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By Edward 7. Thompson

Editor-in-Chief, Reader's Digest

International Paper asked Edward T. Thompson
to share some of what he has learned in nineteen
years with Reader's Digest, a magazine famous
for making complicated subjects understandable
to millions of readers.

If you are afraid to write, don't be.

If you think youve got to string
together big tancy words and high-
flying phrases, forget it.

To write well, unless you aspire
to be a professional poet or novel-
ist, you only need ro get your ideas
across simply and clearly.

It’s not easy. But it is easier
than you might imagine.

There are only three basic
requirements:

First, you must want to write

cle arly And | believe you really do,
if you've stayed this far mth me.

Second, you must be willing to
work hard. Thinking means work—
and that's whar it takes to do
anything well.

Third, you must know and fol-
low some basic guidelines.

If, while you're writing for clar-
ity, some lovely, dramatic or
inspired phrases or sentences confe
to you, fine. Put them in.

Bur then with cold, objective
eyes and mind ask yourself: “Do
they detract from clarity?” If thes
do, grit your teeth and cut the fills

Foliow some basic
guidelines ’

I can't give you a complete st of

“dos and don'ts” for every writing
problem you'll ever face.

But I can give you some funda-
mental guidelines that cover the
most common problems. :

1. Outline what you want to say.

I know that sounds grade-
schoolish. But you can't write clearly
until, before you start, you know
where you will stop.

Ironically, that's even a problem
in writing an outline (i.e, knowing
the ending before you begin).

So try this method:

¢ On 3% 5" cards, write—one
point to a card—all the points you

-need to make.

¢ Divide the cards into piles—one
pile for each group of points closely
related to each other. (If you were
describing an automobile, you'd
put all the points about mileage in
one pile, all the peints about safety
in another, and s6 on. }
e Arrange your piles of points in
a sequence. Which are most
important and should be given first
or saved for last? Which must you
present before others in order to
make the othsrs understandable?
* Now, wthin each pile, do the
same thing—arrange the points in
logical, s.}.rjer andaofc ordcxz

Trere yo,u have your outline,
needing only an introduction and
coneiusion,

This is a practical way to out-
line. It’s also flexible. You can
aad, delete or change the locarion
of points easily

2. Start where your readers are
How much do they knowg
about the subject? Don’t
write to a level higher
than your readers’
knowledge of it.
CAUTION: Forget
that old-and wrong—
advice about writing to
a 12-year-old mentality.
That’s insulting. But do

remnember that your prime purpos
is to exp&un something, not prove
that you're smarter than your reads

3. Avoid jargon.

Dorn't use words, expressions,
phrases known only to people wit

. specific knowledge or interests.

Example: A scientist, using sc -
entific jargon, wrote, “The biota
exhibited a one hundred percent
mortality response.” He could hav

written: “All the fish died.”

4. Use familiar combinations
of words.

A speech writer for President
Franklin D. Roosevelt wrote, “We -
endeavoring to construct a more
inclusive society” ED.R. changed
it to, “We're going to make a cou
in which no one is left out.”

CAUTION: By familiar com-
binations of words, [ do not mear
incorrect grammar. That can be
unclear. Fxmipl John's father
says he can't go out Friday. { Who
can't go out? John or his father?)

5. Use “first-degree” words.

' These words immediately brir,
an image to your mind. Other
words must be “translated”

degree word
before you see

“Outhine for claricy Wi
our points on 3"x 57
cords—one point to a car
Then you can easily add +
or change the order of
poines—even delete some



“Grit your teeth and cut the frills. That's one uf the su.égestwns I offer here to help you write clearEy
They cover the most commontproblems. And ‘hew re ail easy to follow.”

the image. Those are second/third-
degree words.

First-degree words  Second/third-degree words

face ~——- Yisage, countenance
stay———— abide, remain, reside
book——— volumie, tome, publication

First-degree words are usually
the most precise words, too.
6. Stick to the point.

Your outline- which was more
work in the beginning~now saves
you work. Because now you can
ask about any sentence you write:
“Does it relate to a point in the
outline!If it doesn't, should I add
it to the outline? If not, I'm getting
off the track.” Then, full steam
ahead—on the main line.

7 Be as brief as possible.
Whatever you write, shorten-
ing~condensing—almost always
makes it tightet, straighter, easier
to read and understand.
Condensing, as Reader's Digest

does it, is in large part artistry. But
it involves techniques that anyone
can learn and use.

® Present your points in logical ABC
order: Here again, your outline
should save you work because, if
you did it right, your points already
stand in logical ABC order—A
makes B understandable, B makes
C understandable and so on. To
write in a straight line is to say
something clearly in the fewest
possible words.

* Don't waste words telling people
what they already know: Notice how

we edited this: “Have you ever

‘

wondered how banks rate you asa
credxt mk’ %u%nw*,—@?—eemse;

m&t&eﬁu&ﬂy Mam banks
have a scoring system....

» Cut out excess evidence and
unnecessary anecdotes: Usually, one
fact or example (at most, two} will
support a point. More just belabor
it. And while writing about some-

f’ﬁwe biota exhibited o
uO% mortality response,

\

¢

thing may remind you of a good
story, ask yourself: “Does it really
help to tell the story, or does it slow
me down?”
(Many people think Reader's

8 - Digest articles are filled with anec-

dotes. Actually, we use them spar-
ingly and usually for one of two
reasons: either the sub;ect s so dry
it needs some “humanity” to give
it life; or the subject is so hard to
grasp, it needs anecdotes to help
readers understand. If the s&.zb}ect
is both lively and easy to grasp, we
move right along. )

® [ ook for the most common word
wasters: windy phrases.

Windy ohrases e (5 10
at the pissent timg ————— - oW

in the evant of e f

in the majurity of instances ———— usually

e Look for passive verbs you can
make active: Invariably, this pro-
duces a shorter sentence. “The
cherry tree was chopped down by
George Washington.” (Passive
verb and nine words "i “George
quh:rng{m chopped down the
cherry tree.” (Active verb and
seven words. )

* Look for positive fnegative sections
from which you can cut the negative:

See how we dnd it here “The ans:
Aees : ;ﬁ«-egg«m :

eo V .,

% . b 3 ay
ing enough people to do the joh.”
¢ Finally, to write more clearly b
saying it in fewer words: when v
finished, stop.

e d 7o T

Writing clearly means avoiding jargon. Why didn't
he just say: “All the fish died!”

*

Years ago, International Paper sponsored a series of advertise-
ments, “Send me a man who reads,” to help make Americans
more aware of the value of reading.

Today, the printed word is more vital than ever. Now there
is more need than ever before for all of us to read better, write
better, and communicate better

International Paper offers this new series in the hope t
even in a small way, we can help. -

For reprints of this advertisement, write: “Power of the
Printed Word,” Internationzl Paper Ch. , Dept. 4, BO. Box 954,
Madison Square Station, New York, N.Y. 10010, crm v 7

INTERNATIONAL PAPER COMPAN:

We believe in rie power of the printed word,

u!,
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by James Bicleay

International Paper o
pm t-in-residence at
,Jruterw,, winner of the National Book
Agward for his collection of poems, “Buck-
dancer’s Choice,” and author of the novel,
“Deliverance,” to tell vou 315)1&’ 3 approdach
poetry so it can bring special pleasure and
understanding 1o your life.

What is poetry? And why has it

heen around so long? Many have
suspected that it was invented as a
school subject, because you have

to take exams on it. But that is

not what poetry is or why it is still
around. That’s not what it feels like,
either. When you really feel it, a
new part of you happens, or an old
part is renewed, with surprise and
delight at being what it is.

Where poetry is coming from

From the beginning, men have
known that words and things, words
and actions, words and feslings,
go together, and that they can go
together in thousands of different
ways, according to who is using
them. Some ways go shallow, and
some go deep.

Your connection with other
umaginations

e first thing to understand
about poetry is that it comes to you
from outside you, in bocks or in
words, but that for it to live, some-
thing from within you must come to
it and meet it and complete it. Your
response with your own mind and
hody and memory and emotions
gives the poem its ability to work its
magic; if you give to it, it will give
to you, and give plenty.

When you read, dor't let che
poet write dmwn to you; read up to
him. Re m 1 for him from your gut
out, and the heart and muscles will
come nto i, too.

- Which sun? Whose stars!
The sun is new every day, the
ancient philosopher Heraclirus said.
The sun of puerry is new every day,
t00, because it is seen in different

“The things around us—like water, trees, clouds, the sun—belong to us all. How you see
them can enhance my way of seeing them. And just the other way around”

ways by different people who have
tived under it, lived with it, respond-
ed to it, Their lives are different from
yours, but by means of the special
spell that poetry brings to the fact of
the sun—everybody's sun; yours, tco—

you can come info possession

of many suns: as many as men and
women have ever been able to
imagine. Poetry makes possible the
deepest kind of personal possessior
of the world.



The most heautifil consrellation

in the winter sky is Orion, which
ancient poets thought looked like
& hunter, up there, moving across
heaven with his dog Sirius. What is
this hunter made out of stars bune-
ing for! What does he mean? Who
owns him, if anybody? The poet
Aldous Huxley felt that he did, and
so, in Aldous Huxley's universe of
personal emotion, he did.

Up from among the emblems of the
wind into its heart of power,
The Huntsman climbs, and all bis

ng
Sy

Are bright, and all are mine,

Where to start
The Kaagniie, ¢ ol
The beginning of your true en

counter with poetry should be simple.

It should bypass all classrooms, all
textbooks, courses, examinations,
and libraries and go straight to the
things that make your own existence
exist: to your body and nerves and
blood and muscles. Find your own
way—a secret way that just maybe
you dor't know yet—to open yourself
as wide as you can and as deep as
you can to the moment, the now of
your own existence and the endless
mystery of it, and perhaps at the
same time to one other thing that

is not you, but is out there: a hand-
ful of gravel is a good place to start.
So is an ice cube—what more myster-
ious and beautiful interior of some-
thing has there ever been!

As for me, | like the sun, the
source of all living things, and on
certain days very good-feeling, too.
“Start with thesun,” D.H. Lawrence
said, “and everything will slowly,
slowly happen.” Good advice. And
a lot will happen.

What is more fascinating than a
rock, if you really feel it and look at
it, or more interesting than a leaf?

Horses, 1 mean; butterflies, whales;
Mosses, and stars; and gravelly
Rivers, and fruit.

Ovceans, ['mean; black valleys; com;
Brambles, and dliffs; rock, dirt, dust, ice...

Go back and read this list—it is
quite a list, Mark Van Doren’s list!-
itern by item. Slowly. Let each of
these things call up an image out of
your own life.

Think and feel. What mossdo
you see! Which horse? Wharfield

of comn? What brambles are your
brambles? Which river is most yours?

The poemwy’s way of going

Part of the spell of poetry
the rhythm of language, used by
poets who understand how powerful
a factor rhythm can be, how com-
pelling and unforgettable. Almost
anything put into rhythm and
thyme is more memorable than the
same thing said in prose. Why this
is, no one knows completely, though
the answer is surely rooted far down
in the biology by means of which
we exist; in the circulation of the
blood that goes forth from the heart
and comes back, and in the repeti-
tion of breathing. Croesus was a rich
Greek king, back in the sixth century
before Christ, but this tombstone
was not his:

No Croesus lies in the grave you see;

I was a poor laborer, and this suits me.

isin .
1

That is plain-spoken and definitive.
You believe it, and the rhyme helps
you believe it and keep it.

Some things vouw’ll find out
Writing poetry is a lot like a
“contest with yourself, and if you like
sports and games and competitions
of all kinds, you might like to try
writing some. Why not?

The possibilities of rhyme are
great. Some of the best fun is in
making up your own limericks.
There’s no reazon you can't invent
limericks about anything that comes
to your mind. Noreason. Try it.

The problem is to find three
words that rhyme and fit into a
meaning. “There was a young man

from..” Where was he from! What #

situation was he in? How can the -
things fit into the limerick form-
form everybody knows—so th
thymes “pay off,"and give th
of completion and inevitabilit
; feliciously memorable ¢

1

18 5 ‘ !
nothing else is like it?.

How it goes with you

The more your encounter wi
poetry deepens, the more your ex
rience of your own life will deeps
and you will begin to see things |-
means of words, and words by me

“of things.

You will come to understand
world as it interacts with words, -
it can be re-created by words, by
rhythms and by images.

Youlll understand that this
condition is one charged with vi
possibilities. You will pick up me:
ing more quickly—and you will
create meaning, too, for yourself
and for others,

Connections between thing:
will exist for you in ways that ¢
never did before. They will shi;
with unexpectedness, wide-open: »
and you will go toward them, o
your own path. “Then...” as Dz »
says, ... Then will your feet be £ |
with good desire.” You will kno
this is happening the first tir

say, of something you never wou -
have noticed before, “Well, wou
you look at that! Who'd ’a thunk
{ Pause, full of new light)

“I thunk it!”

 Today, the printed word is
is more need than ever for all of
communicate better.

a small way, we can help.

more vital than ever. Now there
us to read better, write berter, and

International Paper offers this series in the hope that, even in

If you'd like additional reprints of this.article or an 117x 17"copy
suitable for bulletin board posting or framing, please write:
“Power of the Printed Word,” International Paper Company,
Dept. 11, P.O. Box 954, Madison Sqguare Station, ;
New York, NY 10010, «um: meemsroun oncen covonr

v INTERNATIONAL PAPER COMPANY

We believe in the power of the printed word.
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faster. But [ know of 3 that are

especially good.

And if I can learn them,
s0 can you—and you can put
them to use immediately.

They are commonsense,
practical ways to get the mean-
ing from printed words quickly
and efficiently. So you'll have
time {o enjoy your comic
books, have a good laugh with
Mark Twain or a good cry with
War and Peace. Ready?

Okay. The first two ways can
help you get through tons of
reading material—fast—without
reading every word.

They'll give you the overall
meaning of what you're reading.
And let you cut out an awful
lot of unnecessary reading.

xticmal Puper asked Bill Cosby-who earned his
doctorate in education and has been involved in projects
which help people learn 10 vead faster—to share what he's

learned abeut reading more in less sime.

When I was a kid in Philadelphia,
I must }ﬁvc read every Lgrn?cﬂhyok 1. Preview—if it's
ever published. (There were fewer i ad hard

of them then than there are now.) i, i ;

i zipped through all of them in a P‘:eviewing is especiaily useful for
couple of days, then reread the good getting a general idea of heavy
ones until the nexr issues arrived. reading like long magazine or news-

Yes indeed, when I was a kid, paper articles, business reports, and
the reading game was a snap. nonfiction books.

Burt as | got older, my eyeballs It can give you as much as half
must have slowed down or some- the comprehension in as litcle as
thing! I mean, comic books started ~ onk tenth the time., For example,
to pile up faster than my brother you should be able to preview eight
Russell and I could read them! or ten 100-page reports in an hour.

It wasn't until much larter, After previewing, youll be able to
when I was getting my doctorate, decide which reports (or which

I realized it wasn't my eyeballs that
were to blame, Thank goodness.
They're still moving as well as ever.

The problem is, there's too
miuch to read these days, and too
little time to read every word ofit. ,

Now, mind you, 1 still read
comic books. In addition o con-
tracts, novels, and newspapefs.
Sereenplays, tax returns a;d cotre-
spondence. Even textbocks about
how people read. And which tech-
niques help people read more i
less time.

Pl fet you in on aiittle secret.
There are hundredsof techniques
you could learn: to elp vou read

parts of which reports) are worth
a closer look. :

Here’s how to preview: Read

Then read the entire last two
paragraphs. ‘
Previewing doesn’t give you
all the details. But it does keep yo
from spending time on things you
don't really want—or need—to reac
~ Notice that previewing gives
you a quick, overall view of iong,
unfamiliar material: For short, ligh
reading, there’s a better techniqu

2. Skim~—ifit's
short and simple

Skimming is a good way to get a
general idea of light reading—like
popular magazines or the sports
and entertainment sections of the
paper. '

You should be able to skim a
weekly popular magazine or the
second section of your daily pape
in less than half the time it rakes
you to read it now.

Skimming is also a great way |
review material you've read befor

Here's how to skim: Think o
your eyes as magnets. Force then
to move fast. Sweep them across
each and every line of type. Pick
up ondy a few key words in each line

Everybody skims differently,

You and ! may not pick up
exactly the same words when we
skim the same piece, but we'll bo
get a pretty similar idea of what
it’s all abour.

To show you how it wor
L circled the words I picked
out when I skimmed the

the entire first two paragraph
of whatever you've
chosen. Next :
read only rhe
first senience of
each successive
paragraph.

following story.
Try it. It shouldn'’
{ take you more
than 10 seconds.

Myjmthev@;_g%
€hinks monsters
(i in ouf bedroo:
Closet at night)Bu:

’ (’ﬂ%ﬁsﬁmd
didn't wanbro.

"‘ to ' and you have time )r a good gh
with Mark Tugin-gnd a good cry with War and Peace.”



( §§ m not, ﬂ b("hd.

He started to cry. K‘iy
andffoldithe monsters(o be: ;\,
Then he told us to/f5 T to sleepy)

@m@ar\y mg};ge ayﬁn it

W weiit m(_ c«eg& Aty And you
{know something)’ Theyhever did)
(Come E@E@}
Skimming can give you a very
good idea of this story in about half

" Read with a good light—and with as few friends
as possible to help you out. No TV, no music
Ittt help you concentrate better—and vead faster

7]

the words—and in less than half the
titne it'd take to read every word.
So far, you've seen that pre-
viewing and skimming ¢an give you
a general idea about content fast,
But neither technigue can promise
more than 50 percent comprehen-
sion, because you aren't reading all
the words. (Nobody gets something
for nothing in the reading game.)
To read faster and understand
most—if not all—of what you read,

you need to know a third technique.

3. Clustier--io increase

speed and comprehersion

Most of us learned to read by look-

ing at each word in a sentence—
one at a time.

Like'thig:® =

My~brother—Russeil—thinks—
monsters. ..

You probably still read this
way sometimes, especially when

1e words are difficult. Or when the

.,:@rds have an extta-special mean-
ing—as in a poem, a Shakespearean

“rotren way o read faster. It actually

“ Prosiony skim, and clusger

4 I >
play, or a contract. And that's O.K.
e to 1ead fasmwxcepz Lhe

But word-by-word reading 1s a

WOYG ;m QL\ u..
cuts down on your speed.
Clustering trains you to ook at
groups of words instead of one ar
a time-~-10 increase your speed enor-
mousfy. For most of us, clustering
is a totally different way of seeing what
we read.
H how to cluster: Train
your eyes {0 see all the words in clus-
ters of up to 3 or 4 wrm}s ar a glance.
Here’s how d cluster the story
we jucf qkim med‘

e A R

the piece at your normal speed 1
see what you missed the first time

Try a second piece. First clust
then reread to see what you misse
in this one.

When you can read in cluste:
without missing much the first
time, your speed has increased.
Practice 15 minutes every day and
'you might pick up the technique
in a week or s0. (But don't be disar
pointed if it takes longer. Cluster-
ing everything takes time and
practice. }

%n nOW you havc: 3 ways to

ive n%pug bedmgxm closeg
A :

himfhe is crazy
~ CCo andicheck thendhe said)

(1 didn't want mﬁ&gxﬂ said )
'ﬁ« as fhxrifm* icken,

-;:1,
o)
é-

i
=
b
oA
=

(_")0 1 mid hm } 16 MONStErs)
(Were going toat nmi;@_jg midnight)

(He started to cryfMy Dad came inD

éaﬁﬁ'm id the muns?et“i“f eat i)

down on unnecessary heaw read
: ing. Skim to get a quxck general
(monsters, he TR idea of light reading. And cluste:

T“"‘“‘\&;‘, wendo sleep %t Amd 'uu\ o x;mreaw your speed and com-
X ENeNsIOn.
{mew something X o v ’ v
e With enough practice, you'll
©ome back. et

be able to handle more reading o
school or work—and at home -~
less ime. You should even have
enough time to read your favorite
comic books—and War and Peace!

5 (g

Today, the printed word is more vital than ever. Now there
1s more need than ever for all of us t0 read better, write better, and
communioate better.

International Paper offers this series in the hope thar, even in
a smal‘ way, we can help.
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Learning to read clusters is not
something your eyes do naturally.

It rakes constant practice.

« Here’s how ta go sbour it Pick
something light to read. Read it as
fd\”{ as you can. Concentrate on see-

ng 3 t¢ 4 words at once rather than
one word at a time. Then reread
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Some thoughts from

WWalcolm Forbes

resident and Editor-in-Chief of Forbes Magozine

{nternational Paper asked Malcolm Forkes to
share some things he's learned abowt wrinnga good
business letter. One rule, “Be crystal clear.”

A good business letter can get vou
1 job interview.

Get you off the hook.

Or get you money.

It’s totally asinine to blow your
~hances of getting whatever you
vant—with a business letrer that
urns people off instead of turning
them on.

The best place to learn to write .
s in school. If you're still there, pick
/nur teachers brains.

If not, big deal. I learned to ride
: motorcycle at 50 and fly balloons
it 52. It's never too late to learn.

Over 10,000 business letters
ome across my desk every year.
i'i‘tey seem to fall into three cate
«wries: stultifying if not stupid,

nundane (most of them), as;J first
ate (rare}. Here's the appresch

I've found that separates the winners
fiom the losers (most of it’s just good
comimon sense )it starts before you
write your letter;

#now what you want

If you don't, write it down-in
one sentence. “1 want to get
an interview within the next
two weeks.” That simple.
List the major points you

want to get across—it'll keep
{ you On course.

If you're answering a letter,
check the points that need
answering and keep the letter
in front of you while you write.
This way you won't forget
~ anything— that would cause

another round of letters.

And for goodness' sake,
answer promptly if you're
going to answer at all. Don't
sit on a letter—that invites the
person on the other end to sit
on whatever you want from him.

Plunge rightin
Call him by name —not “Dear
Sir, Madam, or Ms."“Dear Mr.
& hrts; mmm;u!ca” —and be sure to
spell it right. That'll gec him (thus,
you) off to a good start.
(1 Jsualky, you can get
his neme just by phon-
ing his company-~or
fmrn a business directory §
in your nearest library.)
Tell what your letter
is about in the first para-
graph. One or two sen-
tences. Don't keep your
reader guessing or he
might file your letter
away-—even before he
finishes it.
In the round file.
If you're answering a
letter, refer to the date

“Be natural. Fnagine him sitting
in front of you — what would
you say to him?”

it was written. So the reader

won't waste time hunting for it.
 People who read business letter
are as human as thee and me. Read
ing a letter shouldn't be a chore~
reuard the reader for the time he
gives you.

Wite so he’%% enjoy it
Write the entire letter from his
point of view—what’s inv it for him?
Beat him to the draw —surprise hin
by answering the questions and
objections he might have.

Be positive—he'll be more rece;
tive to V‘«hdt you havc to say

genumeiy nice guys most often fm
ish first or very near it. [ admit it’s
not easy when you've got a gripe.
To be agreeable while disagreeing-
that’s an art.

Be n aturzﬁ write the way you

you— what would you say to him?

‘Business jargon too often is
cold, stiff, unnatural.

Suppose | came up to you and
said, “I acknowledge receipt ofyuﬂ
letrer and | beg to thank you.” You'

think, “Huh? You're putting me on.

The acid test—read your letter
out loud when you're done. You
might get a shock—but
you'll know for sure if it
sounds natural.

Don'’t be cute or
flippant. The reader won's
take you seriously. This
§ doesn't mean you've got
to be dull. You prefer
E your letter to knock ‘e

dead rather than bore
| 'em to death.

Three points to

remember:

humor. Thdrs refreshnm‘

anywhere —a nice surprise



in a business letrer.
Be specific. It 1 tell you there's a

new fuel that could save gasoline,

you rnwht not believe me. But sup-

pose } \:'1 you this:

“Gaschol”— 10% alcohol, 90%
gasoline—works as well as
straight gasoline. Since you can

make alcohol from grain or corn

stalks, wood or wood waste, coal -
even garbage, it's worth some
real follow-through.

Now you've got something to

tant W(el‘dﬁ And sometimes indent

sentences as well as paragraphs.
Like this. See how well it
works? (But save it for some-
thing special. )
Make it perfect. No ¢
‘ma,peﬂ ings, no factual errors. ?f
you're sloppy and let mistakes slip
by, the petson roadnw your Jetrer
will think vou don’t know better or
don'’t care. Do you!
Be C{’wtal clear. You won'r get
what you're after if your reader

sink y()ur teeth in¢o. doesn't get the message,
Lean heavier on nouns and
verbs, lighter on adjectives. Use the
active voice instead af the passive.
Your writing will have more guts.
Which of these is stronger?
Active voice: “I kicked out my mon-
-y manager.” Or, passive voice: “My
money manager was kicked out
by me.” (By the way, neither is true.
My son, Malcolm Jr., manages most
Forbes money—he's a brilliant :
moneyman. )

in school, take all the English and
writing courses you can. The way
you write and speak can really help
—or hurt.

If vou're not "n school (even
if you are), get the little 71-page
gem by Strunk & White, Elements
of Style. It’s in paperback. It’s fun
to read and k tmed with tips on
good English and good writing.

Don’t put on airs.
TN Pretense invariably impresses

K only the pretender.

] ¢. Even
once. Your reader will suspect
everything else you write.

f‘ﬁ etinﬁuich ()pini('m S f*om

the best in the world. But
they're not gospel. You owe it
to your reader to let him know
which is which. He'll appreci-
e it and he'll admire you.
The dumbest people | know
are those who Know It All
‘ Be honest. It'll get you
further in the long run. If you're
not, you won't rest easy until you're

to ride-a motoreyele at 30 and fty balloons
at 52. It's never too late to learn anything”

Give it the best you've got

When you don’t want something

Use good English. If you're still

found out. (The latter, not speakn
from experience. )

Edit ruthlessly. Somebody b
said that words are et like infla
money —the more ef-dremrtlat v
use, the less each one shthesm is
worth, Feghewn. Go through yoo
entire letter just as many times as

* it takes. Seasch-eut-anafinnihila

all unnecessary words,end sen-
fences—even eakise paragwa hs

“Dan't exaggerate. Even once. Your reader
suspect everything else you write.”

Sum it up and get out
The last paragraph should tell t] -
reader exactly what you want hi
to do—or what you're going to ¢
Short and sweet. “May | have an
appointment? Next Monday, th«
16th, I'll call your secretary o s¢
when it'll be most convenient fi
you.”

Close with scmething simp
like, “Sincerely.” And for heave:
sake sign legxb}v The biggest eg
trip 1 know is a completely illeg
signature.

Good luck.

I hope you get what you're &

Sincerely,

enough to make the effort, making
an effort is a waste.

Make your letter look appetizing
—or you'll strike out before you even
get to bat Type it—on good-quality
8%2" x 117 stationery. Keep it neat.
And use pavagraphmﬂ that makes it
easier to read.

Keep your letter short—to one
page, if possible. Keep your para- .
graphs short, After ali, who's going
to benefir if your letter is quu,k and
easy to read!?

You. _

For emphasis, underline impor-

communicate better.

a small way, we can help.
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Kurt Vonnegut

al Paper asked Kurt \,inmww avthor

mmel\ as \.aughc'/}museﬁ we," “latbivd”
at's Cradle,” to tell you how to put your
ul personality inte evervthing you write.

spaper reporters and technical
ors are trained to reveal almost
iing about themselves in
r writings. This makes them
<s in the world (}f writers, since
wt all of the other ink-stained
ches in that world reveal a lot
it themselves to readers. We
‘hese revelations, accidental
intentional, elements of style.
These revelations rell us as
ers what sort of person it is
- whom we are spending time.
: the writer sound ignorant or
-med, stupid or bright, crooked
mest, humorless or playful -7
on and on.
vy should you examine your
g style with the idea of im-
g it! Do so as a mark of re-
for your readers, whatever

e writing. If you scribble your
2hts any which way, vour

s will surely feel that you care
» about them. They will
you down as an egomaniac
howderhead ~ or, worse, they
top reading you

1e most ézxm?ww revelation
in make about yourself is that
s not know what is inter-

. and what is not. Don’t you
+if like or dislike writers

s intricate and as

inly for what thf:y choose to
show you or mzke you think about?
Did you ever admire an empty-
headed writer for his or her mastery
of the language! No.
So your own w inning style must
begin with ideas in your head.

1. Find a subject vou care about

“ Finda su?‘jfact you care about
and which you in your heart feel
others should care about. It is this
genuine caring, and not your
games with language, which will
be the most compelling and seduc-
tive element in your style.

I am not urging you to write a

‘novel, by the way — although |

would not be sorry if you wrote
ane, provided you genuinely cared
about somethin g. A petition to the
mayor about a pothole in front

of your house or a love letter to

the girl nexr door will do.

2. Do not ramble, though
I wory't rarnble on about thar.
3. Keep it struple

As for your use of language:
Remember thut two great masters
of lahguage, William Shakespeare
and James foyce, wrote sentences
which were almost childlike
when their subjects were most
profound. “To be or not to be?”

Simplicity of language is not
only reputable, but perhaps even
sacred. The Bible opens with a
sentenice well within the writing
skills of a lively fourteen-year-old:
“In the beginning God created the
heaven and the earth”

4. Have the guts to cut

It may be mdt you, too, are
capable of making ne:cida.,ea for
Cleopatra, so to speak. But your

eloguence should be the servant of
the ideas in your head. Your rule
might be this: If a sentence, no
matter how excellent, does not il-
luminate your subject in some
new and useful way, scratch it out.

5. Sound like vourself

The writing style which is most
naturai for vou is bound to echo
the speech you heard when a child.
English was the novelist Joseph
Conrad's third language, and much
that seems piquant in his use of
X*nghah was no doubt colored by
his first language, which was Pol-
ish. And lucky indeed is the writer
who has grown up in Ireland, for

the English spoken there is so
amusing and musical, | myself grew
up in Indianapolis,

hgx where common
act upon the speech sounds

asks ‘Ehxikmpm;u famlet. . Lrgings that | feel, like a band
[he longest word is three \ OF remain passive 4 saw cutting

letters long. Joyce, when he
was frisky, could put
together a sentence

glittering as a neck-
lace for Cleopatra,
but my favorite
sentence in his short
story “Eveline” is this
one: “She was tired.”
At that point in the
story, no other words
could brm% the heart
of 2 reader as those

and thus cease ] galvanized tin,

three words do. - "Keep it simple. Shakespeare did, with Hamlet's famous soliloguy.”



.\
and employs a vocabulary as unor-
namental as a monkey wrench.

In some of the more remote
hollows of Appalachia, children
still grow up hearing songs and lo-
cutions of Elizabethan times. Yes,
and many Americans grow up
hearing a language other than
English, or an English dialect a
majority of Americans cannot un-
Jerstand.

All these varieties of speech
are beautiful, just as the varieties of
sutterflies are beautiful. No matter
what your first language, you

hould treasure it all your life. If it
:appens not to be standard En-
Jlish, and if it shows itself when
vou write standard English, the re-
sult is usually delightful, like a very
oretey girl with one eye that is
green and one that is blue.

[ myself find that [ trust my
own writing most, and others seem
£o trust it most, too, when I sound
most like a person from Indianapo-
lis, which is what | am. Whar al-
ternatives do I have? The one most
vehemently recommended by
reachers has no doubt been pressed
on you, as well: to wrire like

“cultivated Englishmen of a century .
OF More ago.

6. Say what you mean to say
I used to be exasperared by
such teachers, but am no more. |
snderstand now that all those an-
tique essays and stories with which
| was to compare my own work
were net magnificent for their dat-
cdness or foreignness, but for say-
g precisely what their authors

S merciless on yourself. If a sentence does not illuminage
sour subject in some new and usefut way, scratch it ous”

meant theny to say. My teachers
wished me to write accurately,
always selecting the most effective
words, and relating the words to
one another unambiguously,
rigidly, like parts of 2 machine.
The teachers did not want to
turn me into an Englishman
after all. They hoped that 1
would become understandable
~and therefore understood.
And there went mv dream of
doing with words what Pablo
Picasso did with paint or what
any number of jazz idols did
with music. If  broke all the
rules of punctuation, had
words mean whatever | wanted
them to mean, and strung them
together higgledy-piggledy, I would
simply not be understood. So you,
too, had better avoid Picasso-style
or jazz-style writing, if you have
something worth saying and
wish to be understood.
Readers want our pages
to look very much like pages
they have seen before.
Why? This is because
they themselves have
a tough job to do, and
they need all the help
they can get from us.

7. Pity the readers

They have to
identify thousands of
little marks on paper,
and make sense of
them immediately. ©
They have to vead, an
art so difficult that most people don’t
really master it even after having
studied it all through grade school
and high'school — twelve long years.

“Pick a subject you care so deeply about
that you'd speak on a soapbox about it.”

So this discussion must finally
acknowledge that our stylistic
options as writers are neither nu-
merous nor glamorous, since our
readers are bound to be such
imperfect artists. Our audience
requires us to be sympathetic and
patient teachers, ever willing to
simplify and clarify — whereas we
would rather soar high above the
crowd, singing like nightingales.

That is the bad news. The
good news is that we Americans
are governed under a unique
Constitution, which allows us to
write whatever we please without
fear of punishment. So the most
meaningful aspect of our styles,
which is what we choose to write
about, is utterly unlimited.

8. For really detailed advice
For a discussion of literary style

" in a narrower sense, in a more

technical sense, I commend to

 your attention The Elements of Style,

by William Strunk, Jr., and E.B.

White (Macmillan, 1979).
E.B. White is, of
course, one of the
most admirable lit-
erary stylists this
country has so far
produced.

You should realize,
too, that no one
would care how well
or badly Mr. White
expressed himself,
if he did not have
perfectly enchanting

, things to say.

communicate better.
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by lerrold &, Bimon, E4.DL
Harvard Business Schoal

international Paper asked Jerrold G,
Sitmon, £d D, psychologist and career
development specialist at Harvard Business
School, who has counseled over a thousand
peopie in their search for jobs, to tell you
how tu go after the job you really want

If you are about to launch a
search for a job, the suggestions |
offer here can help you whether or
not you have a high school or col-
lege diploma, whether you are just
starting out or changing your job
or career in midstream.

“What do 1 want to do?”

Before you try to find a job
opening, you have to answer the
hardest question of your working
life: “What do [ want to do?”
Here's a good way.

Sit down with a piece of paper
and don't get up till you've listed
all the things you're proud to have
accomplished. Your list might
include being head of a fund-rais-
ing campaign, or acting a
juicy role ir the senior
play.

Study the list. You'll see
a pattern emerge of the
things you do best and like
to do best. You mighr dis-
cover that you're happiest
working with people, or
mavbe with numbers, or words,

r well, vou'll see it
Once vou've decided what
job area to go after, read

your resume forces you to think about yourself.”

more about it in the reference
section of your library, “Talk shop”
with any people you know in that
field. Then start to get your resume

‘together.

There are many good books
that offer sample resumes and
describe widely used formats. The
one that is still most popular, the
reverse chronological, emphasizes
where you worked and when, and
the jobs and titles you held.

How to organize it

Your name and address go at
the top. Also phone number.

What job do you want! That's
what a prospective employer looks
for fiest. If yout know exactly, list
shat next under Job Objective.
Otherwise, save it for your cover
lerter (I describe that later), when
you're writing for a specific job to
a specific-person. In any case,
make sure your resume focuses on
the kind of work you can do and
want to do.

Now comes Work
Experience. Here’s
where vou list your
qualifications.
Lead with
your most
important
credentials.
¥ 1f youve had

a distin-

guished work
history in an
area related to
the job you're
seeking, lead

off with that. If your education w:

impress the prospective employes
more, start with that.

Begin with your most recent
experience first and work back-
wards. Include your titles or post-
tions held. And list the years.

Figures don't brag

The most qualified people
don't always get the job. It goes -
the person who presents himse!
most persuasively in person and
on paper.

So don't just list where you
were and what you did. This is
your chance to tell how well vou
did. Were you the best salesman’
Did you cut operating costs! Giv:
numbers, statistics, percentages,
increases in sales or
profits.

No job
experience!

In that case,
list your summer
jobs,extracurricular 9
school activities,
honors, awards. Choose the activ -
ties that will enhance your qualit

“cations for the job.

Next list your Education—
unless you chose to start with th
This should alse be in reverse
chronological order. List your hi
school only if you didn't go on ¢
college. Include college degree,
postgraduate degrees, dates con-
ferred, major and minor courses
you took that help qualify you fo
the job you want,



Also, did you pay your own
way? Farn scholarships or fellow-
ships! Those are impressive
accomplishments.

No diplomas or degrees!

Then tell about your educa-
tion: special training programs or
courses that can gualify you.
Describe outside activities that

-reveal your talents and abilities.
Did you sell the most tickets to the
annual charity musical? Did you

take your motorcycle
engine apart and

put it back

together so it
works? These
can help
v YOU.

I\etxt list any Military Service.

This could lead off your resume if

it is your only work experience.

Stress skills learned, promotions

earned, leadership shown,

Now comes Personal Data. This

is your chance to let the reader get a

glimpse of the personal you, and

to further the image youve worked

to project in the preceding sections.

For example, if you're after a job

in computer programming, and you

enjoy playing C‘*c%

mention it.

“Taik

about a hobby if
5 il help get the
¥ job. Wantto be

. an automotive engi-
neer? Tell how you
built your oum hot rod.”

Chess playing requires the ability
to think through a problem.

Include foreign languages spo-
ken, extensive travel, particular
interests or professional member-
ships, if they advance your cause.

Keep your writing style simple.
Be brief. Start sentences with

“ested in—their size, location

impressive action verbs: “Created,”
“Designed,” “Achieved,” “Caused.”

No typos, please

Make sure your grammar and
spelling are correct. And no typos!

Use 8% " x 11" bond paper—
white or nff-whxte for easy reading,
Don't cram things together.

Make sure your original is clean

and readable. Then have it profes-
sionally duplicated. No carbons.

Get itinto the right hands

Now that your resume is ready,
start to track down job openings.
How? Look up business friends,
personal friends, neighbors, your
minister, your college alumni asso-
ciation, professional services. Keep
up with trade publications, and
read help-wanted ads.

And start your own “direct
mail” campaign. First, find out
about the companies you are inter-
y, what
they make, their competition, their
advertising, their prospects. Get
their annual report-and read it.

No “Dear Sir” letters

Send your resume, along with
a cover letter, to a specific person
in thn company, not to “Gentle-
men” or “Dear Sir.” The person
should be the top
person in the

area where
you want to
work. Spell
his name
properly!
' The cover
letter should

QVhdt s in it for him’

Ouickly explain why you are

- approaching his company (their

product line, their superior wrain
ing program} and what you can
bring to the party. Back up your-
bnm with facts. Then refer hin
to your encimcd resume and ask
for an intervie
Ols, bcy! An interview!
And now you've got an inter-
view! Be sure to call the day beic
to confirm it. Meantime, prepare
yourself. Research the company
and the job by reading baoks an:
busitiess journals in the library.
On the big day, arrive 15 mis
utes early. Act calin, even thoug:
if you're normal, you're trembling
inside at 6.5 on the Richrer scale
At every chance, let your inter-
viewer see that your personal skil
and qualifications relate to the
at E"»and If it's a sales position, for
example, go all out to show how
amwht’f- and persuasive you are
Afrerwards, follow through
with a brief thank-you note. Thi
is a fine opportunity to restate vo
qualifications and add any impo
tant points you didn't get a chan
to bring up during the interview.
Keep good records
Keep a list of prospects. List
the dates you contacted them,
when they replied, whar was said
And remember, someone ou
there is looking for someone just
like you. It rakes hard work and
somerimes fuck ro find that per-
son. Keep at it and you'll succeed

7 appeal to your (
reader’s own needs. )d Lot

communicate better.
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By?@n &

Internadonel Paper asked Tony Randall--who is on
The American Heritage Dictionary Usage Panel,
and loves words almost as much as acting-to tell
how he has acquired his enormous vocabulary.
Words can make us laugh, cry, go
to war, fall in love.

Rudyard Kipling called words

the most powerful drug of mankind.

If they are, I'm a hopeless addict—
and I hope o get you hooked, to!

Whether you're still in school
or you head up a corporation, the
better command you have of
words, the better chance you have
of saying exa ctiy what you mean,
of undeﬂ;rfm ding what others
mean —and of getting what you
want in the world.

English is the richest language
~with the largest vocabul ary on
earth. Over 1, ()OU 000 wem»n

You can expreso shades of
meaning that aren't even possible
in other languages. {For exaniple,
you can differentiate between
“sky” and “heaven.” The French,
{talians and Spanish cannot. }

Yet, the average adult has a
vocabulary of only 30,000 to
60,000 words. Imagine what we're
missing!

Here are five pointers that
help me learn -- and remember—
whole famlies of words at a time.

They may not look easy — and

won't he at first, But if you stick
ﬂ.w;?‘« "}‘9"'“ Yy i e % i A § .k;
with them you'll find they work!

What's the first thing to do
when 'y-nu see a word you don't
know!

1. Tey to guess the mecaning
of the word
from the way s used
You can often getat least part of a
0 i just from how
in a sentence.
That's win it’s so inportant
1o read as much as  you can—
different kinds of things: maga-
zines, books, newsp apess you
don't normally read. The more
you expose yoursel{ to new words,
the more words you'll pick up just
by secing how they’re used.
For instance, say you run
across the word “manacle”

“The manacles had been on
John's wrists for é ye ars.

( }*‘. 13 ene person had a key-—-
el

”im irx e a good idea of what
“manacles” are— just from the
context of the sentence.

But let’s find out exactly what
the word means and where it
comes from. The only way to do
this, and to build an extensive
vocabulary fast, is to go to the

dictionary. (How lucky, youcan —"

Shakespeare couldn't. There wasn't
an English dictionary in his day!)
So you go to the dictionary.
(NOTE: Don’t let dictionary
abbreviations put you off. The
front tells vou what they mean,
and even has a guide to
pronunciation. )

2. Look itup

Here's the definition
for “manacle” in The
American Heritage

“Your muin clue 1o remembering a word s its Toot-1ts grign.”

Dictionary of the English Langy.
man-a-cle (man's-kel}n. Usually pho
1, A device for confining the hands, us.
consisting of two metal rings that are {o:
about the wrists and joined by a metal ch
handeuff. 2. Anything that confines o
restrains.—f v manacied, -ﬂling' *dﬁ‘
L. To restrain with manacles. 2. To ¢
or restrain as if with manacles; shadc
[Middle English manicle, from Old Eror
from Latin mamcula little band, handh
diminutive of manus, hand. See man-*
Appendix®!

The first definition fits her
A device for confining the har:
psually consisting of two meta
rings that are fastened about t!
wrists and joined by a metal
chain; a handcuff.

Well, that’s what you thou
meant. But what’s the idea beh
the word? What are itsroots
really understand a word, you
need ro know.

Here's where the detective
work — and the fun —begins.

3. Dig the meaning out b

the roots

The root is the
basic part of
the word —its
heritage, its
origin. {Most
of our roots
come
from




i Latin and Greek
words at least
2,000 years old —
which comie from
even earlier

b indo-European
tongues!}

Leamning the
roots: 1) Helps us
remember words.
2) Gives us a
deeper under-
standing of the
words we already
know. And 3)
allows us o pick
up whole families of new words at
a time. That's why learning the
root is the most important part of
going to the dictionary.

Notice the root of “manacle”
is manus {Latin} meaning “hand.”

Well, that makes sense. Now,
other words with this root, man,
start to make sense, too.

Take manual —something
done “by hand” {manual labor) or
a “handbook.” And manage — to
“handle” something {(as a
manager). When you emancipate
someone, you're taking him “from
the hands of” someone else.

When you manufacture
something, you “make it by hand”
{in its orginal meaning).

And when you finish your first
novel, your publisher wili see your
—originally “handwritten” —
INANUSCrint.

Imagine! A whole new world
of words operts up— just from one
simple root!

The root gives the basic clue to
the meaning of a word. But there’s
another important clue that runs
a close second — the prefix.

4. Get the powerful
prefixes under your bait

A prefix is the part that’s
sometimes atrached to the
front of a word. Like —well,
prefix! There aren’t many-—
less than 100 major prefixes—
and you'll learn them in no

time at all just by becoming

more aware of the meanings
of words you already know.

Here are a few. (Some of the
“How-to” vocabulary-building

“Emancipaee’ has a

Latin voot. Learn it and

you'll know other words
”

at a glance.

- meaning of innocuous is “not

books will give you the others.) if he'’s read that aticle on pneumc

CRir AT ] BN —1  noulnamicroscopicsilicovol-

) S Wielsensel | canoconiosis. {You really can find
}com. con,  Rem, wym. | owith wsy 1 confrn {form with} 1 1 R Y N ) ¥

eq, o0 wgalber 1 ampathy | (heliog with iR e quctionary, ) « J:Q\ﬂx’; VOU I¢

i, im. : s, innocert | (ot wicked} ’ : E

G Wihest | amorphous | fwthout form) Oncup on him.

conizi, n, against,  § comfnewse | oo sgatest) o what 1oy vt do immroue

coumted wnk aﬁo;;me aatidate {give agisin;t} w0 WL ’Cl(,) ‘Y?JU do to ““r i

your vocabulary?

Now, see how the prefix (along
with the context} helps you get the
meaning of the italicized words:

= “If you're going to be my
witness, your story must
carroborate my story.” {The literal
meaning of corroborate is “strength
together!) :

« “You told me one thing—
now you tell me another. Don’t
congradics yourself.” {The literal
meaning of contradict is “say
againsi”} »

» “Oh, that snake’s not poison-
ous. It's 2 completely inocuous
little garden snake.” {The literal

Remember: 1} Try to guess th
meaning of the word from the wa
it’s used. 2} Look it up. 3) Digth
meaning out by the roots. 4) Gei
the powerful prefixes under your
belt. 5} Put your new words to

- work at once.

That’s all there is to it—you’
off on your treasure hunt.

Now, do you see why 1 love
words so much?

Aristophanes said, “By word:
the mind is excited and the spiri
elated.” It’s as true today as it wa:

harmful)

Now, you've got some new
words. What are you going t do
with them?

8. Put your new words {o
work at once

Use them several times the first
day you learn them. Say them out
loud! Write them in sentences.

Should you “use” them on
friends? Careful —you don’t want
them to think you're a stuffed
shirt. (It depends on the
situation. You know when a word
sounds natural —and when it
sounds stuffy. }

How about your enemies? You
have my blessing. Ask one of them

“Thi m wels you keune, the move you ¢
What does ‘cormoborate’ veally mean? Sec the ¢
when he said it in Athens —2,
years ago!

I hope you're now like me —
hooked on words forever.

Today, the printed word is more vital than ever. Now there
is mote need than ever for all of us to vead better, write better, and
communicate better.
International Paper offers this series in the hope that, even in
a sinall way, we can help.
I you'd like additional reprints of this article or an 11"x17"copy
suitable for bulletin hoard posting or framing, please write:
“Power of the Printed Word,” Intemational Paper Company,
Dept. 2, P.O. Box 954, Madison Square Station,
Mew York, NY 10010. . o ccrcncomme

) INTERMATIGNAL PAPER COMPAN

We believe in the power of the prinred word.

Printed in U.S. on International Paper Company’s Springhill® Offset, basis 6¢



By James A.Michener

I nternational Pa;x’r asked Pulitzer Prize -winning
novelist Jarmes A, Michener, author of *Tales of

the South Pacific,” “Hawaii, M entennial”
and “Chesapeake,” 1 tell how you can benefie
from the most helpfud serice in your communiny,

You're driving your car home from
work or school. And something

goes wrong. The engine stalls out at

lights, holds back as you go to pass.
It needs a tune-up—and soon.
Where do you go? The library

You can raize out zm Ut Tepair

manual that tells step-by-step how
to tune up your make and model.

Or your tennis game has fallen
off. You've lost your touch at the
net. Where do you go!

The library—for a few books on
impmving your tennis form.

“The library!” you say. “That’s
where my teacher sends me to do
-ugh~homework.”

Unfortunately, I've found that's
exactly the way many people feel.
if you're among them, you're deny-
ing yourself the easiest way to

mprove yourself, enjoy yourself and

-ven cope with life.

It's hard for me to imagine what

i would be deing today if | Thad not
fallen in love, at the ripe old age of
severy, with the Melinda Cox Library
i my hometown of f)cylectﬂum
Pennsylvania. At our
house, we just could not
afford books. The books
1 that free library would
change my life dramatically

Wheo knows what your library
can open up for you?

My first suggestion for making
the most of your library is to do

what 1 did: read and read and read.
For pleasure—-and for understanding.

How to kick the TV habit
If it’s TV that keeps you from

cultivating this delicious habit, I can
offer a sure remedy. Take home from

the library a stack of books that
might look interesting.
Pile them on the TV set. Next
time you are tempted to turn on
a program you really don't want to
‘see, reach for a book instead.
Over the years, some petm?e
collect a mental list of books they
mean to read. If you don’t have

such a list, here is a suggestion. Take

from the library some of the books

you might have enjoyed dramatized
on TV, like Remarque’s “All Quiet

on the Western Front,” Clavells
“Shogun,” Tolkien's “The Hobbit!
or Victor ‘%ugo’s “Les Misérabies”
If you like what you read, you
can follow up wirh uthur 8 at;:fyf
ing books by the same authors.
. Some people in their read-
ing limir themselves to current
tatked-about best seflers. Oh,
what they miss! The librarv is

reading move. See 1y suggestions here

“You don't have to go this far 1o cur hack on the TV habit and enjoy

full of yesterday's best sellers; and
they still make compelling readin:
today. Some that I've enjgfyui Al
Guthrie's “The Big Sky” Carl Var
Doren’s “Benjamin rrankim " Mas
Sandoz’s “Old Jules,” and ‘Jorm
Mailer’s “The Naked and the [
How do you find these or an;,
other books you're looking for? I
easy—with the card catalog.

Learn to use
the card catalog

Every dime [ go to the library
and I go more than once a week--
invariably make a beeline to the
card catalog before anything else.
It's the nucleus of any public libro

The card catalog lists every
book in the library

1. author; 2. thie 3. subject.

Let’s pick an interesting wh}e
to look up. 1 have always beer:
fascinated by astronomy.

You'll be surprised at the weai
of { material you will ind under

“astronomy” to draw upon. And ¢/
absorbing books you didn't know
existed on it,

CAUTION: Always have a
pencil and paper when you use th
card catalog. Once you jot down
the numbers of the buuxﬁ you are
interested in, you are ready to find
them on the shelves.

Learn to
use the stacks

Libraries call ¢
shelves “the stacks.
In many smaller I
braries which you'l!
be using, the stack
will be open for vo
to browse.

16 me there is
special thrill in trac
ing down the book
T'want in the stack
.. Forinvariably, ] fi:

‘ books about whic

[ knew nothing, =




these often tum our to be the very
anes L need. You will find the same
rhing happening to you when vou
start to browse in the stacks.

e L5 7

A learned mind is the
end product of browsing”

Ewvery time I go to the library,
{ ke a beelme to the und catalog
Learn to use it. It's easy.’

CAUTION: If you take a book
from the stacks to your work desk,
do not try to return it to its proper
place. That's work for the experts. If
you replace it incorrectly, the next
seeker won't be able to find it.

Learn to know
the reference librarian

Some of the brightest and best
informed men and women in Amer-
ica are the librarians who specialize
in providing reference help.

Introduce yourself. State vour
problem. And be amazed at how
much help you will receive.

CAUTION: Dor't waste the

time of this expert by asking silly

questions you ought to solve your-
self. Save the reference librarian for
the really big ones.

Learn to use The Readert
Fuide to Periodical Literature

This green-bound index is one
of the most useful items in any
library. It indexes all the articles in
the major magazines, including
newspaper magazine supplements.

Thus it provides a guide to the
very latest expert information on
any subi%r that interests you.

So if ye U want to do a really
first-class job, find out which maga-
zines your library subscribes to,
then consult The Reader'’s Guide
and track down recent articles on
your subject. When you use this
wonderful tool effectively, you show
the mark of a real scholar.

Four personal hints

Since you can take most books
home, but not magazines, take full

2. Did George Washington sigep
nearby? Or Billy the Kid? Your
library's collection of focal history

notes when using the latter.

Many libraries today provide a
reprographic machine that can
quickly copy pages you need from books can put you on the mrail.
magazines and bocks. Ask about it 3 Cook a Fobynesion feast. Ot

If you are working on a project an ancient Raman banguet. Read
of some size which will require how in the tibrary's cookbooks.
repeated library visits, keep a small 4. Take up photography. Check

notehook in which vou record the library for consumer reviews of
the identification numbers of cameras before you buy. Take out
the books you will be using books on lighting, composition, o
frequently. This will save you  darkroom techniques.

valuable time, because you Or—you name it!

won'’t have to consult the card I you haven't detected by now
catalog or search aimlessly - my enthusiasm for libraries, let me
through the stacks each time  offer two personal notes.

you visit for material you seek, I'm particularly pleased that i

Some of the very best books in recent years two beautiful libraries

any library are the refererzce books,  have been named after me: asmal
which s may not be taken home. community library in Quakertowr
Learn what topics they cover and
how best to use them, for these
books are wonderful repositories of
human knowledge.
Your husiness and legal advisor

Your library can give you help
on any sui‘sji,; ct. It can even be your
business and legal advisor.

How many times have you
scratched vour head over how to get
a tax rebate on your summer job?
You'll find answess in tax guides at
the library. ﬂnnkmg of L‘:‘inf*}? or

renting a house? You'll find guides
to that, Want to defend yourself in
traffic court? Find out how in legal
books at the library.

“F discover alt kinds of futeresning books just b
brogesing in the stacks. I encourage you 1o brosws.
Pennsylvania, and the huge researc
library located at the University of
Northern Colorado in Greeley.

And 1 like libraries so much the
I married a librarian.

fretaiy it

) Library proiects
can be fun--and rewarding

Hﬁm are a few ideas:

I What are your roots? Trace
your ancestors. Many libraries
specialize in genealogy

RN
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‘aternational Paper asked George Plimpson,

who writes books about facing the sports pros
“like “Paper Lion" and “‘Shadow Box''},

wnd who's in demand to speak about it, to tell
wou how to face the fear of making a speech.

One of life’s terrors for the
minitiated is to be asked to make
+ speech.

“Why me?” will probably be
sour first reaction. “! don't have any-
thing to say.” It should be reassuring
{though it rarely is) that since you
vere asked, somebody must think
st do. The fact is that each one of
5 has a store of material which
Hould be of interest to others. There
s o reason why it should not be
«lapted to a speech.

Why know how to speak!
)Cfif‘y" as if i%’ ir"- impc':rtant for

i wthﬁrs, wh‘.%‘ht.:r Benity amund a
onference table or a hall filled with
. thousand faces.

Being able to speak can mean
setter grades in any class. It can
nean talking the town council out
»f increasing your property taxes. It .
-an mean talking top management
‘nto buying your plan.

How to pick a topic

You were probably asked to
neak in the first place in the hope
hat you would be able to articulate
. topic that you know something
‘bout. Sull, it helps o find out abour
nur audience first. Who are they!
/hy are they there? What are they

interested in? How much do they
already know about your subject?
One kind of talk would be appropri-
ate for the Women's Club of Colum-
bus, Chio, and quite another for the
guests at the Vince Lombardi dinner.

How to plan what to say

Here is where you must do your
homework.

The more you sweat in advance,
the less you'll have to sweat once you
appear on stage. Research your topic
thoroughly. Check the library for
facts, guotes, books and timely mag-
azine and newspaper articles on
your subject. Get in touch with
experts. Write to them, make
phone calls, get interviews to
help round out your mat'erial.

In short, gather—and
learn—far more than you'il
ever use. You t_.mr imag- |
ine how much confi-
dence that knowledge
will i

Now start orga-
nizing and writing.
Most authorities sug-
gest that a good speech
breaks down into three
basic parts—an intro-
duction, the body -
of the f;p(‘m h, and the

?:r{.n.!t;.

\ce mak
mind very f,ma kiy. Once

?Hg'ha
the mood of an audience is
set, it is difficult to change
it, which is why introduc-
tions are important. If the
speech is to be lighthearted
in tone, the speaker can start
off by telling a good-natured
story about lhe subject or
himself.
But l be careful of jokes,
especially the s sh agpy-dog
“Whar am I doi ng sirong? Taking refuge
behind the lectern, o ookang scared to
death, shuffling pages, and rsa«lang my

speech. Relox Come out in the apen,
gesture, talk to your audience!”’

variety. For some reason, the joke
that convulses guests in a living
room tends to suffer as it emerges
through the amplifying system into
a public gathermg slace.

Main body: Thete are four
main intents in the hody of the
well-made speech. These are 1) to
entertain, which is probably the
hardest; 2} to instruct, which is th:
casiest if the speaker has done the
research and knows the subject;
3) to persuade, which one does at :

sales presentation, a puhmai ralf‘
or a town meeting; and finally, 4)
to inspire, which is what the speake:
emphasizes at a sales meeting,
in a sermon, or at a pep rally.
(Hurry-Up Yost, the onetime
Michigan football coach, gave
s, such an inspiration-all:
half-tiine talk that he
got carried away and at
the final exhorracion
led his team on the rny
through the wrong
locker-room:
door into the
swinmiming poot
Summation;
This
should “ask for the order
An ending should p zt’(m:—:bu
mcorporate a sentenc
two which sounds like an
ending—a short summary
of the main points of the
speech, pcm,s; %, Of the
repeat of a phrase that
most embodics what
the speaker has hoped
to convey. It is valuabie
to think of the last sen-
tence or two as some-
thing which might pro-
duce applause. Phrases
which are perfectly ap-
pmpr%are to sig ‘za'i rfhis
are: “In closing...
“I have one last thm;
tosay...”

Onice done—fully

written, or the main

is where you

—r



points set down on 3" x 5" index
cards—the next problem is the
actual presentation of the speech.
Ideally, a speech should not be read.
At least it should never appear or
sound as if vou are reading it. An
audience is dismayed ro see a
speaker peering down at a thick
sheaf of papers on the lectern,
wetting his thumb to tum to the
Aext page.

The best speakers are ﬂ:u._me who
make their words sound spontane-
ous even if memorized. I've ;
tound it’s best to leam a
speech point by point,
not word for word. Care-
ful preparation and
agreat deal of o
practicing
At ke
¢ g-‘dired :
0 make
it come together
smoothly and
casily. Mark
Twain once said,
“It takes three
weeks to prepare
a good ad-lib speech.”

Don'’t be fooled when vou re-
hearse. It takes longer to deliver a
speech f%)‘ an to read it. Most speak-

£1S peg al mg at bl"mu 100 we M?S a
minute.

Brevity is an asset

A sensible plan, if you have
been asked to speak 1o an exact
limit, is to talk vour speech into a
mirror and stop at your allotted
‘ime then cut the speech accord-

ngly. The more familiar you be-
come with your speech, the more
f;ah"zﬁd&:‘ﬂﬂy you can deliver it.

As anyone who listens to
speeches knows, brevity is an asset.
mcnw minutes are ideal. An hour
is the limit an audience can listen *
comtortably.

In mentioning brevity, it is
worth mentioning that the shortest
inaugural address was George
it "'hingtnn’ﬂr-jusr 135 words. The
tongest was William Henry Hatri-
ans in 1841 H
nour 9,000-word speech into the
eth of a freezing northeast wind.
He came down with a cold the

following day, and a month later
he died of pneumonia.

Check your grammar

Consult a dictionary for proper
meanings and pronunciations. Your
audience won't know if you're a bad
speller, bur they will know if you use
or pronounce a word improperly, In
my first remarks on the dais, I used
to thank people for their “fulsome
introduction,” until I discovered to
my dismay that “fulsome” means
offensive and insincere.

“Why should you make a sheech? Theve ave four big reasons {left to vight}: 10 inspire,
to persugde, to enteriain, to instruct. I'll tell you how to organize what you say.”

- On the podium
It helps one’s nerves to pick out

three or four people in the audience~
preferably in different sectors so that

the speaker is apparently giving his
atrention to i‘he entire room-—on
whom to focus. Pick out people who
seem to be having a good time

How questions help

A question period at the end of
a speech is a good notion. One would
not ask questions following a tribute
to the company treasuret on his re-

tirernent, say, but 2 technical L;ﬂir G

an informative speech can be
enlivened with & question period.

The crowd

The iar ger the crowd, the easié:
it is to speak, betause, the response
is multiplied and increased. Most
people do not believe this. They
peek out from behind the curtain
and if the auditorium is filled o the
rafters they begin to moan softly i
the back of their throats.

What about stage fright’

Very few speakers escape the
so-called “butterflies.” There
does not seem to be any cure
for them, exc -ept to realize
that theyare - beneficial
rather than harmful,

# and never fatal.
The tension: usual-
ly means that the
speakesr, being keyed
up, will do a better job.
Edward R. Murrow called
stage fright “the sweat of
perfection.” Mark Twain
once comforted a fright
frozen friend about to
speak: “Just remember they don't:
expect much.” My own feeling is tha
with thought, preparation and faiti
in your ideas, you can go out there
and expec't a pleasant surprise.

‘And what a sensation it is—tc
hear applause. Invariably after it
dies away, the speaker searches oui
the program chairman —just to
mwake it E\unwn that he's available
for next month’s meeting.

communicate better.

small way, we can help.
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By Steve Allen

International Paper asked Steve Allen, television
comedion, compaser, swriter of the xelewsnm series
“Meeting of Minds,” author of 22 books and lover
of the classics, to tell how you can appreciate
man’s greatest written works.

Why is it! In school we leamn one
of the most amazing and difficult
feats man has ever accomplished -
how to vead - and at the same time
we learn to hate to read the things
worth reading most!

It’s happened to us all ~ with
assignment reading! Ithappened ro

me. The teacher assigned Moby Dick.

Ididn’t want to read it. Solfought
it. Idisliked it. I thought I won.

But I lost. My euuggie to keep
at arm’s iength from Moby Dick
cost me all the good things that can
come from learning to come o
terms with those special few books
we call the “classics”

P've come back ro Moby Dick
on my own since. | fike it. AndI've
discovered a new level of pleasure
from it with each reading.

Whatis a classic? A classic isa
book that gives you that exhilarat-
ing feeling, if only for a moment,
that you've finally uncovered part
of the meaning of life.

A classic is a book that's stood
the test of time, a book that men
and women all over the world keep
reaching for throughout the ages
for its special enlightenment.

Not many books can survive.
such a test. Considering all the
volumes that have been produced
since man first put chisel to stone,

high! Aeschyluss Oresteia was

Karamazov. In the véry first chapt
of War and Peace, Tolst toy bonﬂ_au,
you with twenty-two names—
long, complicated ones like Anna
Paviovna Scherer, Anatole and
Prince Boltkonski. Don't scury o
cover. Stick with it. The charac-
ters will gradmliy sort themselves
" out and vou'll feel as comfortabic
with them as you do with your o%
dear friends who were strangers,
too, when you met them.

Give the author a cham‘e

- Don’tsay “I don't ger it!” too
scon. Keep readms,z 1ght tothe enc
Sometimes, though, you may
not be ready for *he ook you're
trying to get into. | tackled Plato’
Republic three times before it finall
opened up to me. And man, was
it worth it! So if you really can’t
make a go of the book in your lap
put it aside for another day, or ve:
and take on another one.
Read in big bites
Don’t read i1
short nibb
How can
you expect
get your hes
into anyd
thatr way! Th 1
longer you stay
with it, the mor:
you get into the
thythm and mood-
and the more pleas:
you get from it.
When you read
Zorba the Greek try pu
ting bouzouki music
on the record player;
Proust, a xittif* Dd* USS
Shakespeare, Eliza-
bethan theater music

classics account for an infinitesimal
share of the total -less than .01
percent. That’s just a few thousand
books. Of those, under 100 make
up the solid core

Why should yov tackle the
clam:ca Why try to enjoy them?

I su‘,gost three Oood reasons:

. Classics open up your mind.

2. Classics help you grow.

3. Classics help you understand
your life, your world, yourself.

That last one is the bigone. A
classic can give you insights into
yourself that you will get nowhere
else. Sure, you can get pleasure out
of almost any book, But a classic,
once you penetrate it, hifts you up

written nearly 2,500 yearsago — and
it stili knocks me out!

But | can hear you saying, ‘T’ V<,
tried reading classics. They
are hard to understand. |
can't get into them.”

Let me offer some
suggestions that will
help you open up
this wondrous world.
Pick up a classic you've
always promise «5 to try.
Then take D, Allen’s advice.

Know what you're reading
]
¢ ;g’

W&"'L» drama - th}, 8
raphy, hxrf}m "fo find out,
check the table of contents,
read the book cover, the
preface, or lock up Lht ude
ot author in The Reader’s
Encyclopedia.
Don't read in bed
Classicscanbe  ®
tough going; I'll admit
it. You need to be alert,
with your senses sharp. When

you read in bed you're courting Read what
sleep—and you'll blame it on the the author read
book when you start nodding off. To better understz

Don’t let a lot where the author is

of characters throw you
Dostoevsky tosses fifty major
characters at you in The Brothers

“Moby Dick” escaped me 10!
was assign red veading. 'z
since and loved it, Don'tler o
reading spoil the classics for you




oming from, as we say, read the
ooks he once read and that
apressed him. Shakespeare, for
vample, dipped into North's trans-
stion of Plutarch’s Lives for the
lots of Julius Caesar, Antony and
leopatra and A Midsummer Night's
veam. 1t’s fun to know you're
-ading what he read..
Read about the author’s time
You are the product of your
me. Any author is the product of
s time. Knowing the history
' that time, the problems
:at he and others faced,
weir attitudes—will help you
nderstand the author’s
oint of view. Impor-
it point: You may
ot agree with the
ithor. No prob-
‘m. At least hes
:ade you think!

Read about
the author’s life
The more you know

sout an author’s own
speriences, the more
w'll understand why
2 wrote what he wrote.
n'll begin to see the
ztobmgmphical odds
id ends thar are hidden in his work.
A writer can’t help but reveal

mﬁdi Most of our surmises about
hakespeare’s life come from clues
und in his plays.

Read the book again

All classics bear rereading. If
ter you finish the book you're
strigued but stili confused, reread
then and there. It'll open up
e MOTe {0 you.

If you did read a classic a few
ars back and loved it, read it

zin. The book will have so many
W thmga ro say to you, you'll
udly believe it’s the same one.

A few classics to enjoy ”
You can find excellent lists of
 basic classics compiled by help-

t experts, like Clifton Fadiman’s
‘ztime Reading Plan, the Harvard
assics and Mortimer J. Adler's
reat Books. Look imo them

But before you do, I'd hke to
ics that can light
though some
mlled for you by

st a few cl
» your life. E
. ight have bes

t friends come out of the pages of © i §
your best friends. 1o, for they i help vou beteér wnderstand sowr life, your world and vourse lj

bury Tales. Thirty folkson a

the required reading stigma, try
them. Try them. And try them.

1. Homer: I liad and Odyssey.
The Adam and Eve of Westc:m lit-
erature. Read a good recent trans-
lation. My favorite is by Robert
Fitzgerald.

2. Rabelais: Gargantua and
Pantagruel. A Gargantuan romp. |
recomm»nd the Samuel Putham

: translation.

he da:

3. Geoffrey Chaurﬁr Canter-

a four-day
pilgrimage swapping whoppers.
Don't be surprised if the people you
meet here are like people you know
in your i i DoauE

« 4. Cervantes: Don Quixote. The
first modern novel, about the lovable
old Don with his “impossible dream”

How could you go through life
wﬂ_hou reading it once!
5. Shakespeare: Plays. Shake-

suggest to you here,

speare rurned aut 37 plays. Some
are flops, some malee him the
greatest writer ever. All offer gold.
His best: “Hamiet “Manbeth” and
“Romeo and Juliet” (See them on
the stage, too. ) :
6. Charles Dickens: Pickavick
Papers. No one can breathe life into
characters the way Dickens can.
Espec xal}y the inimitable Samuel
Pickwick, Esq.
7. Mark Twain: Huckdeberry
Finn. Maybe you had to read this
in school. Well, climb back on that
raft with Hutk and Jim. You'll
find new meaning this time.
Of course, these ?tw
suggestions hardlv scratch
the surface.
Don't just dip
vour toe into the
deep waters of the
classics. Plunge in!
Like generations
of bright human
beings before you,
you'll find y@uraei f
invigorated to the
matow by thoughts
and observations
of the most gifted
writers in history.
You still enjoy
looking at classic paintings. You
enjoy hearing musical classics.
Goed books will hold you, too.
'Someone has said the classics
are the diary of man. Open up the
diary. Read about vuumd? - and
understand yourself

2

aware of the value of rmc}mg.

Today, the printed word is more vital than ever, Now there |
is more need than ever before for all of us to read better, write ?
better, and communicate better. International Paper offers this neu
series in. the hope that, even in a small way, we can help.

For reprints of this advertisement, write: “Power of F the
Printed Word,” International Paper Co, E")ept 1, BO. Box 954, !
Madison Square Station, New York, N.Y. 1

INTERNATIONAL PAPER COMPARNY

We believe in the power of the printed word.

Years ago, International P: aper spo sasored a series of advertisements,
“Send me a man who reads,” to help make Americans more

SN 10. © ISBE PITEANAT I, PASER COMPWNY

Printed in U.S. on International Paper Company’s Springhill® Offset, basis 60 Ib.



The sexual revolution may have offi-
cially ended this year, a victim of its
own success. Back in 1964, when the in-
cipient rebellion made the cover of
Time, it seemed an trresistible force
largely because of two developments:
the Pill and penicillin. For the first time

in history, casual sex appeared free of

side effects. “While science has re-
duced fear of long-dreaded carthly
dangers, such as pregnancy and VI,
skepticism has diminished fear of di-
vine punishment,” Time reported,
warning that the yvounger generation
was “adrift in a sea of permissiveness”
in which “self-denial is increasingly
seen as foolishness rather than virtue”

This spring the federal government
made a2 major contribution to the case
for seli-denial. The Centers for Disease
Control announced that genital hevpes
has become an epideniic in the United
States. Now the country’s most preva-
lent venereal disease, it's estimated to
afflict between five million and 20 mil-
lion people. spreading 1o perhaps as
many as 600,000 new victims a vear,
The disease in most cases isn't nearly as
dangerous as svphilis or gonorrhea,
but 1t has the unfortunaie distinction
of being mcurable. Although one
promising new drug for treating
herpes was approved for use this
spring, so far the virus has mainly baf-
tfled vesearchers,

Herpes viruses have possibly been

around for hundreds of thousands of

vears. The {wst recorded diagnosis was
made 2,000 vears ago in Rome, where
the Emiperor Tiberius tried to stop an
epidemic of oral herpes by banning
kissing at public ceremonies. Today it's
estimated that at least 50 miliion Amer-
icans occasionally sutfer from orval her-
pes, which produces cold sores around
the lips or on the face. (Canker sores in-
side the mouth aren’t caused by her-
pes.} Both oral and genital herpes are
caused by herpes simplex viruses,
which can be transmitted to either part
of the body during oral or genital sex.

After causing sores, the virus re-
treats 10 nerve cells in the spine, where
it remains permanently. Sometimes the

14

by Jokhn Tierney

virus remains latent forever—perhaps
a third of people infected with genital
herpes sufter one attack and are never
bothered agam. But i other victims
the virus reactivates occasionathy, trav-
eling from the spine back to the origi-
nal site on the skin to cause more sores.

¢ These recurrences can be separated by

weeks, months, or vears. Genital recuy-
vences are sometimes painful, and thes
can kill an infant if they ve present in
womnan giving bivth, but they are usu-
ally nuld and List only o few davs.
“Compared to what other venereal
diseases can do 1o the body, herpes’
SYIIPLOMS are just a mmor nuisance.”
savs Richard Hamilton, a doctor in San
Francisco and the author of The Herpey
Book. “But the emotional mpact can
the tremendous. People overreact and
suddenty feel that they can’t have sex
with anvone” Hamilion advises s pa-
tients (o carry on normal sex lives ex-
cept during recurrvences., when the
virus shed from sores can infect part-
ners. Ity uplikely for a person w
spread the virus at other times. and
many doctors think that anv risk dur-
ing these periods of kateney can be min-
miized i @ man wears a condom and a
woman uses a spermicide. (Fhe chenn-
cals in spermicides have been shown to
kill the virus in the laboratory, al-
though their effectiveness in the body
hasn’t been established.) There is a
problem, though. Studies have shown
that in a small percentage of cases,
virus can be shed even when there are
no noticeable symptoms. In tact, there
are “silent carriers” who have never no-
ticed any symptoms, don't realize they

have the disease, vet shed the virus.
The best way o halt the epidemic, of
course, would be to-destroy the latent
viruses in the spine. Another would be
to develop a vaccine protecting the
umnfected. Or it might be possible o
copy the body's natural defense against
herpes: some people, after all. are im-
mung 10 the virus, and others can pre
vent recurrences by avoiding stress.
None of these approaches shows any
clear promise at the moment. “'the
problem s that we simply don’t under-
stand the behavior of the virus savs
Bernard Rowiman, a microbiologist at
the University of Chicago. "And if we
continue cutting research funds, |
don’t know when well find out” His
concern is shared by the American So-
cial Health Association i Palo Aho,
California. "Here we have an epidemic
gomg on and the level of funding foi
herpes research isn't even keeping up
with imflation.” savs ASHA's Wend
Wertheuner “And the Reagan adminis

Ctration has actually cut money from

public health programs that control ve
nereal disease. It makes no sense.”

4 he most encouraging development
so far 18 acvelovin the ointment whose
use was approved i March by the Food
and Drag Admunstranion. Although i
doesn’t affect fatent viruses in the
spine, 1t does stop active vivuses {rom
replicating. Duving patients’ first -
tacks of herpes, which are usually ithe
longest and most painful. applving
ointment o the sores has been shown o
speed healing. But it remains to be seen
whether the ointiment or a capsule of
the drug being tested can help quash
recurrences of herpes. And theve arve
potential probleims—unforeseen side
effects. for instance, or the emergence
of herpes viruses that resist the drug.

. Many researchers think that atruly ef-

fective treatment is vears. perhap
more than a decade, away. In the mea
time, the only absolute prevention
absolute abstention, which no one is ad
vising. Herpes is not that sevious a dis-
case. But no one 1s denving the counter
revolutionary notion about virtuc

r

having certain rewards, i

SCIENCE 8¢
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.Conn, Civil Liberties
Union Foundation

57 Pratt St. Htfd., 06013
Tel.# 247-9823

Poor Peoples Federation
1229 Albany Ave,
Hartford,Conn. 06112
Tel.# 278-7570

Sue Lender, Asst. Public Def,

11% Morgan Sta
Hartford,Conn., 06013
Tel.# 522-8181.

Catholic Femily Services
896 Asylum Ave,
Hartford,Conn. 06103
Tel.# 592w82&1

Superior Court Chief Clerk
Thomas H. Abraham

9% Weshington 5t. ’
Hartford,Conn. 06013

Project Masterkey

245 Post Rd, )
West Port,Conn, 06880
Tel.# 527-8181

Atty. Michael Sheldon
School of Law

1800 Asylum Ave,

West Hartford,Conn., 06117
Tel.# 5°§~&&hﬁ Ext, 386

Alcohol and Drug Dependence Div,

Department of Mental Health
Divisicen OQut-Patient Clinic
Ground fl. 2 Holcomb St,
Hartford,Conn. 06112

Tel.# 566-7330

Atty, James Greene
Conn, Prison Assoc,.
240 Capitol Ave,
Hartford,Conn, 06106

Resurrection House

586 Main St.

New Britatin,Conn, 06053
Tel.# 225-4641

Human Rights

GC Washington St.
hm?tiora,' enn, 06115
Tel.# 566-3350

Conn., Halfway House
{Wwatkinson House)
58 Collinsist,
Hartford,Conn, 06105

Dept., of Correction
Comi, John Manson
A4 Fmpitol Ave,
Hartford,Conn. U6106
Tel.# 555-&#§f
5665710

Conn. Jaycees Interstate Asst,

135 Burnside Ave,
East Hartford,Conn, 06108

Bl 8,00,

Ben Andrews

770 Asylum St,
Hartford,Conn. 06105

Woman In Crisis
(Family Counseling)
£38 Prospect Ave,
hartiozd,ﬁemm 06105

(4]

Ombudsman/ James Bookwalter
Hartford,Inst. of Criminal and
Social Justice

15 Lewis St

Hartford,Conn. 06103

Tel.# “?7~ﬁ“f



 PROGRAM Inc.

* % % NOTICE TO SENTENCED MEN # # #
# %  AND THOSE ON BOUNDOVER # #

Beginning ¥k ¢ 2.0 the Alternatives Pfogram will offer
a course in decision-making and problem-solving skills. It is
a structured course for eight sessions meeting from_ / ' PM
to 7. 30 PM on_ L. il Seldsiy  puis 4TS,

*®

Alternatives is taught by trained volunteers from the community
in both groups and on a one-to-one basis., In groups you learn
the basic skills. In the one-to-one you are matched with a
volunteer to apply the skills to your particular 1life situation. .

Alternatives does not preach or moralize; there is no good-time
credit. It does teach skills people can use to make their own
choices, to take control over their own lives. .

If you are interested and will be in the institution until

it & L (including good time), fill out the application
below and give it to your coungelor no later than Afri. 2 "7
Some brochures are available in counselors® offices,

NAME - CELL #

EARLIEST KNOWN REJEASE DATE

Alternatives Program, Inc.



APPLY .FOR. -

Contact Visiting

Contact visiting is available for inmates most in need of such
services, and whose work and.or conduct warrants such privileges.

Selection Frocedures

Each case will be considered bv the Classification Committee to
insure that the minimum eligibility criteria are met, and. that
the inmate's circumstances, including psychiatric or emotional
stability, mature of charges, offense or priocr history do not
present 2 management risk. - ‘

Minimum Criteria

In order to be eligible, you:

1. Must have been continually incarcerated in this (enter
: for a minimum of 30 days before application date

2. Must have no disciplinary or poor work reports for &
minimum of 30 davs before application date.

3. Must not have furloughs during the current term of
- confinement. ‘

Hy :
4, Must forfeit closed visiting if approved for contact visii

‘5.. Must not have been previocusly involved in the introductior
of contraband into an institution, the possession of con-
traband in an institution or involved in an escape oY
attempted escape. 3

Participation in the program is contingent upon cooperation with
the regulations and good behavioy in the visiting area. A guilty
finding on a disciplinary report or receipt of a poor work report
will result in forfeiture of the contact visiting privilege for

30 days. Likewise, completion of a social furlough will mean with-
drawal from countact visiting.

Application Procedure L R {

Inmates who think they meet the minimum criteria should send a
request to their assigned Counselor. The Classification Committee
will consider these applications weekly.



© ACROSS

12
13
15
" 16
17
18
19
20
21
23
25
26
27

28

31
32
33
34

Protected -

Snare

Reél’s partner
Streetcar
Regulations
Roman robe
Tunes

From the Far East
Advanced in years
Aries

Light fog

Concurs

Make happy
Large

Lock of hair
Author Harte
Resort

Expenses

Shows the way
Also

Science class (abbrev.)

CROSSWORD PUOLLLE #8

35
36
37
38
490
41
42
43
44
46
47
49
56
53
54
56
57
58
59
60
61
62

Connector

Tibia

Bad (French)
Clock pointers
Large birds
Shade tree
Islands (French)

Follows horse or sixth .

Assistants
Chinese bear
Jogger

Author Gardner

North American country

Middle Eastern nation
Gypsy’s card

Ireland

Moccasins

Parisian river

Rotate

City railroads
Nourish

Confused

Twinkler

Opera specialty,

Perennial publications
(2 words)

Type measures

Attributes

+ Charlotte ___

Got off

Pod resident

Authoritative synonym
reference (2 words)

Curved molding

Moms’ mates

Entangled

Scarlett’s home

Church ceremony

Obtains

Latvian

Seniors, after
commencement

Melodic

Stoops over

Composure

Top notch (2 words)

Arrived

Alleys

‘Transmit

Conceal

Warns

Actor Wilder
Type of peanuts
Motels
Disposed
Mature

Russian river
Famous canal
Father

Miss Karenina
Doughboys (abbrev.)
Greek letter
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n Py CATHOLIC SCRIPTURE PRAYER GROUP......coeee.o-xe. T200 200
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R, R,  PRE-TRIAL DETAINEES IN A DOUBLE CELL (HOUSING)
Ap. Oy AVAILABLE WEEKLY. SINGLE HOUSING PRE-TRIAL
14 MUST REQUEST AND IF THERE 1S A SPACE WILL BE
G 'GIVEN PERMISSION,
o FILL OUT REGUEST SLIP.4.sseeeeerns....USE MAIL BOX IN UN
FIRDAY :

P e R S L T ST T TR i ine

THOSE OF YOU WHO DESIRE TO ATTEND AND/OR BECOME INVOLVED IN ANY O
THE AROVE ACTIVITIES,,.NCT INCLUDING SUNDAY SERVICES...SHOULD FILI
OUT A REQUEST SLIP CONTACTING THE FOLLOWING:

MS. MARY KILROY---A.A, ' REV, E., JOHNSON----PROTESTA!
_MS.. MARY -MORGAN=+-CATHOLIC = ‘s C/0 L. WILLIAMS(REV, )---REA
i § 1 | e e - joene - ROC?

PLEASE NOTE: Angyone desiring to jéin the Cheir should contact Rev. . .
nson,Chaplin, Voices are needed!!!,..50 you fellows whe

can hold a tune,come on out and support the community ¢
iptittrisepegpg
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13
14
B &
16
17
i8
19
20
22
24
25
26
28
33
33

35
3
3/
38
49
41
42
43

45
- 48
33
54
55
56
57
58
59
60
61
62

Goad
Spanish painter
U.S. Navy chiefs (abbrev.)

Theatrical award

Frosts

Cosmetic

Park attraction

Math term

Modify

Chemical suffix

Speaks with restraint

Deduces ;

Possessive pronoun

Battle

Swiss river

Red Boock author

Pittsburgh product

Not adequately
recompensed

Legal claim

Beer mug

Debussy’s moon

Endured

Trousers

F&ench pronoun

Compass point

Piaced

Stopped standing

Makes melancholy

Comprehends

Street in Soissons

Ingenuous

Eager

Aquatic bird

Exaspérated

Wait

Formerly

High schooler

Addict

Confused

D 00 =2 &N Un o W B e

. CROSSWORD PUZILE #9 -

DOWN

Valuable violin
Composure

Doesn’t nourish properly

Bread variety
Hollywood genius

Chemical compounds

Unaspirate

Elbe tributary
Soft drinks

Golf stroke
Curved molding
Weights, in India
Rodent catcher
Grapelike
Temptress
Woman’s name
In regard to
Mine entrance
Indistinct speakers

29
30
31
32
33

a4

36
39
40
43
44
45
46
47
48
49
50
51
52
56

“It _____ Necessarily So”
Poems

Squalid area
Prong
Shoshoneans
Kilt pattern
Strikes

Raised
Cushions
Climbing device
Lucky number
Nasty

Hospital worker
Actress Berger
One

Nostril

Water barrier
Forbidden
Bird (Latin)
Beverage
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HARTFORD COMMUNITY CORRECTIONAL CENTER

MUNCHIES

IMNA JO¥esenoneelD
MO%GS;.Qoe-....s-QS
SDLCKETS. csvonosneld)
M‘lky s R s et
M u ?‘F ?’laln,..a..oZS’
M& M Peanut..cess29
O'Hf’nryobqaotonoonzgj'

TQQ ":le RQlla 5588 025
E‘; & :’wHQnE‘.y. 8 eS8 t?»—ﬁ
5 i-Kf LeerS.assee w-—»S
Pevparmint Patty, .25
Pezrut Butter Cup.25

L Lﬁ,rfﬂrl‘hE.a»xquaQZG‘
P P}ioostavonsaoeoqo
p'c ﬂutsnonuaaonea¢25
1LifesaversS. eesese el
A Flavors:Spearnint
Peppermint, ahcrxy,
wﬁn*erer»en Asst.
Fruit)

Vicks Cough Drops.3%
(Cberry—yenthclatpd)
Fig NewtonS..eeeee29
Oreoc CookleS.,cesc2d
Ring DingS.es» enseld
Choc. Chip Ccokie,.25
Peanut Bir.Cookie,20
S)im Jimsoltootacmn?ﬁﬁ
Cheez-n~Crackers, .25
pﬂﬂccmccnaewe-naw()u
f’(}?d*ﬂ {‘Y‘lf}vuss.az?O
Potato SUICKS. e ¢ 2l
Drake Pies.., . ...¢25
{Blueberry,Cherry,
Appie)
Donuts-Powdered,..30
Drakes Cakes..ocq.029
Assorted Pastrv...25
{Wnat we have on hand
does vary so make s

- note en your chit as
to preference)

DRINKS & ACCTSSORIES

Cef;ee~zn9éants.gtié
gﬁt COLLEL o s @ity B
f}l"’Ai(At.sthr»‘lSo
guh?FTy,nUI ¢h,Grape,
Lemon)
leced ’Iea..¢~osnnw1&1o
Orange Drink,...1.10
Crﬁﬁmﬁrao-¢eat¢01¢30
Sugal"...-..,-«s-"aoo

Coffee MuBaseananelO

COMMISSARY LIST
COLD TREATS

Tee Cream SaENAWich. .seasos 20
Fret“:w 130poovecooeo¢eow0-40OPH
sgdah&qauogo-asmaeaseco-*000¢-
(Coke ,Grape,Orange ,Sprite,
Roat Beer

VLECTRICAL 1TEMS

Manual Typ@writer,,......90.qg
Fﬁn Ql1‘0’0.'0".0.‘00.!'190(’
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Notice! Notice!l Notice!

TO ALL INMATES THAT ARRIVED AT H,C.C,C., BEFORE 1/24/83

The Connecticut Prison Association may be able to either assist you in
obtaining your release on a Promise to Appear, or assist you in contact-
ing your family or friends to help you post you bond. If you want to
apply for our help,fill out an inmate request form and place it in the

L.A.P. mailboz in the corridor. We will get a bond questionaire to you
for you to complete,

Conn. Prison Association
340 Capitol Ave,
Hartford,Conn. 06106
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TO ALL INMATES

Income Tax Forms are availible., If you need one send a request form
to Mr. Pelletier. ‘
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TO ALL COURT RETURNEES

You are not allowed to return to the Correctional Center with anything
you did not leave with,this especially pertains to money. All items are
subject to confiscation and a disciplinary report.

Dept. Warden Horn
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TO ALL INMATES

We are aware that certain cells are drafty because of the windows. In
order to correct this problem the following procedure should be followe

1) If you feel your cell is drafty,you must
notify your unit officer of such,

2) The officer will inturn submit vyour cell
number to the maintenance department.

3} A staff member will inspect your cell to
verify the condition,

L) The maintenance staff will correct the problem,

With the window fixed there will nc longer be any need for the windows
to be covered. Eifective January 31,1983 the occupants of any cell
found with any type of covering on their windows will.recieve a discip-

linary report.
F. Crose / Deputy Warden
1/21/83



)TICIA NQTICIA

A TODOS LOS RECLUSOS QUE LLEGEN A H.C.C. CQ\ANTES DEL 1/2&/83

- The Connecticut Prison Association qulzas,te uede asistir
* para que pucdas salir en Promise to Appear (Progesa de Pre-
sentarce,o asistirte poniendose en contacto con “tus familia-
‘res o amigos para ayudarte a salir -bajo fianza.Si de§eas ap=
licar por nuestra ayuda,llena un peticionario (request) y
“enviale a L.h.F. ponlendolo el buzdn del pasillo.Nosotros te
enviaremos un cuestionario de fianza para que lo llenes

Conn.Prison Association '

340 Capitol Ave.

: Hartford Connecticut 06106
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A TODOS LOS RECLUSOS

Los Formularios de Income Tax estaradn 1isponibles.Si necesi=-

tas uno envia un peticionario (request) a Mr. Pelletier.
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A TODCS L JUE REGRECEN DE 1A CORTE \

Usted no sera permltldo a rgéresar al Centrc Corr901g“al con
nada que no se lleveo cuango ‘salic,esto esp901a1men ‘se refi-
ere al dinero. Todos los arf]culos estardn sujetos a ser con-
fiscados y recibir un reporte diciplinario.,

, Dept. Warden ‘orn
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A TODOS LOS RECLUSOS

Estamcs concientes que 1lgunas celdas s frias debido.a las
venitanas,Para poder corregir este problema los 51gu1entps
procedimientos deberan ser seguidocs: NI

N

1) 8i tu sientes aque tu celda esta fria), debes
notificar:ail: oficial de tu uniﬂad sobre eS80,

El 'oficial sumitira tu numero de ‘celda al
>nartamento de mantonlmlenfo.

N

n miembro de la Jjunta inpeccionara tu celda
para ver‘flcar la condicion de dsta.

4) Mantenimiento corregira este problema.

Estando las ventaq & arrmgladqe no habra motivo para tenerlas
Tauadaa.uera efpctlvo en Fnero 31,1983,que los ocupantes de
las celdas que sean encontradas con cubiertas en las ventanas
de cualquier claso de materlar recibira un reporto diciplina-
o : . _
/ : ' F. Grose V:Deputy Warden
X 1/21/83 ;
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_________ SETORDAY. |
Fresh Frt. nﬁrange il |Apple i, : Bl.,Juice | ¥ro.Frai®t i  Pine.Juice | Grape.Juice
Hot Cereal |Cold €ereal |Hot €ereal | Cpld Cereal | Hot Cereal | Cold Cereal | Hot Cereal
Fastry lEggs boiled gPastry i French Toast ! Pastry ! Scram.Eggs | Pastry
Bread sBread i Bread i Maple Syrup « Bread i Bread 1 Bread
: 1 ; ! | Magarine . : ;
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- Roast Beef tFried Chick !|Beef, Frank. | Beef Ita. : ! Ch.Whopper ! Egg Salad
w/Gravy tGravy |Baked Mac. | Sauage 1 Institut- i F.Fries t Sandwich
Whip.Pot. {Ov.Br.Pot. {w/Cheese i Spaghettid " | icnal | Tomatoe& { S.of Day
Btr,Peas ;GreenBeans lCcle Slaw :Tomato Sa. i Choice “ Onien ! Pot.3alad
Ice Cream { Butter, Pud. ;Must &Eat. i G.Cheese H g i Pastry i cr Geeen
: : lirvevells | vued'ls valaa | : | 8alad
/ chlls ! Ice Cream 1 | I Fet, Comate
Chili Con Car%*Grll‘led 1Veal Patty | Meatloaf i Beef Chow E Fried Fish §Salisbury
Steamed Rice }Cube Steak |{Gravy . . |.Gravy { Miem - | TartarSauce ; Steak
Corn Bread ‘Lyon.:ot ‘Hash Brown | Wh.Pot. } Btr.Rice i Fr.Sguash | Rice
Tossed Salad sw/K Corn iPotatoe cM Vege. i Or.Noodles t Ice Cream | Tossed Salad
Dressing ,Pastry {Sea'd Lima i Fr.Pie i Cole Slaw t | PagaPots i Jello w/
Peats . !Beans : } Butter. H | Topping
£ :Cn . Peaches ! : Pudding : 4
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