Here's what “Dear Abby™ has to say :

[
.

“While letter wr itim,r may be a.chore to
some people, there ave occasions when the
written message is the only proper means
of comumunication,

T UMy talent as a writer was developed
through writing letters. 1 was—and still
am—a compulsive letter Writer. As soon
as L receive aletter, 1 must answer it.

“When aletter is pushed aside to be
answered later,” the answer is sure to lack
enthusiasm und freshness. Perhaps one of
the reasonxs Lenjoyed writing letters was
that I always had the materials [ needed.
Stationery, a good pvn (and a typewriter,
later, thank heavens'y and poutdgv stamps
and ‘1 dictionary.

“Writing letters helped me to sort out
my thoughts, to use the English language
more etfectively, to improve my spetling
and vocdbulary and sentenee structure,
and to keep my wits sharp.

“1t also brought jdy to others, and you
know that's the surestwvay of bringing
Joy to yourself! After 1 was married and
left home (Sioux City. lowa for Minne-
apolis), I wrote a letter to my parents
every day of their lives as long as they
lived. And after my parents died, 1 lea*ned
that they had kept every one of my letters!

“Not everyone can write letters that are

res

"literary masterpieces. But anyone ean .

acknowledge a gift, express sympathy

- andaccept (or decline) an invitation—

and do it properly —if he [or she] follows
a few basie rules. :

*The important thing:about letter
writing is to say what you want to say se
you can be easily understood, and say it
s0'it seunds like you.

“No one ean project your personality
into a letter for you. That you must do
yourself. Don’t be afraid to use a ‘conver-
sational” style in your writing. W ite as
though you were talking! Your corre-
spondents will appreciate it.

Epe
g"‘: - A& s

“hero goes.,

T

“The cornerstone of psychiatry is
‘wetting it out of pne’s system.” You may-
“alk’ it ont. Or you may ‘write’ it out. If
you feel hostility tofvard someone, by all
means sit down and tell em off in a letter,
Then put the letter aside and read it 24
hours later. But the chances are you will
have cooled down, and your purpose will
have been served in merely wr ltmg the
letter. Most people who write a letier in
haste and in anger live t(ylemet it. If you
are emotionally upset and feel like
writing—write by all means. But think
twice before mailing it. .

“If 1 could’leave you with only two
precious little ‘hints’ on writing letters:

“(1) Never begin a letter with ‘Well you
know I hate to write letters . ..’ or ‘I really
don’t have apything to write about, but
’ 'l‘hoge phrases are chlldlsh
and nmlltmg

“(2) In closing, never write ‘I suppose
I have bored you to death, so I will cloge
‘now . .." or ‘1 have rambled on enough for
now, so 1 had better close this letter.’

“For those who are not very imagina-
tive, but want to keep up a correspondence
with someone away in the service, or away
at school, or simply someone who has
moved out of town, clip interesting,
humorous or unusual items and cartoons
from newspapers and magazines to send
along with the letter. Your corr emondent
will appr eciate your thoughtfulness.

“The important thing 1s to write that
letter. Awd don’t put it off. It s later than
you think.

>
"

If you want to write to Abby, her
address is:
Abigail Van Buren ’
132 Lasky Drive o
Beverly Hills, CA 90212

14 ‘\ ' 13.
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Freclance writer Carol Buker has been published in 35 newspapers in the United

States, Canadu,

Australia and New Zealand., Reéseareh for her travel stories hag taken

her to more than 20 countries around the glabe.
Her eredits inclide tieo semesters at sea as professor of journalism and public.
relations oflicer for World Campns Afloat, and lumq editor for [hv 1975 Rand McNally

Traveler's Almanac.

Before lavanching her carecr in mmnu[mm Ms. Baker taught high school F'rench

mathematics and English for seven years,

and Spanish Mently. .

TAga result of a yearin France and foirr years in Q‘pmn qhv speaks both French

Ms. Baker says her wr iting career yeallyj be qun when she was 12 years olu' and won
firat prize for an Jrasay about the problems ereated by aleohol, in a contest gpongored by

Alecoholies lnnny_mmm )

+

-

» '
“Sengtl me a ;%st card,” friends say, as
youarg about to go off on vacation or
wing four way to #nother land.
Sometimes you do. Sometimes you don't.
Yet post’ car ds, which originated nearly

100 years ago, are today as much a part of

travel as luggage, paxxportm airline
tickets, or gasoline credit cards.

They serve several purposes; to remind
people you are thinking about them, to
assure them you have not lost your way,
to entertain, to hrmg a touch of fantasy
to folks wrapped up in routine back home,
to prove you have actually been some-

B8
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where, or to serve as emergency
substitutes for photographic memories.

A post card is basically two parts——-the
medium and the message. The card itself
may represent a subject realistically or
present a'pleasant illusion. It may be large
or small, black and white or color, depend-
ing' on your mood and motive. The selection

is relatively easy.

The message is the hard part Writing
a post card well requires effort. Mark
Twain once said, “I didn’t have time to
write you 4 short letter, so | wnote you a
long one.”

3
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Descriptiops nt wwlthm und landscapes
and expressions of affection are tradi-
tional. Nearly eyery travaling teennper
has penned the “loving' message to his
parents, *Miss you, Please send money. v
“And the ex-wife has written to her for
husband, “You have'everything 1 ever
. wanted in a man. Please forward check
immediately.”

But there are many pmqllnlltwq for
post card communication. An imaginative
way with words may produce a poem, a
mTu astory, a dmlomw h day’s schedule, |
political news, menu descriptions, and, \
. pmhnpw evena few foreign phrases for
flavor. . .
When vop don’t teel (‘l'vuti\'v. plagiariam
is allowed Te g, “Athens is beautiful, but
the Acropolis is in ruins.” With a bit of
luck, your reader may not have heard the
joke before.

If last for words, you can always draw
amap, a dmgx am, a cartoon or a sketeh,

Or try a play on words, like the young
man obliged to leave his finncee behind
who wrote: “Having a wondu tul wish.

Time §ou were here.” ,

ForAthose publie relations post capds,
take a little extra carve to avoid a Freudian
qlip One man wyote to his mother-in-law:

“This island is paradise. Happy to be here.
Glad you are there.”

Post cards reveal g lot about the sender.

The economists will probably write (on
A (‘omplimentmy card from a hotel or ¢

restaurant}in a tiny, hard-to-read seript.
However, they'll be happy knowing they
sent more words for their mqney.

Philanthropists may hava post cardy
printed ahead of time as checks. On
holiday all they have to do is fill in the
amount and sign their names. The numbel
they choose to write may say a great'deal
about their mood and the degree of
friendship.

Efficiency gxperts may leave a number-
coded list of greetings with friends and
relatives. Then writing the cards is easy :
7, 18, 23 relates a complete message as.
long as the receiver consults his code. Or
they may have post cards preprinted with
several greetings. Then while on vacation
they simply circle thé appropriate greet-
ing, apply a postage stamp and drop the
card in the mailbok. .

Everyone makes mistakes. Even post
cird writers. If you're unhappy with what

{0
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you've written, rather than begin again
you can pay for your mistakes. The proce-
dure is simple. Buy a large batch of stamps
and cover up ever ything you've written
e‘(cept for your signature. Receivers may
enjoy the stamps so much that they’ll
forget about trying to uncover the
message.

»Some cards are genuine works of art.

A post card museum in Ganaan, Connecti--
cut displays post cards front foreign places
as well as a collection of older cards which

" make you want to travel back to the “good

old days.”” Hobbyists will enjoy the book
“Pictire Ppst Cards” by Marian Klamkin,
,who claims that post card collecting is
almoat as popular as coin and stamp ~
collecting.

Post cards, like any written communica-
tion, may make a friendship even stronger.
They gre like letters, which as John Donne
says, “More than quqeq,

letters mingle souls; :
For, thus friends absent speak.”

Copyright 1975 Baker Trave! Storles
— ) 16
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You thumb through a magazine and spot
a mail order ad for just the thing you've
been looking for—it's a peach of an item
and the price is right.

You ¢lip the coupon, enclose your money
order, and mail your letter. You wait and
wait and wait. Nothing comes. Or the item
finally arrives and you wish it hadn’t. It
bears abgelutely no resemblance to what
 was desgribed in the ad. You ordered a
peach and.got a lemon.

You'think, “I've been ripped off "’

What can you do?

Don't just “‘forget about it’’ as so many -

people do because they’re too embarrassed
to report the ripoft, or regard the loss as
too insignificant, or just don’t kndw where
or to whom to turn for help. _

You should contact the United States
Postal Inspection Service, the govern-
ment’s oldest law enforcement agency.

Iiver since the Mail Fraud Statdte was
enacted in 1872, the Inspection Service
has sought to proteet the public from
swindlers uuing the mail to carry out thexr
schemes.

The primary objective of the Postal

"Inspection Service in the area of mail
fraud is directed at uncovering evidence»
of outright frauds or false advertising
which could be presented to the Justice
Department for criminal prosecution or
to the Postal Service Law Départmegit for
regulatory action under the postal false
representation statute.

Additionally, the Inspection Service
furnishes help to consumers who complain
of problems in mail order transactions
which do not appear to involve a clear

violation of law.

The Inspection Service notifies mail
order merchants of complaints alleging
failure to receive ordered merchandise or
promised refunds. The procedure encour-
ages immediate settlement of.such claims.
Since it began, the program has resulted
in satisfactory resolution of most cus- *
tomer’s complaints.

It should b& pointed out that most mail
order firms are legltlmate and deeply con-
cerned about dlsl;oneqt promoters. Fre-
quently, customer complaints do not un-
cover a scheme to defraud the customer,
but merely reflect poor or sloppy husiness
practices on the part of the mail order
firm.

All complaints received by the Inspec-
tion Service from the public alleging fraud
or misrepresentation of products and serw

_ ices sold by mail are reviewed to determine’
if an investigation ¢hould be initiated, or

if the problem can be resolved. In each
instance, the customer i 13 notified as to the
action taken.

If you have a tomplaint regarding a mail
order transaction, contact your local post-
master, who will put you in touch with
the nearest Postal Ihspector, or write:

Chief:.Postal Inspectof .
United States Postal Service
Washington, D.C. 20260

If you'd like to learn more about some of
the commonly used mail order schemes,
write to the Chief Postal Inspector for
Postal Inspectors Protect Consumers, and
Fraud and the Business Community.

I p
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Everyone has a problem from time to
time with purchases. A new transistor
radio goes dead. A part breaks on your s
bike, and the local dealer says it’s no
longer in stock. You send in money for
mail order merchandise, and it never
arrives. What do you do?

Grousing to your friends may make you
feel better, buf it probably won’t solve "
the problem. Often, however, a letter will.

If your purchase was made locally, -
phoning or revisiting the store is the first
step and .will probably bring the fastest
results. But many consumey problems go
unsatisfied at the retail Iov8l, especially
when nationally manufactured or mail
order merchandise is involved. In these
cases, a letter can work wonders—and gain
satisfaction for you.

All reputable businesses agree: They
want to hear legitimate complaints. It
enables them to pinpoint trouble spots
and remedy them. Further, they know
that if they can keep yourgoodwill, the
chances of your buying from them in the
future are increased. And they are well
aware that people talk to people, and that
this “word-of-mouth” advertising can
ultimately make or break a company. _

So, for these véry practical reasons, the'
smart company will not only listen to you
but also do its best to remedy your problem.

\

-

Consumer Letters:. _ R
How to Make Them Work.

¥
1. Find out the address of the company.
Most companieg now make it a practice

. . toinclude their address on the

merchandise, or on the carton in which
the item wds packaged. Barring this,
check for an address on the warranty
(if there is one) or sheet of instructions
or directions. ’

If these routes fail, ask the retailer from
whom you bought the item to give you
the manufacturer’s address. Retailers’

: stock books often include thid information.

An alternative is to ask yourlibrarian
for aid. There are many reference books
that list manufacturers’ information,
including addresses (see the Best 'I_‘ellel:s )
List on page 56). -

2. Direct your letter to a specific person,
if you can; if not, direct it to the
“Customer Relations Manapér” or
‘‘Consumers Affairs Office” of the A
company. While every company may not,
have an office with these exact titles, your
letter will get to the fight department.

3. Your letter must contain all the
important facts. Many consumer letters
concentrate on “blowing off steam,” but

‘are short-on facts. ' ~

18 o
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What facts should ygu include ? Here’s  "to make an accyrate and positive reaponse?
a helpful suggestion’from the Divector Are all the relevant facts in the letter?
of Consumer Goods and Services of ghe . Aresuch facts clearly stated?'”
United States Department of Commercee: And here are some suggestions from
“I would suggmf‘“. . that. when writing thé Condwmer Affairs Office of the
lotteps of inqulry or complaint, the writer - Proctor & Gamble Company :

- put himselt pr herselt in the shoes of the “A good-consumer inquiry or complaint
person t&fwhom the Iptter s directed and lotter pw one that {s easy to-read and easy
a}’sk: “Pa 1 have al) t}}v imtormation I need . to understand. If \Q'rittgn w‘cll, the lotter

L T o o ' :

~ ®
v, The 1'.)[}:»1«-“:_:; wa good crample of a well aeritten and effective consumer complaint letter
. g‘i‘ - | i . Cee e —o—
E . . " .
| ' ‘ .. .
| Co ‘
i September o, 1979 ’ . )
. N

»

T et the sme of aoapecd fio

Ll — | rloyecs if you an.
Mr. G. S) ‘Cleveland

Customer Relgtions Manager

Montgomery Ward & Co', Ine.

-
Mentton the modil manber .

; 619 W.o Chicago Avenuce
- . Chicago, 1L 0607 -

oo Domg Stee you hd
. . N VY
i Dear Mr, Clevelands | fhe e b

Some tine ago, in ecarly 1978 my father bought me a Model 60-1248
Ward bicydle, and I have taken good care of it ever since. -
: it hasn't held up the way it should, and [ am really disappointed in it,
& | have had trouble with flat tives, a seat which keeps coming loose,
and a frame which is bent,

, , ' ' \

»

_ . 1 talked to the,salesman in the FF'remont store, where my father

! bought the bicycle, but he:told me that nothing could be done, since
_ the hi'cyvle is now over a year old. [ still think that this bicycle has
' not held up the way a $90 bicycle should, and [ would like to know

( “ b what i cap «lo about it. /

Momtion " the etere where

o ; ought, ©t.,
. Very truly yours, o }’ougl 1

ﬁ ' B
N4 N o’ s . e
- J¢ day what the apeet fic problom ts. "
: ( Steve Jonhes PRSI ‘
" 100 Main Street _ "~ -
. ! Middletown, Ol 45042
\ .
!
J
L . A B feveep, whioh Dneludea the cagent fal faots, gete attention and .
2 . Lot ,“n;_' N . .
? - : .
!

O |8 It ' , : i
ERIC =
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muakes known at once why it.was writtdhy with the name, address and phone ]
it leaves no doubt what the question or . number of the person writing the letter.
problem s because it's a plajn letter which “Kdy to the good letter is writing.in -
" Iy courteous and friendly. Atomplaint simple everyday English; avoid being
letter should be concise, giving complete pompous. Write neatly or type the letter:
information onthe product induding the many handwritten letters are difficult
product’s form, size and code number toread. Your letter is most effective
(Yfound on the package), correctly . when brief and businesslike and such mail
addressed to the eompany and signed P can usually be answered more quickly.”
. I ~ i ' .
LY -
. . . B ]
1y . -
. - P . N .
—~~and the response ¥t brought - -
¥
| \
September 10, 1979
Mr. Steve Jopes .
100 Main Street : ) )
; ' Middletown, Ol 45042
)
" Dear Mr. Jones: : .
" -
Thank vou tor your September 6 let er'reparding the Model 60-1248
bicytle your tather purchased from ogr Fremont stdre, ' "\
We are sorry that you have been having some troubl ¢ with your
bicycle,,and would like ta do what we can to ('m'rcct&thoéo problems
. for y<{ s . oo ’
: am sending a copy of your letter to our I:‘l'e)\u)x)t;\s‘t()re Manager,
\ Mr. J. A. Best, with a request that he pet in touch with you and see
f that you are taken care of, in compliance with our company policies,
lam also sending a copy of yotir letter to our Regignal Vice Presgident,
) Mr. Ju B. Gelling, for his information, : o
: Since the quabdity of ()(11‘_1\\(‘1'(‘han(lii§_is involved, I am also advising
the appropriate members of our md¥fchandise organization, so they
; van check this model bicycle, to see if we can’ prevent disappointing
: 5 any other-customers., ’ ‘L
i We appreciate your writing to us about this problem.\
Sincerely, . ‘ '
' G. S. Cleveland
: Customer Relations Manager v
|
. GSC/ed -
'
: . 19
4
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Gaining admlssmn to college or trade
and technical schools can be a hagsle, but
you can make things a lot easier with
" well-written letters of inquiry and

application.

If you don’t know which school best
suits your needs, meet with your guidance
.counselor, After reviewing your
qualifications, he or she will suggest
reference materials containing general
information. If you want more details,
you should write for school catalogs. All
it takes is a single sentence.

N

AN
"
" (Date)
Diregtor of Admissions
(School)
(Street Address) . .
(City) (State) (ZIP Code) s .
Dear Director:
Pleqae send me your school’s catalog.
Sincerely,
- (Signature) /J
(Name) ‘
(Street Address) '
(City) (State) (ZIP Code)



-- Attm you have decided which se¢ hools

you would like to attend, the next wtop
18 to write a letter of application. You®

should write to all schools in which you

. are genuinely interested, but (mky after

you have checked with your guidance

- ' counselor te discuss whether thv schools

maet your needs- .

but should include:

1. Your class and high school.

.2, When you plan to optm school.

Your intended major or’ general

tield of interest.

4. Request for an Application for

. Admissiop.

b. Request for a school cataloy if you
- don’t already have one.

&«

&

forms and a waiver of the
! application fee, it appiopriate to
your financial situation.
7. Your name and home address,
including your ZI1P Code.

4

Letters of application Should be brief

r

Request gfor financial aid apphcutlon

"sit in ¢n classes, if you request an
appointment far enough in advance, The
following Jetter is the type you might
Write atter you have received the
application form. -

A

f ' (Datgy

Director of Admisaions
(School)
(Street Address)
(City) (StMe) (ZIP Code) :
Dear Director: ,

Thank you for sending the application form
and relpted information about (name of school),

I am seriously considering attending (name of
school) and 1 wg\mld like to visit the campus
and sit in on some classes. ¢

1 could visit on Mondny and Tuesday (month
and dates) at any time convenient to you.

Please let me knbw the time and date.

Sincerely,
(Signgture)
(Name)

(Street Address)
(City)- I (State)

(ZI_P Code)

‘ (Date)
Director of Admussions
(School) .
(Street Address) o

(City) (State) (ZIP Code)

Dear Director:

Of 19— T expect to major in (name of the
major or general nrea of interest).

to applicants for admission.

for requesting financial aid and a form for
waiving the application fee?

Thank you,
Sincerely,
(Signature)
(Name)
(Street -Address)
(City) (Stite)

~

1 am a senior at (name of your high school)
and, after I graduate in June 19—, 1 would *
like to attend (name of the school) in the fall

Rlease send the necessary applieation forms,
school catalog, and any other materials pertinent

Would you also send the app]ication forms

(ZIP Code)

-

If you can, visit any school that you
are seriously planning :&ﬁend. Most -
nd

schools encourage visit many will

arrange fot you to tour the tampus and

There are many excellent sources for
additional information about school
admission. Soxge of these are:

College A dmissions Assistance Center - -
888 Seventh Avenue
New York, NY 10019

College Entrance Examination Board
888 Seventh Avenue
New York, NY 10019

National Association of Trade and
Technical Schools
2021 L Street NW
Washington, DC 20086 o

If you'd like helpful tips for tomorrow’s
college sfudents and information on how

to visit your prospective college during

vacation, write for “Wish I'd Known”

and “Hints on Summertime College

Prospecting ! ”

Both are available from:
Office of Public Relations
University of Rochester
Rochester, NY 14627 )

(See the Best Tellers List on page 56

for reference books that describe schools

and the studies they offer.)

21
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Grocd oe getr 'ults

Joyce Lain Kerfnedy

No stranger to many students, Joyce Lain Kennedy's
syndicated column,*‘Caieers,” appears in daily
newspapers across the nation.

She also ts the executive editor of Career World
1 and £, the major periodicals about education and work
used in schools and colleges throughout America.

Interviews get jobs, but lktters help to ~
get interviews, -
~ This means that among the most im- "~
portant letters you'll ever write are the
ones to employers that open doors to the
jobs you want.

Effective letters make the e(ployer
want to meet you. Poor letters are thrown
in the wastebasket. 2, ®

"Since your letter of application is an
employer’s first impression of you, why not
make it an outstanding sales tool ?

Here are a few tips:

1) All good job application letters are
neat, with each word correctly spelled. Use
simple, djrect language. Organize your
letter and present the information clearly.
You may have to rewrite it several times

“before it reflects your strongest assets.

..‘)‘)

Q L
D ‘ : / -9

2) If possible, type your letter. If you
can’t type, try to get someone to type it
for you. If you must write it in longhand,
be sure your penmanship is legible. Never
send a duplicated letter or carbon copy—
the employer will consider it impersonal.

3) When possible, address your letter
to the person who will make the hiring
decision. If you can’t find out who will
make the hiring decision, address your let-
ter to the most appropriate person—the
department manager or personnel direc-
tor, for instance. You can obtain the name
of the appropriate person simply by tele-
phoning the office and asking. Check the
spelling of the addressee’s name, as well as

“the nhme and address of the organization,

to be sure they are correct. If you are an-
swering a blind newspaper box ad, slmply
write “To whom it may concern ”,

A i) B
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write for future reference.

B) Tell yqur'story in terms of the con-,
"tribution yowcan make to the employer.
Don’t tell the employer you are looking for
an interesting, rewarding job. Every-
body is!

6) Your letter should mdlcato the posi-
tion you're applying for, and reasons why-

4) Kee&) copy of each job letter you

you think you ean do the job well. (Inthe ' -

case of summer employment, state the
periods of'time you would be available for
work.)

Two Types of J(;b Application Letters

There are two basic forms of job appli-
cation letters. The first—often called a
" covering, or transmlttal letter—accom-
panies a resume.

- A resume —pr nounced REH-zo0-may—
is a series of writlen statements that tells
employers how your skills and perqonal
assets meet their needs.

A resume is a sort of self- advertlsement
a talling card. A good one answers three
main questions employers want to know
aboutyou

® Can you do the job? (Do your work

skills and education support your
~ claim of being able to do the job?)
* What are your work habits and atti-

tudes?
e Can you get along with others on the
+ job? *

A resume should tell employers why it
is to his or her advantage to invite you
Yo come in for a face-to-face interview.
The second type of job application let-
ter stands alone—it does not include a
resume. For convenience, we can call this
an independent job application letter.

Covering Letters

A covering letter thht is sent witha -
resume should not be too long-—three or
four paragraphs are plenty. This letter
should emphasize an appropriate strength
or skill you may only have touched on in
your resume. -

A covering letter allows you to €

“slant” your background more precisely
to a particular job than does an all- around
resume. In brief, a covering letter does not
repeat your resume but sums up what you
have to offer and acts as an introduction
to your resume.

A covering letter should always ask for
a job interview. Ask the employer to reply, |

\‘l w ' ' . ‘\-

or state that you will follow up with a
phone call to arrangefjob interview. Ex-

amples of good covering letters apd
resumes are on pages 24 and 25. —

Independent Job Application Letters

The independent job application letter
is not commonly used by experienced job
seekers, but is sometimes used by students
who may not be familiar with resumes.

If you choose this approach, your letter
should include the same type of informa-
tion found in resumes. Employers prefer
shayt letters—one page, or two pages at
the most. The same rules of neatness,
grammar and salespersonship mentioned
for covering letters apply to independent
job application letters. ‘

Now that you know the general rules for-
writing an effective job application letter,
why not put them to good use and apply
for a job? Remember, writing a good job
application letter can be among the most
important correspondence in your life. It
can literally change your life by helping
you land the job whieh will gnake possnble
all your other goals and llfestyle aspira-
tions.

; | 23
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. N ’ v . . : e
. /} 1901 salamander Avonue
) Tucesdn, AZ 89799
March 29, 1979 ’
Mr. Theodore Drown: ' B

) Direct ot PerYoancel
Cuitygude Bank -
Tucson, AZ 85701 .

N,

Dedr Mr. Drown: ~ \

Exdmple'o%

Past edberience an working with the publi¢, accurato typing =
shills and an enerygtic enthusiasm to thaster new skilla and

knowledt_quvu me a background which,e1l bolieve, would'make COVGring ]ett.
- we s progiletive employee of yvour bank. . : e
. oot i fursicl e . sent when no job
Y lrosunie 18 enclosed with furthel detai L .. has b'e . *
X . s been advertised

\lk‘-.'uu:m there g no one to answer the telephone at my home
much of the time, 1 wall call you at NG 30 on Monday, April 7
ta find out whether and when 1 may progagt myself -for an
Interview. 1 hope this meets with your.-dproval as 1 cagerly
look forward to discussing posuible cmployment with you,

'

Sincevely ‘yours, -

R A A -

Penny Hunter a

v . -

RENNY HUNTER

-

602-899-1799

1901 Salamander Avenue

' Offering typing skilla, a strong genasuw of" responsibility, the
willingnéss to learn any assigned task, energy and a cheerful-
outlook. Seeking position as office assistant where these
qualifications will be agsets. - :

. Tucson, Arizona 85799

~

education . Will graduate in the top third from wilson
ifligh gcﬁooI in June_T§7§. Best grades; and '
R . «most enjoyed courses: English, Spanish and ° ¢ .
- Y Algebra. A's in all courses quring last .
' semester. Learned to type 55 wpm accurately,’ !
and am now working at home to dncrease speed
- 3 through daily practice. .

- e

In 1978 was waitress at Howard Fondson -
restaurant. Previous summer worked as mother's
helper. For past two years have worked after
school at Flower Clean Drycleaners. All

. employers were comglimentar¥ about quality of
. my work and my genera elpfulness. .

v

surter and
part-time
. employment

related

Member “of‘editorial staff of wilson High year-
experience book and Rewspaper. Member of Spanish Club.’. ot
‘. Had majar Wtudent responsibility for health
. ' careers gedtion of- school Career Fair program,
) which involved making ‘all arrangements for '
]e Of resume . speakers and company booths. Faculty
r hfgh schbol - \ coordinator said I did an outstanding job.
y : other As Senior Girl. Scout, have served as assistant, .
Uate Seeking ’ accomplish- to leadér of younger troop for past three .
- ments and years...Most enjoy myself when very busy... . N
fu]] tim jOb' . assets Teachers ‘gsay I am a fast learner...Have always
made friends easily...Missed only three daysg
. of school during past four Years...Hope to
continue my education through evening hours
. as work permits. S )
Rep”ﬂted by personal Excellent health. Well groomed. Enjoy -
data reading, jewelry-making, tennis and music. N

permission
Career World.

Q

ERIC
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2 .
‘ ! « 2 Jamaes CQurtyg -
. THusnoapolis, MN O 55450
October 15, 1979 !
, . .- 's' I
g
’ M., William . Armore 5

v Parsonnel Drrectar

) Worthwhile Qurectory Sevvice, lIne.
1716 June sticet v >
Minneapolis, MN 55478
. . . i
Duar Mr. Armore:. . ng ]etter for
. My vesume s enclosed an tesponse to your advel tirsoment for . student‘ Seekﬁng'
’ otfice workera n today*s Mxnnoapolls.. Gazotto. - 1 .
' - art-ti ob wh
Yo' will note 'lh.n I have 4lre clerical expertence YOu request., p ] ) mij Q . en
My voeloronces will'voucrh o1 the fact that I pay careful 1] 0 e 1S .
Aattention to getting my wotkh'dang cotree tly and on t pme. My p ‘y r ) known'
attendance record U 1 8O exce 1 lou{
T 1 look forwand te alk\n-] with you, and will eall y(.)u on
Yotobor 17 to seo when 1t would boe convontent. .
Yours truly, B ] '
X M:f 4 ;ffﬁ“z .
Robort M. Flatchel . '
!-‘.)-n_‘lc\;;m..’- ] i " , ’
. - . . HOWRE M, FLENOIER L
\ . - . TRITIHY :
v, : . R © fafter 2 pah.) A s
. ‘ - v ’ B .
“$ damos Qowt . - Avaflabld for part-time work
: Muwneapolis, 55456 inmatlatoly; can work tull-
L ; —— time during sumers.
. 1 - - . QWINCTIVE R
. N ' . Y .
) vart -t ime oft toe clork whore careful attont ion to detail, good typing skilla, choar tylnesth
o - and xvlnlnln(y are desinred, 4 - “ - . ~
o - . . s K '
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I.ETTER§
 TOME
 EDITOR

» If you're bugged by an article that
doesn’t tell it “like it really is,” or you're
opposed to an editorial position, or you

* feel strongly about a public issue and
want to influence others, write a letter
to the editor.

This simple device, so often taken for
“granted, is what American democracy is
all aWbut. It gives everyone a chance to

sway public opinion and affect the course

* of events. That is a right that men and
women have%Sacrificed their lives for.

- And editors welcome letters from
readers, even those that disagree with
what was written in their newspaper or ’
mayazine. Letters help editors measure
the reaction of readers to the content of
their publication. They are tite source of
many constructive ideas, and those that
are published sometimes make for the
liveliest and most informative reading in
the publication.

Just as there is no guarantee that what
you write will, in fact, persuade people,
thére is also no guarantee that youx letter
will bg published. What are your chances
of y3¥r letter being read and published ?

The chances are excellent that it will be

“read, if not by the editor, then by an
assistant. ‘Whether it is published or not
depends on how effective it is and the . -

- amount of space Available.
~ Your chances Wlll be enhanced, however,

if you follow some common-sense rules.

- 1. Be prepared. Spend some time
reading letters already published. Pick

~ out tha ones that you find partitularly
interesting and meaningful, the ones that

make you atop and think. Then ask
. yourself why these letters ptured your
atterition.

2 Be brief. Refer succindﬂy tothe
article or editoriq;l tha.t prompted your

,Ec T

) &

letter and get to the point fast and in no
uncertain teyma, Say what-you think in
the first pagghraph, better still in the
first sentefide. S

3. Be relevant. Agreeor disagree as
strongly as you wish, but once you’ve
made your point stay there. Don’t wander
from subject to subject. Dan’t clutter

** the letter with extraneous matters.

4. Use moderation. As oné successful

" “Letter to the Editor” writer points out:
- “All'letters shéuld be sober and rational

for‘their best effect. The letter of
commendation should not gush, the

- fetter of protest should not rage; the letter

of complaint should not whine.”,

5. Emphasize facts. While it’s true that
everyone has a rlght to th8ir opinion, it’s
also true that opinion supported by facts
will make your letter more likely tobe .
published and heeded by the readers. One
way to acquire the necessary facts is to

" get up a “Fact File” on subjects in which

you.are interested and to dragw from
thig file when you're composing your letter
to the editor.

" 6. Where appropriate, call for action
After you’ve made your point and
supported it withr facts, call for some
definite action by the readers or by the
group or person involved in the subject of
your letter. "

7. Write promptly. Editors have no
interest in stale letters. Letters to daily
newspapers should be mailed within a
day of the article or editorial that
prompted them. Letters to weeklies should
be mailed within two days and letters to
monthlieé should be nfhiled within a week,
since these publications are usually .
prepared and printed well in advance of

W
o’

.their publiéatlon da.tee ‘ Do
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- There’s no secret to writing an effective
letter of inquiry. Here are some guidelines.
e direct. State briefly the subject of

youl inquiry in the first sentence. Long—
winded explanations as to why you want
the information are nat heeded. also
unnecessary to get gushy in expressing .
your appreciation. Both waste the
reader’s time. Read the letter opposite
and note its directness and hrevity.

- Be clear. Use'short, simple sentences -
that get directly to the point. It’'s a good

_idea to use a separate paragraph for
. each item requ&sted

Be precise, Asking for “all the
information available’” on a subject is-

. not as effective as spellmg out precisely
' what you want. This is especially true -

when wrltmg to government agencies,
national associations and large busmess
organizations.

Besure to mclude your name and
address in the letter. Quite often the
envelope with ‘your return address is
discarded or lost. Also be sure that your
name and address are legible and that
you mclude the correct ZIP Code.

2

: (Date)
Director—Public Affairs
Bureau of Sport Fisheriea and Wildlife
Department of the Interior
Washington, DC 20240

Dear Director: . ..

I am a high scheol student and I am
preparing a report on endangered species. °

I would appreciate your help in obtammg
the following matefials: '

1. General background information, - A
‘A bibliography and additional source
references.

3. Illustrations of endangered species.
4. A list of programs available to students

- who wish to participate in protect;mg
endangered species.

Thank you for your assistance, ' *
Sincerely, |
v (Signature)
N ‘ {Name),
. (Street Address)

v (City) (State) (ZIP Code)
' « .

- B -~
3
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Bicvele tips . LLand foreign trips, Ol mpic events. . .and old decaments,
Career exploration . Cand conservation, Pies to bake . ooand toys to make,
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Information
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Do you know what's needed for back-

packing in a national forest? Need good.

source material for term papers? Do you
know where to write for apprenticeship
literature? Want to know how to get more
miles per gallon of gas? How to make
batik prints? Where to get information on

~ boating rules?

The answers to these questions and a few
thousand other subjects are available in
books and pamphlets you can order by mail
from the U.S. Government Printing Office
(hereafter, GPO*), from the Consumer In-
formation Center (hereafter, CI*), from
various trade associations or foundations
and from private business organizations.

The government publications are re-

searched and written by people in the °

various federal agencies. Believe it or not,
they're really good, informative.and use-
ful. Some are free, others are competi-
tively -and reasonably priced.

How do you get lists of such publica- .

tions? Most public libraries keep an index

of available government publications, -and
‘many school libraries also subscribe to this

service. Lists of the publications appear in
the Monthly Catalog of United States Gov-

- ernment Publications, sold on subscription,

and Selected U.S. Government Publica-

“tions. Another list, issued four times a year"

offers some 250 Federal consumer-oriented
publications available. This is the booklet
Consumer Information.

If your school or public library doesn’t
offer these gervices you can have your
name placed on'a list to receive’some of
them. To request the monthly Selected
U.S. Government Publications Lists, send
your name and address to:

Superintendent of Documents
Government Printing Office
Attention: “S.L.” Mail List
Washington, DC 20402

If you want to obtain a ,frée copy of
the quarterly list issued by the Consumer

Information. Center of the General Serv-

ices Administration, write to:

dr
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Consumer Information Index
Pueblo, CO 81009

There is an order blank on page 14 of each -
Index so the consumer can or(fer the next
edition. .

Once you gain access to such lists, and
have pored through them, it's easy to
order the publications they offer. Order
the publications by name and by the Stock
Number, which is the number appearing
just Before the price. (If they are free,
just be sure to list them by name and by
the number appearing just before the
magic word “free.”’)

When you order from either of the
sources (GPO* or CI*), make out your
check or money order to the Superintend-
ent pf Documents. (The money is all going
to the same place, the U.S. Treasury.)
Both offices are required to deposit your
check within 48 hours of receiving it:
therefore, if you receive your canceled
check before you get the publication you've
ordered, don't be alarmed. It will be de-
livered within the next couple of weeks.

Incidentally, be sure to include your
name, address and ZIP Cpde. Care in or- ,
dering assures a swifter response. GPO
and CI answex thousands of orders daily
and accuracy sfﬂ essential, Send check or
money order, not cash or stamps | .

Some prices listed are subject to change
because of increased printing costs. If the
price of your order goes up, they’ll inform
you. Your best chance to avoid such a
delay is to use ‘the most recent lists.

To order publications from the Con-
sumer Information Center, the address is:

Consumer Information Center

Pueblo, CO 81009 o

To order from the Government Printing
Office, the address ig:"

Superfntendent of Documents
Government Printing Office
Washington, DC 20402

Now that you know there’s a wealth of
information available, try some of these.A
to Z's for atarters.

: 29
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Arvchineological digs . ..

You’ll probhbly never unearth the Lost
City 6f Atlantis, but you might become a
member of a team which adds an impor-
tant new chapter to the history of man-
-kind. -
~ -For information about archaeological
digs or archaeology as a career, write to the
Archaeological Institute of America, 53
Park Place, Eighth Floor, New York, NY
10007 or to the Society for American
Afchaeology, College of Humanities and
Social Science, University of Texas at San
Antonio, 4242 Piedras Drive East, San
Antonio, TX 782856. . Y 2

and boating rigs

Whether you're a landlubber or a sea-
soned salt, there’s an ocean of information
on boating, from how to tie knots to crew-
ing aboard a three-masted schooner. Just
launch a letter to the boating organization
listed in the Encyclopedia of Agsociations
(see the Best Tellers List on page 56) that
best suits your nautical interest.

While you're at it, you might drop a line
to the National Marine Manufacturers
Association, Public Relations Department,
401 North Michigan Avenue, Chicago, IL

60611, for a decallisting safety measures,

which you can placé brominently on your ’
boat. Enclose a self-addressed stamped
envelope.

b

There are many government publications
on boating available free or at nominal '
cost. Check the list below:

The Skipper’s Course (GPO* S/N 060-012-
0050-6. $1.60. 94 pp.) This book tells you
many things you need to know if you're
planning to skipper your own boat some-
day. It is more than just a guide, it is a
self-instructional program. It contains

- questions and answers on boating proce-

dures, including tips on good safety prac-
tices, and navigation rules.

The following pamphlets are available
free by writing to Commaridant (G-APA-
3/TP21), U.S. Coast Guard, Washington,
D.C. 20693 : Emergency Repairs Afloat

(CG-161), First Aid for the Boatman (CG- -

626), Coast Guard History (CG-213), Coast
Guard in the Civil War.

Bicycle tips. ..

The following organizations and publi-
cations are excellent sources for bicycle
information ranging from competitive

. cycling to safety :

U.S. Cycling Federation .
1760 East Boulder Street
Colorado Springs, CO 80909

. .
This organization is the governing body of
competitive cyclingin the U.S.A. and
represents 400 member clubs which spon-
sor bike races throughout the country,

The Bicycle Manufacturers Association
will send a safety set, which includes a safe
driver’s license and a pampbhlet instructing
the user onthe care of a bike. Send 25¢,
and a self-addressed stamped envelope to
the Bicycle Manufactureirs Association,
1101 15th Street NW, Washington, DC
200085, v
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League of American Wheelmen
P.0. Box 988 .

Baltimore, MD 21203

Bicycling for Everyone (GPO* S/N 050-
000-00082-6. 56¢. 20 p.) Informative and
well illustrated, this booklet gives safety

hints for highways, byways and bikeways.

Some of the problems, as well as the pleas-
ures, of bicycling are also included.

and foreign trips

If you're interested in traveling abroad,
or in making an “‘armchair vigit” to far-
away places, you can get a world of infor-
mation by writing to foreign embassies.
For names and addresges, check the Diplo-
matic List (Publication number 7894)
published by the Department of State. If
it's not available at your schopl or public
library, you can get a copy for $2 from the
GPO»r, !

The Department of State also offers
brochures on approximately 160 countries.
The pamphlets, at 70¢ each, include infor-
mation on the country’s land, people, his-
tory, government, political conditions,

economy, foreign relations and U.S. policy.

Also included: a profile, brief travel notes,

map, list of government officials and a read-

ing list. For a list of available pamphlets,
write to the GPO* and request Subject
Bibliography, SB-093. o

Many co.untrie also maintain tourist

offices that can provide a wealth of general

» information. You can learn which coun-

- tries maintain tourist offices by writing to .

the Department of State, Office of Media

Services, Public Inquiries Division, Bureau

of Public Affaira, Washington, DC 20520,
'or by checking with your local travel
agency.

Here are some publications you'll find
useful for your trip abroad:
You and Your Passport (GPO* S/N 044-
000-01702-4. $1.1Q. 16 pp.) . Prepared by

l{llc * C1 Consumer Information Center, Pueblo, CO 81009 -

-~

."’/
.

the Passport Office of the Department of
State, it explhins how and where to apply

for a passport, when visas and immuniza-
tions are required, and other travel tips.
Customs Hints for Returning U.S. Resi-
dents: Know Before You Go (GPO* S/N
048-002-00073-1. $1.00. 30 pp.). Developed
by the Bureau of Customs, it describes
what items the overseas traveler may bring
back duty free and in what quantities. It
also lists regtricted items and ;{i,}eishop-
ping pointers. '

Career exploration . ..

What'’s the average pay for a secretary
after two years of on-the-job training ?
How many job openings are there for
skilled air-conditioning mechanics, or re-
cent high school graduates with an interest
in chemistry ?

What experience is required to be a
physical therapist ? ' '

The answers to these and hundreds of.
other questions about career opportunities
and requirements are available from a wide
variety of sources. .

The following booklets can be obtained,
free of charge, by requesting them by title
from the U.8. Department of Labor, Bu-
reau of Labor Statistics, Room 1589, 441 G
Street N W, Washington, DC 20212, or at
any of their regional offices (Atlanta,
Boston, Chicago, Dallas, Kansas City
(MO), New York, Philadelphia and'San
Francisco) : .

Jobs for Which a High School Education
I8 Preferred But Not Essential :
Jobs for Which a High School Education
Is Generally Required :

Jobs for Which Apprenticeships Are
Available

~

* G PO Superintendent of Documents, Government l’rlntln.(OMce. Washington, DC 20408 ¢
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Joba for Which Junior College, Technical
Institute, or Other Spetialized Training Is
Usually Required
Joba for Which a College Education Is
Usually Required

Two excellent booklets on apprentice

traiming are available, free of charge, from-

the U.S. Department of Labor, Employ-
ment and Training Administration, Room
10226, Patrick Henry Building, 601 D
Street NW, Washington, DC 20218. They
are: How Apprenticeship Information

* Centers Can Help You. Contains informa-

tion about State apprenticeship centers,
where they are located, and what services
they can provide.

What You Should Know about Apprentice-
ships. Covers the operation, qualifications
and opportunities available through ap-
prentice training.

The Occupational Outlook Handbook,
available in most schools and public li-
braries, discusses job prospects for more
than 30 industries covering approximately
850 occupations. Information about each

job listed in the Handbook is availableina -

reprint, average price 50¢. Each reprint
discusses the nature of the work, what the
job prospects are for the next ten years,

_ personal qualifications and training re-

quired, working conditions, pay, what the
chances are for advancement, and where

the openings are. To obtain a free price list

of available reprints, request Need Infor-
mation about a Career? from the U.S.
Department of Labor, Bureau of Labor

. Statistics, 441 G Street NW, Room 1512,

Washington, DC 20212.
An excellent supplement to the Hand-

book is the Occupational Outlook Quarterly.

Published four times during the school

- year, it covers new and emerging jobs,

training and educatjonal opportunities,
salary trends, job prospects—in short, just

*. what young people need to know to plan

careers with a future

If your school or local pubfic library
does not subacribe to the Quarterly, it can
be ordered from the GPO. Cost of four is-
sues is $4 and should be ordered by name:
Occupational Outlook Quarterly. (Note:
always request the latest edition.)

Many professional, trade and industrial
organizations also provide guidance for
young people who are interested in careers

in their fieldas. .
One exampleé is a pamphlet entitled Look

.into Journalism. It is available, free of
charge, by writing to The Newspaper
Fund, Inc., P.O. Box 300, Princeton, NJ
08640.

In order to find out which organizations
-offer career information, check the Ency-
clopedia of Assoclations (see the Best
Tellers List on page 56.)

You can obtain a free copy of The Direc-
tory of Accredited Home Study Schools
from the National Home Study Council,
1601 18th Street NW, Washington, DC
20009. Thig organization, dedicated to qual-
ity correspondence education, serves as a
clearinghouse of information about home
study courses and is approved by the U.S.
Office of Education as a nationally .recog-
nized accrediting agency.

Two booklets that could steer your ca-
reer path are offered free by the National
Association of Trade and Technical Schools,
2021 K Street NW, Washington, DC 20006.
One, titled What’s a Nice Girl Like You
Doing in a Man’s World? suggests oppor-
tunities,for women in trade and technical
fields. The other is titled How to Chyose a
Careeg. . . and a Career School. Enclose a
self-addressed stamped envelope iR\you
request them.

Guidance material and a Directory of
Accredited Institutions are available for
the asking, if you enclose a self-addressed
stamped envelope, from the Association
of Independent Colleges and Sehools, 1780
M Street NW, Suite 600 Washington, DC

20086.
34
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and conservation

- There are more than 100 conservation
organizations listed in the Encyclopedia of
Associntigns (sce the Best Tellers List on
page 56). Most of them are good sources of
information and many, such as the Nation-
al Audubon Society Conservation Informa-
tion Department, 960 Third Avenue, New
York, NY 10022, and the National Wildlife
Foundation, 1412 16th Street NW, Wash-
ington, DC 20036, provide free or inex-
pensively priced materials on'a broad range
of conservation subjects.

Write for a free copy of the Conserva:
tion Education Publications List, 5o that
you can decide which publications you want
to request. The National Wildlife Federa-

tlon, (Dept. P80), 1412 16th Street NW, *

Washington, DC 20086.
»

Perhaps the best overall source of infor-

mation on conservition is the U.S. Depart-

ment of the Interior. For addresses of the
publications and audio-visual divisions in
the various offices of all U.S. Government
Agencies, check the U.S. Government
Manual. If it’s not available at your school
or public library, it can be obtained for
$7.50 by ordering S/N 022-008-00982-5
from the GPO*.

Tips for Energy Savers (CI* 612H. Free.
46 pp.) Contains hints for conserving en-
ergy in‘household heating, cooling, lighting
appliances, etc., tells how much insulation
you need and lists annual electricity use for
appliances.

The Consumers Guide to Federal Publi-
cations c’ontain’s many listings of publica-
tions on conservation, energy and the en-
vironment. (It also lists addresses of GPO
Bookstores, as well as addresses you may
use to request federal publieations from
other gources.) It's available free from the
Superintendent of Documents, Washing-
ton, DC 20402. : '

* Gl'O Supermtendent of Documents, Government PrindngdOfice, Washington, DC 20402
. *Ct (“omm\ur Information Center, Pueblo, CO 8100y *

Diet hints ... -

Should you diet ? Only you and your doc-
tor can answer. But, if you have questions
about diets and nutrition in general, here

~are several publications that should pro-

vide many of the answers:

Food and Your Weight (CI* 122H. $1.00.
38 pp.). Suggestions for controlling weight,
plans for nutritious weight reduction diets.
It includes a table of calorie values for most

- common foods, a chart of proper body

weights, and suggestions on computing
your daily calorie requirements.

Exercise and Weight Control (CI* 121H.
60¢. 8 pp.). How to balance food intake and
physical activity ; establish an exercise
program. Includes chart showing calories
used per hour for various actjvities.

In Only Four Weeks (CI* 541H. Free. 6
pp.). Cautions against ineffective or dan-
gerous treatments and devices for losing
weight or reshaping the body.

Low Calorie Protein Diets (CI* 542H. Free.
3 pp.). Safety questions about low calorie
protein products for weight loss: explains
Food and Drug Administration labeling
requirements.

An Introduction to Physical Fitness (CI*
123H. $1.00. 26 pp.). *‘Get-in-shape” exer-
cises for a fitness program.

\

The Confusing World of Health Foods (CI*
548H. Free. 4 pp.). Discusses fhe claims for
health, organic apd  natural foods ;
compares cost and nutritional value of
health versus conventional foods.

Fatsin and Diet (CI* 124H. 70¢. 10
pp.). Saturated and unsaturated fat con-
tent of common foods; effects of dietary
fat on he@h ; includes a cholesterol content
chart.
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" Food Additives (C1* 5481 Free. 8 pp.).

Why food processors add chemicals to '

- products and how they are regulated. Steps

to take_to exert control over what goes into
your food; definitions of the major cate-
gories of additives; an index of more than
130 additives.

Nutrition: Food at Work for You (CI*
54TH. Free. 24 pp.). Sources.and functions
of major nutrients’; how to estimate your
daily food needs; tlps on buying and stor-
ing food.

- Proteins, Carbohydrates, Fats, and Fibers

(C1* 649H. Free. 9 pp.). What they do,

what they are, and food sources.

Food for Fitness: A Daily Food Guide
(GPO* S/N 001-000-02882-1. 36¢. 2 pp.).
Foods are sorted into four groups (milk,
vegetable-fruit, meat, and bread-cereal) with

_ thenutritional value of each item given.

A Primer on Dietary Minerals (CI* 548H.
Free. 4 pp.). Describes minerals necessary
for good health, lists best food sources.

ome Facts and Myths ag‘out Vitamins

C1* 550H. Free. 8 pp.). Examines popular®
and controversial claims about vitamins

and mukn_\g splints

If helping people in emergency situations
appeals to you, you might want to investi-
gate nursing and the paramedic field as &
career. Two government publications offer
related information:

Employment Outlook for Health Occupa- -
tions (GPO*S/N 029001-02853-7. $1.50).
Health Careers Guidebook (GPO* 02930-
00348-2. $6.26. 221 pp.). Overview of the
health field, career planning, financial aid,

health careers, calendar, individual career
descriptions, where to get information.
Most of the book is comprised of individual
career descriptions. Each includes infor-
mation about job requirements and
employment prospects. This edition reflects
major changes in the health.field—changes

s

in the scope of occupations. Each occu-
pation is described in detail and informa-
tion ia given about where to get additional .
materials so that you ofn make decisions
early in life about career goals.

There’s also a super booklet provided
free by the NationdTHealth Council, Inc., -
P.0. Box 40, Radio City Station, New York,
NY 10019. Entitled 200 Ways to Put Your
Talent to Work In the Health Field, it pro-
vides information on more than 20 medical
career areas and lists additional sources of
information.

Exploring the stars. ..

A nifty little booklet; A Career in As-
tronomy, can be obtained free of charge by
writing to the American Astronomical
Soclety’'s Education Officer : Dr. Henry L.
Shipman, Physics Dept., Sharp Laboratory,
University of Delaware, Newark,(DE 19711.

The GPO* also publishes many pamph-
lets and books on the subject of astronomy.
Here are a couple examples+-

Quasars, Pulsars, Black Holes, and HEAO’s
(GPO*%S/N 0383-000-00642-8. $1.10. 20

"pp.). Many new discoveries have led to

revolutionary theories about energy, mat-
ter and the origin of the universe. Quasars,
pulsars and black holes are among these
discoveries. This book contains explana-
tions of what they are and how they were
discovered. The book also describes High-
Energy Astrononry Observatories
(HEAOs) launched in 1977, which use
X-ray telescopeg to open a whole new
world of stars to us. ‘Color illustrations
accompany the text.

Our Prodigal Sun (GPO* S/N 088-000-
00569-5. 85¢. 14 pp.). Provides a brief in-
troduction to the life and eventual death of
the sun, discusses the sun as the possible
sburce of all future forms of energy, and
talks about the problems in obtaining pure
solar energy.
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and tips about cars

Here are several publications that will
help you take better care of your own or
the family car:

Automobile Batteries: Their Selection and
Care (GPO* S/N 022-000-00067-5. 66¢.

13 pp.).

Car Care.and Service. (CI* 103H. 90¢. 16
pp.). How to recognize symptoms of com-
mon automotive problems, tips on working
with mechanics.
The Backyard Mechanic—Vol. I (CI* 101H.
$1.26. 68 pp.). Illustrated step-by-step in-
structions on how to inspect your car for
repairs, change the oil , tune-up, lubricate,
and maintain the transmission, dis¢ brakes,
radiator, emission control devices, battery
and automatic choke.
The Backyard Mechanic-—Vol. I1. (C1*
102H. $1.60. 72 pp.). Continuation of Vol. I,
discusses care of brake systems, carburet-
or, ignition and air conditioning systems;
also explains auto electrical system.
Battery Hazards. (CI* 502H. Free.). Tips
s

on proper jump starting. AN

Gasoline : More Miles Per Gallon (CI* "
518H. Free. 9 pp.). How a car engine

works ; gas selection ; maintenance tips;
ways to improve performance and lower
costs.

Common Sense in Buying a Used Car (CI*
604H. Free. 19 pp.). Checkpoints for jn-
spection before you buy ; also discusses the
odometer law and used car warranties.
Consumer Problems with Auto Repair (CI*
606H. Free. 8 pp.). What's being done to
.brevent auto repair ripoffs ; ways to pro-
tect yourself ; and what to do if your com-
plaintis not resolved. .

How to Deal with Motor Vehicle Emergen-
cies (CI* 506H. Free. 20 pp.). How.to han-
dle emergencies, such as overheating, brake
or steering failure, blowouts and fires.
Three Rules for Maximum Tire Life.
(GPO* S/N 050-008-00119-8. 86¢. 12 pp.).
Tips on how to get full, safe mileage from
your tires. ' ’

* GPO Buperintendent of Documenta, Government Printing pmr:e, Wuhlnnoq, DC 20402
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Winter Driving Tips. (CI* 508H. Free.

12 pp.). How to prepare your car for winter
and how to react to hazardous driving
conditions.

First aid rules . .. ‘

At one time or another, everyone is con-
fronted by an emergency and the need to
know first aid.

An excellent book on the subject is
Standard First Aid and Personal Safety. It
costs $2.60 and can be obtained through
your local chapter of the American Red
Cross.

Almost every medical association, such
as the American Medical Association, 535
North Dearborn Street, Chicago, IL 60610,
as well as many pharmaceutical and insur-
ance companies, provides free or inexpen.
sive materials on first aid. For example,
you can get a free First Aid Facts Chart
by writing to the Consumer Service De-
partment, Johnson & Johnson, New Bruns-
wick, NJ 08908.

The Department of Defense has pub- -
lished a book for use by the Armed Forces
which is helpful for anyone. You can order
the Standard First Aid Training Course
from the GPO* (S/N 088-047-00260-2.
$3.76. 167 pp.). :

And the Department of Interior’s Mining

‘Enforcement’and Safety Administration

has a bodk describing and illustrating basic
first aid procedures for over 26 specific in-
juries and conditions, titled First Aid
(GPO* S/N 024-019-00017-0. $1.70.

66 pp.). :

and power tools
If you're handy with tools, or would like

to be, there are some worthwhile publica-
tions you can obtain through the GPOf.
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Tools and Their Uses (GPO* S/N 008-047-
00146-2. $1.95. 179 pp.). Provides descrip-
tions, general uses, correct operation, and
approved maintenance procedures for hand
and power tools ranging from auger bita to
wrenches. Prepared as a training manual
for the Navy, it-is profusely illustrated and
easy touse. -

Power Hand Tools (GPO* S/N 022-003-
00902-7. 45¢. 24 pp.) provides tips on the
selection of power tools and accessories. It
discusses features and parts to examine
when you shop, and the advantages and
disadvantages of various designs. Illus-
trated, it also tells how to use power tools
qufely '

Frummg adoor or laying a floor ? If

you're doing-it-yourself, you'll find Carpen-

ter (GPO* S/N 008-020-00487-1. $5.00.

196 pp.) a valuable source of information
onconstruction techniques. Illustrated, it
contains detailed instructions on working
drawings and symbols, building layouts
and foundations, frame and form construc-
tion, and roof systems and coverings.

Gardening bits. ..

If you're interested in planting a vege-
table garden to help beat the high cost of
food, or anxious to pick up some extra
money by caring for lawns, or just plain
turned on¥y the fun of seeing things grow,
there's a bumper crop of gardening guides
availableto you through the GPO*.
Landscape for Living (GPO* S/N 001-000-
02441-8. $6.86. 8378 pp.) . This cloth bound
Yearbook of Agriculture contains more
than 60 articles, all discussing different
ways to use plants to improve your en-
vironment. Chapters deal with gardening,
landscaping, attractive birds, brightening
neighborhoods, rent-a-garden projects and
many other topics.

~ Growing Vegetables in the Home Garden

(GPO* S/N 001-000-02604-6. $1.76.

49 pp.). A step-by-step guide for selecting
a site, preparing soil, choosing garden
tools, planting and caring for the back- _
yard garden. Spevific instructions for grow-
ing more than 50 different vegetables are
included.

Growing Ground Covers (GPO* S/N 001-
000-00833-1. 36¢. 16 pp.). Contains desc®p-
tions of 38 different ground covers: along
with care and propagation pointers.
Summer Flowering Bulbs (GPO* S/N
001-000-038383-8. 90¢. 16 pp.) . Lists various
popular summer flowering bulbs, along
with directions for qelecting, planting

and care.

And from CI*, you may wish to order some
of the following :

I'ruits and Nuts. (CI* 663H. Free. 45 pp.).
Illustrated guide to selecting, planting,

and maintaining fruit trees, nut trees and
berry plants.

Growing Your Own Vegetables. (CI* 666H.
Free. 144 pp.). Everything you need to
know about planning, planting and caring
for more than 40 different kinds of vege-
tables.

Herbs (CI* 566H. Free. T pp.). Growing,
drying and freezing 17 varieties of herbs;
basic recipes.

Year-Round Gardening with a Greenhouse.
(CI* 569H. Free. 88 pp.). Where to get
building plans; how to heat, ventilate and .
shade ; how to grow various flowers and
tomatoes.

*Organic Gardening—Think Mulch. (CI*

568H. Free). Growing crops without chemi-
cal fertilizers or pesticides ; using organic
mulches and fertilizers ; starting a compost
heap.

and survival kits

If you're a camper, backpacker or moun-
tain climber, or if you spend a lot of time
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“roughing it outdoors, the following pub-
lications will teach you how to survive if
you're lost or stranded.

Survival (GPO* S/N 008-070-00020-2,
$2.60. 169 pp.) This survival manual
written for Air Force personnel explains
how to make shelters, where to look for

~water, how to signal for help, what flora
and fauna you can eat to stay alive and
how to obtain them, first aid procedures,
how to make araft.

Survival: Training Edition (GPO* S/N
008-070-00019-9. $6. 408 pp.) is the train-
ing manual for the bogk above. Larger in
size and more detailed, itentains more of
the reasoning behind the actions required
for survival.

Outdoor Safety Tips (GPO* S/N 001-000-
03427-8. 85¢. 13 pp.). And CI* offers a valu-
able pocket guide for First Aid (CI* 130H.
$1.70. 66 pp.). Tells how to treat emer-
gencies such as impaired breathing, bleed-
ing, shock, heart attacks, burns, exposure,
poisoning and how to move the injured.

Historical sites. . .

Here is your chance to rediscover Amer-
ica. More than 4,600 cities, towns and
villages have restored many historical
buildings and sites and attracted natlonal

interest in their.area.

Colonials and Patriots: Historic Places
Commemorating Our Forebears, 1700-1783
(GPO* S/N 024-005-00007-1. $6.55.

286 pp., 6 maps.).

Guide to 'U.S. Army Museums and Historic
Sites (GPO* S/N 008-020-00561-4. $3.00,
116 pp.) This directory lists 64 U.S. Army
Museums.

National Parks of the United States: Guide
and Map (GPO" S/N 024-005-00696-6. 70¢.
30 pp.) Folder features a map of the U.S.
locating ail national parks, anda chart
listing services, facilities, activities and
up-to-date information on each park.

K GPU Superintendent of Documents, Governmeht Printing Office, Wuhln‘ton DC 20408
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National Register of Historic Places, 1976
(GPO* S/N 024-006-00645-1. $18. 961 pp.) -

Historic places in U.S. are organized by
State, with selected photographs accom-
panying each section. Significant features
of each historic place are described, along
with a brief background history. This book
is expensive and might best be on your
Céhool library shelf, accessible to everyone.

nd glider flights
Gliding is a thrilling sport that has really
soared in popularity in the past few years.
A variety, hang gliding, is one of the
fastest growing sports in America.
~ If you write to The Soaring Society of

- America, Inc.,, Box 66071, Los Angeles, CA

90066, you can obtain information listing
soaring schools, clubs and official SSA

3

representatives near you who can assist
you in getting started in the sport. Included
in the materials is a briéf explanation of
hang gliding and a list of introductory
publications on a wide variety of gliding
subjects.

39 . 87



One’kit from the SSA is free, andl it

" offers a directory of U.S. Soaring Sites and -

" Organizations, a brochure, How You Can
Become a Glider Pilot, and other fhfor-
mation on the SSA. Another kit, whigh
costs $2,, containg infarmation additional
to that included in the free kit. Enclose a
check or money order if you request the
Iatter. :

“Indoor plants . . .
Indoor plants are “in.” Your friends will
be green with envy when they see your
* do-it-yourself terrarium and your lush
planters. The following publications will
show you how to grow both.

Selecting and Growing House Plants (CI*
129H. 76¢. 32 pp.). Illustrated guide for
" over 60 varieties of foliage, succulent and
flowering plants. Instructions on potting, -
wateriae, fertilizing and propagatmg,
glossag of terms.
Indoor Gardening: Terrariums, Hanging
Baskets, and Plant Selection (GPO* S/N
001-000-08768-7. $1.70. 47 pp.).
Greemn Scene (GPO* S/N 024-005-00536-6.
$1.20. 62 pp.). This National Park Service
booklet describes the care and maintenance
of common household and office plants, .
' mcludmg the gardenia, Afrlcan violet and
" rubber tree.

And here’s a publicgtion that should be
of particular interest to anyone with a
“green thumb.” Building Hobby Green-
‘houses (CI* 127H. $1.00. 20 pp.) contains
information on selecting, locating, con-
structmg, lighting, heating ‘and ventilating
~ various types of greenhouses.

and student grants

Millions of dollars are available.to stu-
- dents seeking financial aid to continue their
education. The College Blue Book, available

. tection, its Musical Theateir Workshops in

at your school or public library, lists hun-
dreds of grants and scholarships made
available through individuals, foundations,
corporations, states and universities. It also
describes the qualifications and procedures
to be followed, including addresaes for
information.

The HEW Fact Sheet provides informa-
tion on major programs of the U.S: Gov-
ernment for financial aid to students. It is
available free of charge by writing to the
Office of Education, Program Development

" Branch, Division of Student Support and
Special Programs, 400 Maryland Avenue

SW, Washington, DC 20202.

Need a Lift?, published by the American
Legion Education and Scholarship Pro-
gram, contains information on acholar-
ships, fellowships, loans and part-time
jobs available to students seeking financial
assistance. It costs $1.00 (prepaid) and is
a real bargain. It may be purchased
through local American Legion Posts or
Auxiliary Units, State HQ, or from The
American Legion, NEED A LIFT?, P.O.
Box 10656, Indianapolis, IN 46206.

If you have a way with words and you're
considering a career in journalism, write
for a free copy of the Journalism Scholar-
ship Guide and Directory of College Jour-
nalism Programs, available from The
Newspaper Fund, Inc., P.O. Box 800,
Princeton, NJ 08540.

One final note: if you're a student com-
poser, Broadcast Music, Inc. (BMI)

answers questions about copyright pro-

“

Los Angeles and_ New York City, BMI
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, Awards to Student Composers of concert inclu’dﬁng public and private exhplo}rment )
music, and how to become eligible to affili- Nncies, college placement offices and help

ate with BMI as a song writer. Request the ited ads. .
Handbook for BMI Writers and Publishers - For some excellent guidance on how to
and enclose a self-addressed stamped - write a good job application letter, read

envelope, to Broadeast Musts, Inc., 320 Joyce Lajn }(elmody’s.articl_e on page 22.

West 87th Street, New York, NY 10019, .
! and music machines

Jobs for teens . - Most manufacturers of musical instru-

When and where do you start to look ments and many organizations devoted to
. for a job? Where are the good places to music (check the Best Tellers List on page
check and how do you go about selling your 56 for the appropriate reference books)
talents? What kingd of jobs are available? ©  will send you information for the asking
These and other questions are discussed in or for a nominal charge. )
the following brochures you can order For example, even if you can’t play first

base, you probably can learn to play the
harmonica—an instrument that’s been
- around for more than 4,000 years. [t's
portable, and wonderful accompaniment
for campfire songs. All you have to do is
learn which hole to blow into. Send & self-
addressed stamped, lettersize envelope
and ask for a freecopy of How to Play the
Marine Band Type Hohner Harmonica,
from M. Hohner, Inc., Department S, An-
- dress Road, Hicksville, NY 11802,
Available from the same address is a
booklet detailing official requirgments for
earning a scouting-music merifBadge.
. Also available at no cost from-the Ameri-
The Job Outlook in Brief (CI* 114H. $1.40, can Music Qonference, 1000 Skokie Boule-
36 pp.) . Employment trends and prospects vard, Wilmette, IL 60091, are Publication

from CI.W

through 1985 for more than 260 different List, and Instrumental Odys&éy and Music
occupations. Revolution (send a self-addressed stamped
Merchandising Your Job Talents (CI* envelope). - .

116H. $1.20. 24 pp.). Information on pre-
paring a resume, writing a letter of appli-
cation and interviewing.

Occupations in Demand (CI* 535H. Free.

8 pp.). Revised monthly. Lists the number
of job openings for over 100 occupations
and the cities or localities in which they
are available. C,
Matching Personal and Job Characteristics
(CI* 116H. 90¢. 16 pp.). How to choose the
right career ; includes easy-to-use chart for
comparing your academic background and
personality traits with jobs characteristics .
of, and requirements for, 281 different \ The GPO* hag information available too,

occupations. in Exploring Music Careers, A Student
Student Guide—Six Federal Financial Aid Guide Book (GPO* S/N 017-080-01689-7.
Programs (CI* 537H. Free. 19 pp.). De- $1.30.67 pp.). -
scribes six grant and loan programs for Another GPO publichtion, Performing
college, vocAtional and technical school ~  Artsand Entertainment Related Opera- .
students; who is eligible and how to apply. tions, (S/N 029-001-02100-8. 50¢. 18 pp.)
Tomorrow’s Jobs (CI* 118H. 50¢. 19 pp.). gived the employment outlook for models,
Relationship between job prospects and performing artists, actors and actresses,
education; discusses sources of assistance dancers, musicians, singers, occupations in*
"G-PO .s’;igérintonuont of Documents, Government Printing Office, th|nmo:\. DC 20408

o * Cl Conyumer Information Center, Pueblo, CO 81009 _ P . 4 1 . . 39 '
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radio and TV broi\dcasting.

If you're a budding lyricist or composer
and would like Yree information on how to
secure a copyright for your work, write to
the Copyright Office, Library of Congress,
1921 Jefferson Davis Highway, Arlington,
VA 20669.

Finally, if you're mad about music

“machines, the Smithsonian Institution has .

publighed a delightful book. The subject is
the development of music machihes in
America, from a-19th centuryxHicks barrel
organ to the latest electronic instrument.
It uses a multitude of photographs, draw-
ings, old magazine advertisements, and
other bits of memorabilia to bring to life
the first selective coin-operated phono-
graph, the Regina Disc Changer, the
Edison Gem Phonograph, the Victrola

and the jukeboxes, besides the famous
people who made the music that went into
the machines. Called Music Machines—
American Style, it costs $3.85, has 140 pp.,
and is available by requesting S/N 047-
000-00182-0 from the GPO*.>

Kite flights ..

Go fly a kite and partncnpate ina fascl-
nating pastime that dates back tothe -
beginnings of human culture. According
to most experts, kite flying originated in
the Orient. In ancient China, kites wi
used for awvariety of purposes, from de-
moralizing a barbarian army to celebrating
an eldest son’s seventh birthday by flying,
away his bad luck on a kite. And through-
out the ages, kites have been usedin
religious ceremonies, for distributing
propaganda, to.carry messages, and in
scientific experiments. -

Today, kites are flown mostly for the fun
of it. In Japan at certain times of the year,
kite flying becomes a national craze. The
air is filled with Kites of all sizes and de-
scriptions, ranging from some as small as '

" coins to one that is 1,500 squard feet and

requires 120 people to fly. And the popu-
larity of kite flying has spread te the
United States, with a Nationa] Kite Week
held each spring.

If you’dﬂe some general information

“about Nat®hal Kite Week, write to the
President, International Kitefliers Asso-
ciation, 321 East 48th Street, New York,
NY 10017.

' and women’s rights

- Existing laws offer women protection

against discrimination and proposed legis-

lation, such as the Equal Rights Amend-
ment may add more. But legal measures

cannot automatically guarantee equal pro- -
tection jn education, employment and other

actwntles This.can only come about when
women know their rights fully.

Information on women’s right's"_ig avail-

able from a number of government agen-
cies and private organizations,

Student Guide to Title IX (GPO* S/N *
017-080-01710-5. $2.00. 46 pp.) briefly
explains students’ rights under Title IX,

»the 1972 law that prohibits schools from

" discriminating on the Basis of sex. It is ”
written for students of high school age
and younger. :

& B
w e

You can obtain qeveral pamphlets on
¥ women's rights by writing directly to the
U.S, Department of Labor, Women’s

: 42.
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Bureau, 200 Constitution Avenue NW,
Washington, DC 20210. For instance, A
Working Woman's Guide to Her Job Rights
outlines the Equal Pay Act and how it -

atfects millions of working women. Others

available upon request are: Twenty Facts
on Women Workers; Economic Responsi-
bilities of the Working Woman; Women
Workers Today ; Brief Highlights of Major
Federal Laws and Order on Sex Discrimi-
nation in Employment; and Three Charts.

Legendary greats . ..

‘There’s a Hall of Fame or museum dedi-
cated to famous men and women from
almost every field of endeavor, especially
sports. Most are helpful in providing infor-
mation about their organization and some .
provide detailed information about the
members enshrined. Below are some of
them, in case you visit the cities and want
to browse through the trophies and the

memorabilia. Others can be found in the
Encyclopedia of Associations (see the Best
" Tellers List on page 56),. International
Tennis Hall of Fame and Tennis Museum,
Newport Casino, 194 Bellevue Avenue,
Newport, R1 02840. International Swim-
ming Hall of Fame, Inc., 1 Hall of Fame
Drive, Fort Lauderdale, FL 88816 (offers
free literatur®, brochures, booklist of
aquatic books, sent on request). Basketball
Hall of Fame, Box 176U, Highland Station,
Springfield, I!IA 01109. Send a self-ad-
dressed stamped envelope and request the
free booklet “Basketball Was Born Here.”
The United States Figure Skating Associa-
tion, Attention: Mr. Ian A. Anderson, Pub-
lications Director, 20 First Street, Colora-

"~ do Springs, CO 80906. Football Hall of
Fame, 2121 Harrison Avenue NW, Canton,
OH 44708. Baseball Hall of Fame, Coopers-
town, NY 18826. National Bowling Hall of
Fame and Museum, 5301 South 76th Street,
Glendale, W1 53129. American Softhall
Association Hall of Fame, 2801 N E 50th

Street, P.O. Box 11437, Oklahoma City, ..
OK 73111. Hockey Hall of Fame, Exhibition
Patk, Toronto, Ontario, Canada M6K 8CG8.

and genealogical dates \

How to go about tracing one’s an-
cestry has become a popular, engrossing
project for many families ever since" '
“"Roots” appeared in print and on the tele-
vision screen.

'The following: booklets may provide just /
the encouragement to get you started. All
can be ordered from CI*, and some are free.
Family Folklore (CI* 116H. 75¢. 7 pp.).

How to record family stories and traditions
to supplement your genealogy.
Genealogical Records in the National

+ Archives (CI* 630H. Free. 21 pp.). What

records are available, how and where to

' get them.

Genealogical Sources Qutside the National
Archives (CI* 631H. Free. 8 pp.). De-

scribes libraries, societies and books help-~

ful in tracing the history of a family. .
Where to Write for U.S. Birth and Death

" Records (CI* 171H. 70¢. 12 pp.). Addresses

for gtate and territorial offices; how far
back the records go; and what copies cost.

Metric information.. . - |

The need for a single worldwide coordi- °
nated system:-for measurements was rec-
ognized over 300 years ago when Gabriel *
Mouton, vicar of St. Paul in Lyons, France,
proposed a comprehensive decimal meas-

‘urement system.ince then, nearly every

country in the world, with the notable
exception of the United States, has con-
verted to metric measurement. .

In anticipation of an official adoption and - °

convergdion to the metric system in the
United States, a vast amount of informa-
tion is avdilable on the subject. Qne of the
best tools available is the NBS (National

( *GPO Superintendent of Documente, Government l’rlnthn"u Offtece, Washington, DC 20408 t‘ oo . .
Q@ * CI Consumaer Information Center, Pusblo, CO 81009 . ' . 4 3 41




Bureau of Standgrdsy Metric Kit (GPO* origins and how it became the symbol of
3/N 003-008-01736-1. $2.00). 1t contains a - our nation. Full-coler reproductions of
wallet-sized conversion card, 15 centimeter state flags and early flags of the United
P (6 inch) ruler, What about Metric?, . -States aré also included. There are sections
— _ on flag laws and regulations, and how to
B ' _diaplay the ﬂac properly.

Chartof the Modernized Metric System,
etc. These itemg can be ordered qeparately

National Park spots. . .

Modernized Metric %ystem Wall Chart . Some of the most bgautifui, breath-
(GPO* S/N 003-003-01072-3,65¢.) This . taking spots and wonderful recreational
colorful 29" by 46" chart illustrates the - facilities in the world are located in our
seven basic units of the metric system and .. National Park System.

includes common conveérsion tables. ' 'Before you rush off to one of these mag-
Metric Conyersion Card (GPO* §/N 0838- ° npijficent sites, check what activities and .
003-01068-5\50¢.) This plastic wallet-sized facilities it offers. You certainly don’t want
card enables you to convert to and from - to get where you are going only to dis--

the metric system for length, area, mass cover that it doesn’t offer what you ex- -
(weight), volume and temperature, pected. -

For Good Measure. (GPO* S/N 003«003- For general information, write for the
01080. 60¢). This plastic 6 inch ruler com- Index of National Park System and Affili-
pares metric and customary uiiits. ated Areas (GPO* S/N 024-005-00689-8.
What about Metric? (GPO* S/N 003-008- $2.30. 80 pp.). It outlines the character-
01688-8. 86¢. 14 pp.). This booklet de- © istics and data on every natural, historical,
scribes why and where the metric system ~ recreational, cultural and National Capital
iy used; contains a guide for estimating Park Area administered by the National
the most common household measure- i Park Service.

ments, discusses everyday units of meas- . ,
urement, provides a visual comparison of —~_/

metric and customary units of measure-
ment; and emphasizes simple conversion
calculations.

Brief History of Measurement Systems
(GPO* S/N 003-0038-01718-2. 50¢. 4 pp.).
Includes a chart of the modernized metric
qutem

and flags of our nation

Most state historical societies (usually
listed in the telephone directory) are ex-
N cellent sources for detailed information
about local and state flags and banners.
A particularly worthwhile booklet is Our

“Flag. 1t costs 80¢ and can be obtained from For a handy, color-coded chart and a map
the GPO* by ordering S/N 052-071- that provides a thumbnail guide to the
00476-9. Reprinted recently by order of activities and facilities of nearly 800 park-

Congress, it features the story of our f_lag’s lands, write to the GPO* and order

L3
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National Parks of the United States:
Guide and Map (GPO* S/N 024-005-
00696-6. 70¢ ). |

For information about pamphlets avail-
able on specific parks or landmarks, write
for a copy of the Subject Bibliography on
National Park Service Folders, SB-170, and
for Subject Bibliography, SB-016, the
Historical Handbook Series. Both lists are
free. The publications which they list vary
in cost, some as low ns 86¢, others as high
ns $2 or $3. ’

The National Park Folders Bibliography
lists more than 40 subjects, ranging from
the Appalachian National Scenic Trail to
Yellowstone National Park, The Historical
Handbook Series offers some 40 gites,
shrines and monuments, such as the Aztec
Ruins National Monument in New Mexico,
and the Statue of Liberty National Monu-
ment in New York.

And the following publication deals with
specific activities in parklands and forests:
Back-Country Travel in the National Park
System (GPO* S/N 024-005-00267-7. 80¢.
40 pp.). Manual for escaping the machine
age into the “back-country’ wilderness of
our national parks. Includes a guide to
back-country areas, and safety and travel
preparation hints.

and caring for tots

~If you're a teenager about to become
one of more than one million babysitters
in the United States, or if you're a veteran
babysitter who would like to hn;g%ve your
skill, The Pocket Guide to Bapysitiing is
for you. (GPO* S/N 017-091-00197-9.
$1.20. 48 pp.). It holds all the information *
you'll need to become the “number-one”
babysitter. It includes important tips on

*Glo Supormlemht';t ot Docutnents, Government I'rlnhnl Othee, Washington, DC 20402

* CT Consumer lnfaemation Center, -Fueblo, CO 81009 "
.

getting along with parents, insuring the

“ safely of children, feeding, changing
clothes, and important phone numbers to
remember, and first nid in case of .accidents.,
It also describes a variety of games and -
activities-for children of all ages,

Carry this guide with you on your baby-

- sitting_jobs. You will feel more confident.

Parents will be ingpressed by your effi-
‘ciency. You may even pick up their recom-
mendations for a few more jobs.

Olympic events. . . -

“Swifter, higher, stronger” is the motto
of the Olympic Games,-and every four
years super-athletes smash geemingly -
unbeatable records. You will find the win- -
ners of all modern Olympic events, since -
they were resumed in 1896, in The World
Almanac and Book of Facts (see the Best
Tpllexg List on page 56). You can also write
for & super 16-page booklet that answers
hundreds of questions about the Olympics
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by sending a self-addressed stamped - ~Home Jawrnal. Moat have a Consumer
envelope to the U.S. Olympic Committee, Service office to help you.
1750 East Boulder Street, Colorado
- Springs, CO 80909. The booklet, titled
- The Olywpic Games, ig free.

and old documents

Some of our most precious, meaningful
documents, such as the Declaration of
Independence, the Constitution, and the
Bill of Rights—all facsimile copies—ca
be obtained for decorating your room. lpor
& Subject Bibliography that tells you of

Other sources of free information are
the large footl companies such as General
Foods and General Mills. You can obtaina
Free Literature List, and a copy of The -
Ultimate Fresh Fruit Ple if you write to
Best Foods, a Unit of CPC North America,
Dept. LL-A AL, Box 307, Coventry, CT

v 06288.
these and many other color lithographs ™~ Finally, the D"P""‘W“" of Agriculture

and pictorial charts, write to the GPO* and publishes a number of pamphlets on
request the Subject Fgbliography (SB-144) baking. One of these, Breads, Cakes and

titled The American Revolution. For ex- Pies in Family Meals, can be ordered from
ample, it tells you how you may order a set the GPO* (Order S/N 001-000-03915-6.
of 10 posters depicting Soldiers of the $1.50).

Revolution for $5.55 or a portfolio of color

lithographs depicting Our Navy in Action and t oys to make

for just $4.00.

Pies to bake...

If you'd like to try your hand at baking
pies, there’s a vast range of free informa-
tion and recipes available from commercial
producers and growers of.pie ingredients.
Naturally, the information they send
recommends the ingredients they produce.
Nevertheless, most ¢f the information is
worthwhile and you have the option of
using &r not using the sender’s ingredients.

With\this jn mind, check the Encyclo-
pedia of Associations (see the Best Tellers
List on page 56) for fruit growers (apple,
cherry, peach, etc.) and sugar, flour and
other pie ingredient producers. Most of

them will either send you information or Toys and other craft materials needn’t
will direct you to one or more of thei* mem-  be expensive to be fun. Kids often get a
bers who distribute the information you bigger kick out of cornhusk dolls, apple
want. dolls, and marshmallow figurines than
You might also try writing to macazines, costly gifts bought in the store. Besides,
such as Family Circle, Southern Living, you'll have the satisfaction of making

Good Housekeeping, MoCalls and Ladies them yourself and saving money too.

v dg
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For example, a free brochure, Crafts U.S. Chess Federation. It contains chess
and More Crafts can be had for the asking news, games from recent events, tips on
from Johnson Wax's Consumer Service how to play better, and pictures and stories
Center, 15256 Howe Street, Racine, WI about all aspects of the game.
53403. The consumer education director at
that office suggests you request this and and sporting things
other booklets by post card. There are literally thousands of sources

. - : to write for information about sports. The

Q‘u'eens and kings. .. complete list would fill several large

Rescuing queens, protecting kings, volumes. Here are a few general pointers.
jousting with knights, battling bishops, _ Sports publications are super sources.
defending castles and pushing pawnsare ~  Some, such as Boating, ard devoted to just :
all part of the ancient and honorable game one sport. Others, such as Sports Illus- -
of cRess. If you're interested in learning . trated, cover a variety, of sports. Fora
how to play chess, finding out where you « comprehensive list of sports magazines,
can join a Chess Club, entering a tourna- ask your librarian for the appropriate 1
ment or developing a better game, there volume of Standard Rate and Data. It con-

tains the names and addresses of maga-
zines ranging from Archery to Yachting.
Editors, especially those dealing with a
single sport, will generally provide you
with an answer to your question, or at least
point you in the right direction. It’s to their
adyéntage to do so, since it helps to build
the circulation of their magazine, However,
one bit of advice: When writing to editors,
don’t waste their time with questions that
you could answer by a trip to the library.
Also, you'll increase your chance of a reply
by enclosing a stamped self-addressed
envelope. :
" 'Most professional teams and many
amateur ones encourage inquiries about

: " ) the team or the individual athletes. In-
are many sources to write for information. quiries Help to develop loyal fans and fans
Every state has a chess association that mean attendance. -

provides information on a variety of chess
subjects and events. If you can't find such
agroup listed in the telephone directory,
write to the U.S. Chess Federation, 479
Broadway, Newburgh, NY 12550.

They have two free booklets which they
will send you if you enclose a stamped self-
addressed, legal-size envelope with your
request.

Oneis titled Let's Play Chess, which is
the USCF's official summary of the rules
of chess, with a few tips on how to play -
winning chess. Another booklet, 100 Short-
cuts to Chess Victory, again requiring a
stamped self-addressed legal-size envelope,
shows how to win chess games in the very
early stages, compiled by World Blindfold
Champion George Koltanowski. Lots of
games can be won in fewer than 20 moves. ' ,

If you send 50¢ for handling costs, the If you can’t locate the address of a par- .

. same organization will send you a copyqpf ticular team, write to the aports editor of
Chess Life, the official magazine of the your local daily newspaper, or to the

* GPO Buperintendent of Documents, Governnient Printing Offce, Washington, DC 20402
* Cl Consumer Information Center, Pueblo, CO 81009 s . 45
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appropriate spdrts group liated in the the Best Tellers List on page 56) . Some
~ Encyclopedia of Associations (see the Best are devoted to a particular pet, such as the 1

Tellers List on page 68). Most of these American Kennel Club, and some deal with
groups will also provide general infbrma. a particular breed. There are over 100
tion about their particular sport. ) dog breed clubs from Afghan to Yorkshire.

The U.S. Department of Agriculture has
a number of publications on pets, every-
thing from raising small farm animals to
beekeeping. Some are free, others inekpen-
sively priced.

One such booklet, titled Selectlon and
Care of Common Household Pets, can
be ordered from the GPO* (S/N 001-000-
00665-7. 35¢. 24 pp.).

o "

Sports information, especially on rules
and playing tips, is also available from
most manufacturers of sporting equip-

. ment, or from the sports association to
which they belong. Obviously, the manu-
facturers hope thatyou’'ll use their equip-
ment as a result of the materials they’ve
distribyted. The materials are generally

informative and usually free or moderately Most producers of pet foods and supplies
priced. For a list of sports equipment offer materials on the care and raising of
manufacturers and thei'r related associa- pets. A few, such as the Gaines Dog Re-
tions, check the Encyclopedia of Asso- search Center, P.O. Box 1007, Kankakee,

clations. IL 60901 ; the Pet Food Institute, 111 East

Wacker Drive, Chicago, IL 60601 ; Checker-
. board Square, St. Louis, MO 68188, pro-*
vide a wide variety of kits and publications.
. You caninquire what materials are @
available from these sources by writing to
the Consumer Information Department at
the appropriate address. For names and
addresses of other commercial organiza-
tions in the pet food and supply field, check
the Best Tellers List on page 56 for the
appropriate reference source.

And here’s something for someone who
wants a dog or cat but can't afford high
priced pedigreed-animals. The American
Society for the Prevention of Cruelty to
Animals (AS P C A), as well as several

- . other agencies offering pets for adoption, _
Raising pets.. . sometimes provide pups and fully grown
There’s enough information to fill Nowh’s  dogs or kittens and cats for the asking, as

Ark-—and then some. And the sources ar long as they're convinced that the animal
as varied as the pets. : : will have a good home. For details, write

Several hundred organizations con- tothe ASP C A, 441 East 92nd Street,
cerned with the care and raising of pets, New York, NY 10028. For names and
from alligators to zebra fish, are listed . addresses of related agencies, check the -
in the Encyclopedia of Associations (see Encyclopedia of Associations.
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You can get a free booklet, Keeping Your
Pet Healthy from CI* (638H. Free, 4 pp.)
which covers feeding, grooming and first
aid; preventions, symptoms ‘and treat-
ment of fleas, ticka and worms; tips for
getting the moat out of a visit to the vet-
erinarian, )

.and fishing nets

/hether you're a beginner or & modern
ddy Isaac Walton, you'll net a healthy
catch of fishing information from the fol-
lowing sourtes:

The U.S. Fish and Wildlife Service and
the National Park Service offer several

. publications and audio-visual materials on

‘fish and fishing. For information, contact
the Public Aftairs Office of both at the

* U.S. Department of the Interior, Wash-
ington, DC 20240. -

- The Sports Fishing Institute, 608 Thir-

- teenth Street NW, Washington, DC 20005 ;

‘the International Game Fish Association,

. 3000 Los Olas Boulevard, Fort Lauderdale,
FL 33316 ; and the American Casting
Assoclation, P.0. Box 51, Naghville, TN
37202, are among the many fishing groups
listed in the Encyclopedia of Associations
(see the Best Tellers List on page 66).

Every state has a wildlife agency which
provides information on fishing, including ¢
license requirements. You can obtain a
complete list of these addresses by request-
ing the State Wildlife Agencieh List from
the Office of Conservation Education,
Bureau of Sports Fisheries and Wildlife,
Department of Interior, Washington, DC
20240. '

If you're really a lover of fishing, here’s
one of the best books available on the

L}
* GPO Buperintendent of Documents, Government Printing Ofics, Washington, DC 0402

* C1 Consumaer Information Center, Pueblo, CO 81009 . 'S

subject: Sport Fishing USA (GPO* S/N
924-010-00286-2. $10.00. 464 pp.). Each of
the 41 kections in this beautiful book ig-
written by an expert on the subject. You
will discover what each sport fish looks like,
what it eats, where it lives, spawns and

migrates. You will find tips on how to
catch the fish you know are there, even
when other anglers are catching nothing.
The uses, pros and cons of various sorts of
equipment are discussed, as well as how to
cook a fish once you've caught it, the his-
tory of fishing, the work of fisheries and
the programs for saving the millions of
fish that die from pmz illustra-
tions, half in color, help to make this an
exciting, exceptional book.

Sewing skills. ..

A stitch-in-time means fewer clothing
repairs and replacements. If you don’t
know how to sew, or would like to pick up
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udditim\xd skills, the following pamphlets
are available:

Pattern Alteration, Guide for Leaders in
Clothing Programs (GPO* S,'N 001-000-
00984-2.76¢. 38 pp.).

Simplified Clothing Construction (GPO* .
S/N 001-000-00847-1. T0¢. 32 pp.).

And ifiyou're in the market for a sewing
machine, theYollowing publications offer
valuable pointers:

Buying a New Sewing Machine (GPO*
S/N 001-000-02859-6. 36¢. 11 pp.).

Used Sewing Machines, A Good Buy (GPO*
S/N 001-000-02894-4. 36¢. 7 pp.).

and counterfeit bills -

LX)

L/

What is the difference between the
borders of genuine and counterfeit bills ?
What and where are the important fea- .
tures to examine on paper currency ? What
is the “acid test” that separates genuine
coins from counterfeit ones? .

‘The answers to these and other questions
about money are contained in Know Your
Money, a 19-page illustrated booklet pre-
pared by the United States Secret Service
(GPO* SN 048-006-00008-6. $1.00.

19 pp.).

Technicians galove. ..

Did you know that technicians with just
two years of specialized training can earn
double the salary of the average high
school graduate ? And did you know that
the demand for people with technical skills
is growing twice as fast as the demand for
any other group?

If you're interested in learning about
technical careera requiring less than four
years of college, write to the Office of
Education, U.S. Department of Health,
Education and Welfare, Washington, DC
20202, for a free copy of 25 Technical
Cireers You Can Learn in 2 Years or Less.

If you'd like to find out about schools
offering training for technical careers,

O 48
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request detailed information from the
following :

National Assoclation of Trade and Tech-
nical Schools, 2021 L Street NW, Wash-
fngton, DC 20086.

|

O

Accrediting Commission foBusiness
Schools, United Business Schools Associa-
tion, 1780 M Street NW, Washington, DC
20036. .

National Home Study Council, 1601 18th
Street NW, Washington, DC 20009.

and Civil War lore

Stand on the spot that marked the open-
ing engagement between the Blue and the
Gray and relive the First Battle of Ma-
nassas (Bull Run).

Manassas, Antietam, Chicamauga, Chat-
tanooga and Vicksburg are among the
many Civil War battlefields now adminis-
tered by the National Park System. For a
brief description of Civil War landmarks
and historical sites that you can visit, see

-
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the referral under National Parks on

page 42. Also, you may request the Sub-
Ject Bibliography (SB-192) from the GPO*
titled Civil War, which has five pages of
titles from which to select.

The next best thing to getting there is
reading about it. Subject Bibliography,
SB-116, is called the Historical Handbook
Series and you can get it free from the
GPO-", -

For example, Where a Huhdred Thou- \
s\ and escaping from crowds

sand Fell (§’N 024-006-00188-3) contair
information and descriptive material on
some of the scenes of four great Civil War
battles. Within a radius of 17 miles, over
100,000 casualties occurred in the battles
of Fredericksburg, Chancelloraville, the
Wilderness and Spotsylvania Court House
—all involving strategy and tactics beyond
the understanding of the average soldier.

-

Understanding clouds. . .-

. - ° :h
e e

How, why, when and where clouds form,
and what shape they {ake, is the subject of
a fascinating, full-color booklet published
by the National O¢eanic and Atmospheric
Administration of the U.S. Department of
Commerce. Clouds (GPO* S/N 008-014-
00016-9), - )

And if weather phenomenn are of inter-
est to you, write to the GPO* for a free
Subject Bibliography titled Weather
(SB-284). '

Typical of the booklets listed in SB-284
is Hurricgne: The Greatest Storm on Earth
(GPO* S/N 008-018-00077-6..81.15. 20
pp.). No other atmospheric disturbance

combines duration, size and violence more
. , Ny .

*GPO Superintendent of Docuntents, Government Printing Office, Washington, DC 20402

* CI Consunter Information Center, Pueblo, CO 81009 \

)

destructively than hurricanes. This well-
illugtrated, two-color hooklet examirths the
nature of hurricanes, how they are born,
how they are detected and watched, and
what safety rules should be followed to
save lives.

Other publications listed in the Subject
Bibliography (SB-284) deal with earth-
quakes, flash floods, lightning, tornad es,
winter storms and weather forecastin(zl.

There are more than 160 National For-
ests and 800 National Parklands encom-
passing mi]lions of acres ideally suited for
“getting away from it all.”

For detailed information on visiting Na-
tional Forests in your part of the country,
here is a list of National Forest Service
Regional Offices. (Be sure to address them
to the Ngtional Forest Service) :

Alaska Region California Region
.P.0O. Box 1628 630 Sansome Street
Juneau, AK 99801 San Francisco, CA

Eastern Region 94111
633 W: Wisconsin Intermountain
Avenue Region
. Milwaukee, W1 53208 324 26th Street
Northern Region Ogd.e n, UT 84401
Federal Building Pacific Northwest
Missoula, MT 69801 Region
, P.O. Box 3623
Southern Region
1720 Peachtree Portland, OR 97208
’.. Road SW Rocky Mountain
Atlanta, GA 80309 Region
Southwestern Region Fedel:al Center
“ 817 Gold Avenue Building 85
Albuquerque, NM Denver, CO 80226
87101 -
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For information about National Park-
lands, see page 42.

It you are planning backpacking, rlver
or trail exploration in wildernesd areas,
you should learn in advance which areas
are available to you, the dangers to avoid
and what regulations must be observed so

campihg will continue to be a joy for gen- -

erations to come. Two Subject Bibliogra- -
phies offer a broad range of topics, from
Access National Parks: A Guide for Handi-
capped Visitors, to Anglers’ Guides, Diving
Manuals, State Laws on Mopeds and Motor-
ized Bicycles and Yellowstone Wildlife,
and can be requested free of charge from
the GPO. They are listed in Recreational
and Outdoor Activities (SB-017) and Visi-
tor Activities in the National Parks (SB-
089).

You might also write for specific details
about camping opportunities from some of
the many regional trail and mountain club
groups listed in the Encyclopedia of Asso-
ciations (see the Beqt Tellen 8 {.ist on page
b6).

For example, if you hanker for Appa-
lachian Trail hiking, you might write to
the Potomac Appalachian Trail Club at
1718 N Street NW; Washington, DC 20086,
or to the Appalachian Mountain Club at
Five Joy Street, Boston, MA 02108. In the
Northwest, you might contact The Moun-
taineers, 719 Pike Street, Seattle, WA
98101. When requesting information from
such trail clubs, be sure to enclose a self-
addressed stamped envelope.’

And if vou yearn for a Canadian Rockies
experience, drop a letter to Skyline Trail
Hikers of the Canadian Rockies, P.O. Box
3514, Station B, Calgary, AB Canada T2M

4M2, keeping in mind that many trails

-~

should be approached, only by experienced
woodspersons, after careful plam\ing and

) pl eparution

Vanic;hmg herds. ..

The Great Auk, the Plains Wolf, the Sea
Mink, the Badlands Bighorn, the Passenger
Pigeon and the Heath Hen, all have one

thing in common. They're as dead as the
Labrador Duck.

rarsds
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What causes a species to vanish ? What

- happened to the 60 million-bison that once
‘roamed the Western Plains ? Which ani-

mals are considered endangered ? And what
can you do to save the bald eagle, the sea
lion, cougars, whales and other wildlife
from extinction?

The U.S. Department of the Interior,
W ashington, DC 20240, publishes a variety
of materials on wildlife conservation. The
‘United States List of Endangered Fauna,
for example, contains more than 400 native
and foreign species of endangered ani-
mals. It is available free from the Office of
Endangered Species and International
Activities, Department of the Interior,
Washington, DC 20240.




The Bureau of Sport Fisheries and Wild-
life publishes a series of Conservation Note
pamphlets on subjects such as Protecting
Our Endangered Birds, The Bald Eagle,
The American Buffalo and Today’s Threat
to Our Nation’s Wildlife, A complete list of
the subjécts covered can be obtained by
writing to the Bureau at the above address.

There are numerous organizations that
provide free or modestly priced pamphlets
and brochures on wildlife conservation.
Here i3 a partial list:

National Audubon The»-a Club
Society Information

960 Third Avenue _Services

New York, NY 10022 530 Bush Street -
Cousteau Society Sa: 41;‘Bgncisco, CA
777 Third Avenue '

New York, NY 10017 Animal Protection
National Wildlife f{‘;‘::::‘: of
Federation

P.O. Box 22505
Sacramento, CA
96822

1412 16th Street NW
Washington, DC
20036

For a more comprehensive list, check the
Encyclopedia of Associations (see the Best
Tellers List on page 66.)

and sbotting birds

v Identifying birds, often referred to as
“flowers that fly and dazzle the eye,” pro-
* vides hours of fun and enjoyment, It's
something you can do almost everywhere
and just about any time. And it’s free.
Two popular books arg published by the

Fish and Wildlife Service, One, the beauti- )

ful bgok.Fifty Birds of Town and City, is
available in two forms: . ' -
Paperback (GPO* S/N 024-010-00382-4.
$2.20) ; and clothbound (GPO* S/N 024-
010-00382-1. $4.00) . It provides tull-color

(

4
* GPO Superintendent of Documents, Government Printing Office, Washington, DC 20402

$ C CI Consumar Information Center, Pusblo, CO 81009 w

= ided by ERIC.

illustrations of birds ranging from the 1

Baltimore Origle to the Yellow Warbler. /
The other b%k, Ducks at a Distance: A

Waterfow] Identification Guide, provides

pointers on\@;p‘mmts, actions, silhou- "

ettes, colors and sounds of a wide variety '

of ducks and geese. (GPO* S/N 024-010- © o
00442-8. $1.80).

Wilderness tracts . . .

Thanks to the Wilderness Act, nearly 11’
million acres of wilderness in more than
60 areas of the United States are held in
trust by the Forest Service for the use and
enrichment of the American people. For
example, you may wish to order Search for
Solitude, Our Wilderness Heritage (GPO*
S/N 001-000-03231-8. 85¢. 32 pp.). This
booklet portrays the beauty of these scenic
areas with full-color photos and describes
their outstanding features.
!

and space age facts

Space exploration is still in its infancy.
Two selected bibliographies that offer
exciting information on discoveries already -
made, and plans for those to come, can be
obtained free from the GPO*. Request
Subject Bibliography (SB-297), titled
Space, Rockets and Satellites, and Subject
Bibliography (SB-222),titled NASA Edu-

- cational Publications. These two publica-

tions offer booklets, such as Apollo

13, “Houston, We've Got A Problem,”
which describes the exciting space voyage
in April 1970 when an oxygen tank rup-
tyred in flight—which might have caused
a disaster (S/N 083-000-00165-7. $1.25.
26 pp.). GPO also has available a pamphlet,
Getting to Know Goddard, an early pioneer-
in rocketry (S/N 088-000-00664-1. 85¢).
You can buy wall charts and decals of
space shots, and best of all, you can learn

33
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how space exploration has served this gen- wha are allergic to wheat, eggs or milk,
eration and will serve generations to come ctlled Baking for People with Food Aller-
if you order the two Subject Bibliographies gles (S/N 001-000-03362-0. 35¢. 16 pp.).
named above. To obtain a Subject Bibliography that
lists the above publications and dozens of
X marks the spot . . ' others, you can request from the GPO*
You can spot the hy(lroeleutnc plant on SB-065, titled Cookbooks and Recipes.
the Konkoure River in Guinea, petroleum ) &
and shipbuilding facilities in Yemen, and Youth Hostel Camps . ..
the lone airfield in the Galapagos Islands American Youth Hostels, Inc., a non-
off the coast of Ecuador. profit, nonsectarian membership orga-
These and hundreds of other details of nization, helps arrange’bicycling, hiking
economic/activity, land use, population and canoeing trips through a network of
density, major industries, major ronds.are hostels that provide overnight accommo-

depicted/in a series of comprehensive maps
of foreign countries produced by the Cen-
tral Intelligence Agency (CIA). Individual
costs of the maps range from 65¢ to $1.26.
To gbtain information on how te order
these/CIA maps and numerous other maps
of the United States and related informa-
tion, you can order Subject Bibliography
(SB-102) titled Maps (United States and
Foreign) from the GPO* at no cost.

and what’s in the pot

dations at f&es ranging from $2 to $4 and
somewhat mare in the Teton ski-country.
AYH offers memberships for juniors (less
than 18 years) and seniors (more than 65)
at $7 a xear and $14 for everyone-else.

The idea sprang from a movement that
began in Europe in the early 19008, and has
grown to a worldwide network of over
5,000 hostels. Of these, same 2256 American
hostels come in all shapes and sizes, from
restored cabins to converted dance halls to

Hawaiian chicken, pizza presto, green life guard stations by old lighthouses.

? eggs, guacamole, coffee can bread, hush Most hostels require members to bring
puppies, crazy chocolate cake, Indian des- their own sleeping bags, offer kitchens,
sert and impossible pie are among the 100 dining areas and showers, and they do
tasty delights dishied up in Favorite Ameri- have rules in case parents are apprehen-
can Recipes: Collection of Classics from sive.

Around the Country (GPO*S/N 001-024- One of the AYH’s goals is to promote
00197-0. $1.08. 79 pp.). Also available from the idea of a gasless vacation.

GPO*: Cooking for Two (S/N 001-000- For information about membership, the
03698-0. $1.90.) ; Family Fare: A Guide to variety and location of hostels, write for
Good Nutrition (S/N 001-000-03777-8, . . Hosteling, USA from Amierican Youth
$2.10) ; Fish and Shellfish over the Coals . Hostels, Inc., Delaplane, VA 22025. ’
(SN 003-020-0062-6. $1. 25) tells you how H

to cook some of the bounty from our nation’s and collecting stamps -
lakes, rivers and oceans; and there’s One of the best bargains for the price is
¢ even a Booklet of sp ial recnpes for people Stamps & Stories, updated yearly-by the

!
]
|
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U8, Postnl Service, and available at your
local post office for $3.60. It contains full-
color reproductions of over 2,000 Stamps
ny well as illustrated stories covering
heroesheroines and highlights in history
that have been portrayed on stamps. The
booklet provides information on all U.S.
postage stamps, hints on collecting and the
Iatest stamp values. 1t can also be ordered
through the mail (add 50¢ for mailing).
from the Philatelic Sales Division, U.S.
Postal Service, Washington, DC 20265.

If you'd like to learn how to start a
stamp club, you can write fox oklet
from Dick Sine, Editor, The American
,Philatelist, .0. Box 800, State College,
A 16801, He will also send information
about the many services provided for
stamp collectors by the American Phila-
telic Society. »

Most communities boast local stamp
clubs, and sothe more experienced philate-
lists are happy to share their knowl dge -
and expertise—and swap stamps —ith/
yvouthful newcomers to the world’s most
popular hobby.

For information on how to enroll in a
correspondence course on Beginning Stamp
Collecting, youcan write to the Depart--
ment of Independent Study, Pennsylvania

State ollege. State College, PA 16801.

Z.00 populatlons ces .
Car ing for the rare, exotic, and’some-
times ferocious animals, leptlles birds and -

fish that populute our nation’s zoos and

. uquau jums is a highly specialized field of

work, If yop have a way with creatures
great.and small and want to look into the

- subject, You can write for Zoo and Aquari-

um Careers and The Purpose of Zoos &
Aquariums, Enclose a selfenddressed
~stamped envelope With your requést to Thy

Cio Supermtem h\m of Documents, Guvernment Printing Ofge, W nehlnxh\n e 20g02

Cl { tnatmer Infoumation enter, Puelily, CO Rl00y .

%

rd

o

American Association of Zoological Parks
and Aquatiums, Ogtebay Park, Wheeling,
WV 26003.

and natircal formations

Earth’'s inner mysteries continue to in-
trigue and delight us. Here again, the
GPO* offers several pamphlets that Swill
give you the lowdown on geological phe- .
noniena, such as Voleanoes (S/N 024-001-
00261-2.36¢. 10 pp.).

Others worth looking into are The In-
terior of the Earth (S/N 024-001-02607-4.
86¢.), and Geysers (S/N 624-001-02029-7.

66¢.) and Collecting Rocks (S/N 024 001-.
,‘)()334 6.36¢. 7 pp. ) t '

ra LS

Special Note: {

There is a minimum charge of $1 for all
mail orders fyom the GPQ*.

Prices appearing in this issue of All,
About Lettery were in effect ag of Novem-
ber, 1979. Government documents’ prices

are subject to change without prior notice. -

Therefore, prices in effect when your order
is filled may differ from prices onthe list.
Since it i3 not feasible to change prides
shown on Government documents in print,

- the price may differ from the price in ef’fect

when your order is pr ocessed.

Ty
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Public officials welcome letters. You're
doing them a favor when you write your .

Views-—clearly and thoughtfully—because

letters are one of their majormeans of
gauging public opinion. And you're doing
yourself a favor, too, because your letter
helps public officials represent you better.

Suppose you want to write to the Presi-
dent of the United States. The address on
the envelope and the letter should be :

The President ,

The White House -

Washington, DC 20600

Sometimes it's more effective to write to -
the Senators or Representatives from your
state. You can ask your teacher or librarian
for the names of your Senator and Repre-
sentative, or you ean write to any Senator
or Representative who is intheste(l in the
particular problem you want to write about.
Thenddresses should be:

(Name of Senator) . v

Senate Ottice Building , '

Washington, DC 20510 . I

. (Name of Representatiye)
House of Representativey
Oftice Building
Wushing'ton, DC 20616

Many books in your school or public
_ {brary can provide the correct forms of

address for other public officials. But no one
will complain if yol leave out an “Honor-
able” or address him (or her) merely as
“Dear Mr. (Miss, Mrs., Ms.) Jones.” It's
what you write that counts, and if you
present your thoughts with care and
sincerity, public officials will take them
seriously. If you're a United States citizen,
it doesn’t matter whether or not you're

old enough to vote.

Sometimes it's useful for you to have

g — . »
“acopy of a letter, you write. Let's say you

write a letter to a government official

- requesting information. Or a Ibtter to a

business firm ordering merchandise. A
copy of that letter could prove valuable.
The company might send the wrong item.
Or charge too much. Your copy will help
you deal wbith'whutover problem arises.

How can you make a copy ? The easiest ‘
and cheapest way is to make a carbon
copy: When you type a letter, you can

M

- muke more than one carbon copy if you
wish—-three is about the limit for clear
copieg, Extra copies are handy to send to

A, A

. oth%ﬂested people. Example: You

write federal agency about a project

inyour area. Yqu might send copies to
your senators and representatives. If you

o, you should note somewhere in the letter

that you are sending copies and to whom
you are sending them. Often that mere

% mention is enough to spur action.

If you don’t use carbon paper, you ¢an
make copies on a copying machine. They
are available in many places, such as
public libraries and supermarkets. These
copies cost more than carbon copies.

You chn use your copies to establish a
corresp(&\dcnce file. It's a fine way to keep
track of what you’ve written and what
others have written to yquf It’s great prac-
tice for doing things in a businesslike way.

Many letter writers “choke up”’ amd try
to compose formal, flowery sentences when
they write a letter to a business or govern-
ment official. Instead, write simply and
clearly. In faet, your writing should ap-
proach your speaking language. It’s live-
lier and therefore morej\lllteresting.

A personal touch makes all your letters
more interesting. If you provide news of ‘
your life or well-thought-out views of
events and issues, your correspondents
will reciprocate. T

Little tricks can help keep letters com-
ing. And everyone likes to get letters. You
can write to a fiend, for instance, ‘@
always makes me feel good when the mail-
man leaves a letter from you.” If someone
wrote that to you, could you resist the
invitation to reply ? '

You can present your opinion of some
matter and say, “Well, that’s my view of
- it. What’s yours ?”” Or come right out and
Say-—even in a business letter—*“I hope to
hear from you soon.”

If you really want to speed up a reply
to your business letter, se self-
addressed stamped envelope of business-
letter size. Fold it and include it with your
own letter. Business people\fiel greater
obligation to answer soon if t ey geta
self-addressed stamped envelope.
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' :','_9.;:;._ “agencies and certain international
" agencies. Also provides handy guides for

v

“Best “lellets
“List

“Knowledge is of two kinds: we know
a subject ourselves or we know wheré we
can find information upon it.”—Samuel
Johnson.

If you know what information you want
but you don’t know where to address your
letter of inquiry, here are some-helpful,
easy to use references. Most are available
at_your school or local public library.

-

United States Government Manual
describes the purposes and programs of
most government agencies, boards, com- °
" missions, commitfees, quasi-official

obtaining additional information.

Encyclopedia of Associations contains
information on more than 17,000 trade,
professional, labor, fraternal, patriotic,
citizen and social action organizations.
Acts as a 'switchboard” to connect .
persons seeking information with highly R s o roers i
qualified sources who are usually aware e o .
of information before it is printed in

. books or periodicals.




The Monthly Catalog of United States
Government Publieations i issued by the
Government Printing Oftice and sold by
subscription. - )

-Hclm'{cd V.S, Government Publications

Is & 16-page magazine that lists and de-
seribes between 100-150 popular govern-
ment titles in one issue. To get your name
on the list'to receive this.by mail free each
month, send your request to: Superintend-
ent of Documents, Government Printing
Oflice, ATTN; S, L. MAIL LIST, Wash-

T ington, DC 20402,

Consumer Information is a quarterly list
issued by the Consumer Information Cen-
ter for the General Services Administra-
tion of the U.S. Government. Many publi-
cations listed in the Selected Publication
List (above) also appear in this brochure
—if they have to do with consumerism,
Many of the publications it offers are free,
others at a very nominal charge. There iy
an order blank i the pamphlet. To get
Your name on the list to receive this free
service, write to: Consumer Information
Index, Pueblo, CO 81009. Be sure to include
Your name, address and ZIP Code.

Popular Publications for the Farmer, Sub-
urbanite, Homemaker and Consumer is a
booklet published by the U.S. Department
of Agriculture. Onee you receive a copy of
this pamphlet, More popularly called “List
No. 5,” you can order 10 of the publications
from its pages at no charge. Address your
request to:'U.S. Department of Agricul-
ture, Oflice of Communieations, Room
6507A, Washington, DC 20250.

Ayer Directory of Publications lists -
nearly all daily and weekly newspapers, as
well as consumer, business, technical, trade
and farm magazines published in the
United States. Editor and Publisher.and
Standard Rate and Data are also excellent
sources of information about publications.

Who's Who in America provides bio-
graphieal sketches of 80,00Q leading execu-
tives and officials in government, business,
education, religion, the press, civic affairs,
Iaw, athletics, art, music and science. In
most ¢ases, a home or office address is
provided. .

- Standard & Poor’s Reglster, Dun and

Bradstreet Directories, and Thomay Regls-
ter of Amertcan Manufacturers are among
the:many directories that list the head-
quarters, officers, directors and products
of leading business corporations. The
Standard Directory of Advertisers is a
handy reference if you know the trade
name but not the manufacturer.

The College Blue Book gives narrative
degcriptions of more than 8,000 colleges in
the United States and Canada. Procedures
are given for filing admission applications.
Campus facilities and costs are discussed,
and a map of each state and province is
included. In Part 1, under the name of each
college, appenrs a list of subject areas for
which degrees are offered. Part 2 offers

an alphabetical listing of subject areas for
which degrees are granted by one or more
institutions of higher education.

Barvon's Profiles of American Colleges
ofters a complete guide of over 1,476 col-
leges and universities. It offers an over-

. view of each school. It provides informa- - -

tion about admissions requirements, co?p,,
financial aid, programs of study, studen
life, campus environment, intercollegiate

.sports and transfers.

v

Barrop’s Guide to the Two-Year Colleges
lists Junior Colleges, Community Colleges,
Technical-Vocational Institutes, Business
Schools and Four-Year Colleges and Uni-
versities with two-year programs. It offers
information on associate degree programs,
commuter data, and it also lists schools
with dexglopmental and remedial programs.
./

A

The Education Directory for Colleges and
Universities, issued annually by the Na-
tional Center for Education Statistics of
the Department of Health, Education &
Welfare, offers current information on
institutions in the U.S. and its outlying

- areas that are legally authorized to offer

and are offering at least a one-year pro-
gram of college-level studies leading to-
ward a degree. Most school and public
libraries offer this valuable book .
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How to address
- mnaill prreoperily

To be properly addressed, all letters, flats (Iarge envelopes) and parcels must
scontain o destination address and a return address with the following information,
" in the sequence and position indicated :

Return Addeess Destination Address

1. The sender’s name (person and/or 1. The recipient’s name (person zmd/or
organization). . organization)

2. The settder’s street address, post office 2. The recipient’s street address, post

ox number or rural route number. ] office box number or rural route

If the mail is from an apartment house, number.
oflice bwlding or multi-dwelling, the If the mail is going to an apartment
unit number should appear to the right ° house, office building or multi-
of the street address. dwelling, the unit number should

3. The sender’s city, state and ZIP Code . appear to the right of the qtlcet
number. address.

8. The recipient’s city, state and ZIP
Code number. :

SUSAN SMITH
6949 PARK BOULEVARD
OAKLAND CA 94611

Jo

JOHN JONES
123 MAIN-ST APT 204
ARLINGTON VA 22210

¥
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Dual Address Format

There are circumstances in which both a post office box nu.mber and a street address
may be used. The important thing to remember when using this format {s that _
the address where you want the mail delivered must appear on the line immediately

above the bottom line. For example: ] '

mail will GRAND PRODUCTS INC mail will GRAND PRODUCTS INC
be delivered 100 MAJOR ST be delivered PO BOX 200
‘here ————— PO BOX 200 here — ———» 100 MAJOR ST
* PORTLAND OR 97213 PORTLAND OR 97213

The ZIP Code mnst be the correct one for the delivery nddress.

Alternate Forms of Addressing
‘

The Postal Service renlizes that there are numerous combinations of addresses. A few
examples of acceptable alternate forms of addressing are listed below. Check
your local post office for other alternate forms.

MISS SALLY SMITH SOUTHERN CORP

BOX 34 ATTN SUE MOBLEY SUITE 19
DULUTH MN 55803 ' . LOUISIANA INDUSTRIAL PK
MR H JONES e NEW ORLEANS LA 70126
ACCOUNTING DEPT - - DAVID JENSEN

ABC CORP RM 809 CIRCLE Y RANCH

3516 E INDUSTRIAL PKWY - RT 1 BOX 28

CLEVELAND OH 441385 CHEYENNE WY 82001

ADMITTING OFFICE’
MEMORIAL HOSPITAL RM 2B
HOUSTON TX 77008

New Forms for Addressing Letter Mail

You will get the best possible service if you ;'emembe__r four important steps in
addressing your letter-mail:
1. Capitalize everything in the address. ‘ . . X
2. Use the list of common abbreviations found in the National ZIR- Code Directory.
3. Eliminate all punctuation. |
.4. Use the special state abbreviations (see page 60 ).

]

OLD SYSTEM NEW SYSTEM
Mr. James R. Stower | MR JAMES R STOWER
105 North Broadway Avenue, Apt. C 306 N BROADWAY AVE APTC
Minneapolis, Minn. 55413 | INNEAPOLIS MN 56413
/ .

. . 61 59
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Address

‘Abbegvistioas

State Abbreviations

Alabama
Alaska . . =

Arizona ...
Arkansas
California . .
Colorado ... . . .
Connecticut ..
Delaware ... .. ...
District of Columbia . .« . ...
Florida

Georgia . .
Guam . .. .
Hawaii _
lduho
Ilinois
Indiana .
lowa .. . e
Kansas ... . .
Kentucky . .. ... ..
Louisiana
Maine . .
Maryland . . |
Massachusetts . ... ..
Michigan . . .
Minnesota ... .. - . .
Mississippi .
Missouri ..
Montana . .
Nebraska ... .. . ... ..
Nevada .
New Hampshire . .
New Jersey
New Mexico .. ... .o
New York ... o
-North Carolina

..........................................

Oklahoma
Oregon ...
Pennsylvania
Puerto Rico

...............................................

South Carolina .. _........... . ...
South Dakota

60

. Union

... TN
. TX

Tennessee . .
Texas ..

Utah uT
Vermont ... ... ... VT
Virginia ... ... ... ...........VA
Virgin Islands . .. ... ... ... VI
Washington ... .. ... .. . '
West Virginia . . ... e wv
Wisconsin . s WI

Wyoming . .. WY

Common Address Abbreviations

AVeNUE .. AVE
St e E

Expressway ...
Heights

..............................................

Hospital ... HOSP
Institute ... . INST
Juncetion . e, JCT

Lane LN
Meadows ... MDWS
North ... . e

Palms . PLMS
Park ... ... ... PK.
Parkway . oo, PKY
Plaza ... ... ... iiiiieieeneee.. PLZ
Ridge .t et e RDG
River .. e, RV
Road oo e RD
Rural R
Shore ..o e, SH
Sonth o el S
TSQUALE oo 8SQ
Station ................. ST . g s STA
Terraece ... e TER

Turnpike

View

........................................................

West

............................................................




~ Why 219 Gode?

*

It Speeds Your Mail

When you use ZIP C'ode you increase
the speed, accuracy and quality of yll
mail service. ZIP Coded mail can be
processed quickly by automatic
equipment. However, all non-ZIP Coded -
mail must be processed manuall y at every
distribution point. -

If, in addition to being Z1P Coded, your
mail is presorted in ZIP Code sequence,
the past office can route it more directly
and quickly. The result is fewer handlings
and faster, more accurate delivery. Thus,
using ZIP Codes provides both you and
your correspondents with better service.

3

|

7

ALASKA & L‘g‘] .
HAWAR { 9

bl B KL F R N TR Oy e

PUERTORICO
& VIRGINIS.

8100

-

POST OFFICE OR
DELIVERY AREA

]

How ZIP Code works

ZIP Code is a five-digit geogra hic code
that identifies areas within the lﬂxited
States and its possessions for purposes
of simplifying the distribution of mail
by the U.S. Postal Service. It should
appear on the last line of both the
destination and return address of mail,
following the name of the city and state.
In devising the ZIP Code, the#nited
States and its possessions were QYvided
into 10 large geographic areas. Each area
congists of three or more states or
posseasions and is given a number
between 0 and 9. This is the first digit
in any ZIP Code number. .

Becauge of favorable transportation
facilities, key post offices in ench area
are designated as sectional centers. Each
transmits mail moving between post
offices within its section. It also receives.
and transamits all mail moving into or out
of the section.

The firat three numbers of a five digit
ZIP Code represent a sectional center or
large city. '

The last two digits of a five digit ZIP
Code identify a'post office or delivery area.

63 " | | 61
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Get Your Money's Worth

Serving its customers is the job of the
Postal Service. To meet this reaponsibility,
and to help you get the most for your
postage, this section explains the types of
service available to you. :

CLASSES OF MAIL .

First-Class Mail: This consists of hand- .
written or typewritten matter, bills and
statements of account. First-Class Mail is
private and may not be opened for postal
inspection.

First-Class Mail is given the fastest
transportation service available. Much of
it travels on airplanes. o

The maximum weight for First-Class
Mail is 70 Ibs. and the maximum size, 100
inches in length and givgh combined.
Caution: If your piece is bigger than a

‘letter, be sure to mark it “First-Class” on
all sides so it gets priority handling.
Otherwise postal employees will assume
it's Third or Fourth Class.. ,
Second-Class Mail: This mail i8 generally
used by newspapers and other periodicals
which must meet certain requirements. If
you are interested in a Second-Class
permit, contact your postmaster to sce
whether your mailing qualifies.

Third-Class Mail: This is business, or
advertising, mail. This service may be used
for large mailings. It includes printed
materials and merchandise weighing less
than 16 oz. There are two rates: single
piece and bulk rate. Businesses and
community organizations find this service
cconomical. There are several categories

in Third-Class Mail; check with your
postmaster for one suited to your needs.

Fourth-Class Mail, or Parcel Post : Parcel
Post is the class vou use for sending
packages. Parcels mailed between larger
post offices in the continental U.S. are
limited to 40 Ibs. and 84 in. in length and
girth combined. Larger parcels can be
mailed to and from smaller post offices.
Check at your post office for special maijl-
ing rates for books, records, materials for
the blind, catalogs, and international

. mailingy.

 WHAT MAIL SERVICES GIVE
SPEEDIEST DELIVERY?
Express Mail: Check with your post office
to seo whether Express Mail is available
between your post oftice and your destina-

-

tion nddress. This service is still expand-
ing and cities are froquently »ged to the
program. Started in 1970, Expr®ss Mail is
an expedited delivery service for high-
priority itemas. Express Mail Next Day
Service, for example, otfers ovornight
delivery of #ems mailed from selected
post 0%3 by b p.m. the previous day. Tle
post oftie will pick up your shipment at C
your premises for a single charge of $56.25
per trip, regardless of the number of
items, Shipments can be delivered to the
destination post oftice by 10 a.m. or to the
addresdee by 8 p.m. the day after mailing,
If the shipment is not delivered on time,
the post oflice guarantees a refund of your
postage. The service off'ers the sender the
ability to ship materials to about 1,000
cities in the country. A list is nvailable
from your Express Mail post office. Size
limits are a maximum of 70 pounds and up ~

- to 100 inches in combined length and girth.

Priority Mail: Any Firat-Class Mail ,

item that weighs more than 12 ounces. It's
more expensive than Parcel Post but it’s
also much faster. Priority Mail can be
mailed from any post oftice or by a rural
.carrier or star route carrier to any address
in the U.S. and even to foreign countries. *
Priority Mail packages will be delivered

in two days, on’the average, anywhere in
the country.

Size limits are a maximum of 70 pounds
and up to 100 inches in combined length
and girth. ,

Users of Priority Mail can obtain a
varie#ly of special service options such as
insurance (from $15 to $400), return re-
ceipt, C.0.D., certificates of mailing and
Special Delivery. ’

Mailgram: This is offered jointly by the
Postal Service and Western Union. It
enables you to send a message to any
address in the continental U.S. for delivery
the next businegs day by the regular letter
carrier. Check with your post office or
Western Union.

HOW TO SEND VALUABLES
THROUGH THE\MAIL ,

Insured Mail: Insurance is available up to

$400 for Third- and Fourth-Class and First '
Class or Priority Mail containing merchan-

dise. For articles insured for more than. - — - »
$10, a receipt of delivery is obtained from

the addressee for Postal Service files and

K5 « ~ 63



return receipt service (see below) is avail- .
able. All irreplaceable articles, regardless
of value, and all items valued at more than
$400 should be sent by Registered Mail.

Registered Mail: When you use this serv-
ice, you buy security —the aafeat way to
send valuables. You must declare the full
value of your mailing. Included in the fee
which vgrien depending on value, is insur-+
ance up to $25,000 for domestic mail only.
You get a receipt, and the movement of the
mail is recorded throughout the postal sys-
tem. Return receipt service (see below)

is available.

COD Mait: Collect on Delivery service may
be used when merchandise has been or-
dered by the addressee. You pay the carriér
the amount due the mailer for the mer-
chandise, the postage, and the money order
fee. First- Third-, and Fourth-Class Mail ~
may be sent COD. Fees include insurance
againgt loss or damage. COD may also be
sent as Registered Mail. The maximum

- amount which may be collected from the

addressee is $400. -

Money Orders: This is a safe way to send
money through the mail and may be pur-
chased at all post offices in amounts up to
$400. Should your money order be lost or
stolen, it will be replaced if your com-
pleted receipt copy is presented.

PROOF OF MAILING AND DELIVERY
Certificate of Mailing : This may be what

you want if all you need is proof of mailing.’

It does not provide.insurance. The cost is
low, and no record.is maintained at the

post oflice.

Certitied Mail: Certified Mail provide’
mailing receipt and record of delivery at
the addressee’s post office. It does not offer
extra security or payment for loss. Return
receipt service (see below) is available. For
security you should use Registered Mail.

Return Receipts:\‘he return receipt is your
proof of delivery. [t is available on insured
mail of more than $15 value, and on Certi-
fled and Registered COD mail. A return
receipt identifies the article by number,
who signed for it, and the date it was de-
livered. For reasonable additional fees you
may obtain either a receipt showing exact
address of delivery, or you may restrict
delivery to the addressee or designated
agent.

. N
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"OTHER ITEMS OF INTEREST

Packaging: A major source of parcel dam-
age is failure to pack and wrap parcels
adequately. Prepare parcels to withstand
handling, vibration and the weight of other
packages. Be sure the address is legible
and securely attached, on one side only.

- Plate address information inside the pack-

age in the event the outside address label
is lost or obliterated.

l’us;iport Applieations: If you're planning
a trip abroad, you may apply for a passport
in many post offices. « '

o~
('ash Receipts: Receipts for your postal
purchases nre available.

Forwarding Mdil: If you are moving, or
plan a long visit, or go to school away from
home, before you go, obtain change of
address cards from your post office and
notify correspondents and publishers of
your new address. Be sure the effective
date is on the form. First-Class Mail is
forwarded for one year. -

WHIAT TO DO WHEN YQU HAVE A
POSTAL PROBLEM
If you have a problem with your mail
zérvice, don’t just gripe about it. Do
4omething. Fill out a Consumer Service
Card, available at any post office or from
your letter carrier. Do it as soon as you
are aware of your problem and investiga-
tion will begin immediately. You also have
a Consumer Advocate at postal headquarters .
in Washington, DC, who represents interests
of individual consumers at top management
levels in the Postal Service. The address is:
The Consumer Advocate
U.S. Postal Service
Washington, DC 20260

-~
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