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ABSTRACT

The Problem

The purposes of this study were: 1) to determine the action in~

duced and reactions caused by the (a) emotional, (b) rational, and

(c) combined emotional-rational approaches in persuasive letters of

request to Michigan State University seniors; 2) to ascertain the effects

of the use of (a) reader benefit appeal, and (b) group benefit appeal

in the letters of this study.

Methods and Procedures

The sample consisted of six groups of 20h randomly selected seniors.

Each group was mailed one of six different letters; each included one

of two appeals and one of three approaches. The letters requested the

students to arrange appointments for interviews with the writer. The

personal benefits appeal letters offered to provide the reader with

personal help in writing letters of application; the group benefits

letters emphasized the help the readers could give the writer in assist»

ing other members of the senior class to write letters of application.

Eightyhthree students responded to the letters.

In eliciting the reactions of the respondents to the appeals and

approaches of the letters they received, a “disguised" interview



technique was used, in which incidental and comparative reference to the

letters of request was interwoven with the discussions of letters of

application. No mention of the writer's personal purpose was made.

A similar but shortened type of interview was employed in telephone

interviews with 72 non-respondent students who were contacted.

Principal Findings

Action. At the .05 level of prdbability, no single letter, appeal,

or approach was more effective than any of the other letters, appeals,

or approaches.

A significant difference was found in the higher action responses

of 1) males as compared with females, and 2) upper lower-lower lower

socio-economic class as compared with other socio-economic classes.

Reactions. A large majority of the respondent and telephone inter-

viewees had favorable reactions to the letters. The most significant

factor in creating these favorable reactions was the personal help which

the readers believed was available from a specialist in business letter

writing. Regardless of the appeal and approach used, most of the

readers viewed the letters in essentially the same way-~as an offer of

personal help.

The emotional approach is definitely the least favored of the three

approaches. However, there is insufficient difference between the re-

actions to the rational and the emotional-rational approaches to justify

a statement that one of these two approaches is favored over the other.

vi



The criterion groups who had the most marked favorable reactions

to the letters 'and indicated the greatest interest in obtaining help

were: 1) students in the upper lower-lower lower socio-economic class,

2) married students, 3) males, and h) students in the 2.00-2.19 grade-4

point class (grade-point based on h.0 system).

j The highest percentage of, negative reactions to the letters came

from the interviewees who had had training in business letter writing

from the writer. The most favorable attitudes to the letters were

expressed by the readers who had had no training in business letter

writing.
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CHAPTER I

INTRODUCTION

Two issues which frequently confront the teacher of business letter

writing in teaching the writing of persuasive letters of request are:

l) the relative emphasis which should be given to the use of emotional

and rational appeal, and 2) the stress that should be given to reader-

benefit or “you-attitude“ viewpoint.' These two issues are the topics of

this study. I

Teachers of business letter writing talk about various persuasive

teChniques and appeals without having any convincing evidence to support

their recommendations. This was the consensus of a panel of prominent

teachers of business letter writing, who said: “Mbst of the time we

teach, as if we knew for sure, many principles which in reality we are

only assuming to be true.“ (60, p. 7) This remark is followed by a

comment made by Manning, whoconcluded:

Many of these principles are the product of no more than

thoughtful introspection on the part of the authors and close

observations of what to all appearances marks the difference

between success and failure of a letter as it actually performs

in business . . . it appears that no material contributions may

be expected_until actual testing conditions for the COpy of a

letter can be set up and the tests carried out. (No, p. 127)



A. 9;; Problem

Statement Egan; problem. The purpose of this study is twofold:

(l) to determine the action induced and reactions caused by the use of _

(a) emotional, (b) rational, and (c) combined emotional-rational approaches

in persuasive letters of request to Michigan State University seniors;

(2) to ascertain the effects of the use of (a) reader benefit appeal,

and (b) group benefit appealin the letters of this study.

ELMO 2!. £29. 9.9.24 £93. 3.132 aiLdIo During the past fifteen years.

one of the most frequently mentioned areas of needed research in business

letter writing is effect analysis. This need was emphasized by a Research

Committee of the American Business Writing Association which indicated

that the biggest opportunity for research in business letter writing was

in effect analysis (6, p. 16). Anrner, (7, n.p), Lesser, (37, p. 25),

and Wilkinson, (60, p. 7) three higuy regarded specialists in business

comnications, i also give high priority to making effects studies.

Despite the importance attached to effects studies, only a few

studies, limited almost entirely to action studies, have been made by .

people in business letter writing. Manning and Wilkinson found that most

tests have been made on sales letters, and that some studies have been

done on collection letters (141, p. 228). (he fairly comprehensive

affects study of personalization in collection letters was done by

Allgeier (h, p. 16). Another study of a specific type of letter is

Boddy's (12, pp. 72-92) action study of letters of inquiry. However,

soddy3s study, as well as Allgeier's, did not involve an analysis of

effects of reaction on actiong(see-pp. ll-12 of this study).



Review of many other studies indicates that results most frequently

show letter A producing more action than letter B without any systematic

account of the ways in which the two letters are the same and in which

they are different. Twenty years ago, Boyd (16, p. 5) first called

attention to the need for controlled experiments which include other

factors besides action results.

The past and present emphasis on action studies stems primarily from

the accepted principle that action is the main criterion of success

(6, p. 16). The investigator agrees that if a letter obtains an action

response from a reader, the main objective of the reader has been

achieved; however, action doesn't of itself explain reaction, nor does

it present positive proof that the selected approach or appeal was the

factor of success. (6, p. 16). Also, an action response usually provides

no measure of the goodwill reactions of the readers. An approach or

appeal could induce action which miglt be accompanied by strong feelings

of favorable or unfavorable identification with the writer or his

organization. The same could be true of inaction.

Because of the writer's adherence to the hypothesis that an action

response to a commication invariably involves some type of reaction”

(51, pp. 1-5), this study has been designed to determine not only how

many of a particular sample of readers responded to two appeals and

three approaches of a persuasive request, but also, by directly contacting

the readers, ascertain who, what, why, and how the, responses were made.

No study involving the preceding procedures and objectives was found in

the review of many research studies in business writing.



There is virtually complete accord that reader benefits should be

given main stress. (33, pp. 39-140) Most authorities in business letter

writing agree that copy in a persuasive letter of request should be

neither exclusively emotional nor entirely rational, but should be a

combination of both (hl, p. 213), although one former president of the

American Business Writing Association admits that there is no verifiable

research evidence to support such views (9).

Tucker similarly remarks:

We have in our area a great deal of original observation,

some critical analysis, a few hypotheses, and almost no verifi-

cation of the value of adaptation and other such vaguely defined

characteristics. (57, p. 12)

Business writing teachers certainly should have more objective

knowledge ofthe effectiveness of the approaches and appeals used in

persuasive letters of request.

mind limitations 9;; the s_t_u_dy. This study deals only with

persuasive letters of request sent to a random sample of 201; Michigan

State University Seniors during the University's 1958 fall term and

first half of the 1959 winter term. I

The accessibility of this group overcame one of the major difficul-

ties business letter writing researchers have had in making effect

studies. The specific situation, contained in the letters, involved a

request that the readers come to the investigator's office to discuss

letters of application.

The study is limited to the effects of six different letter types,

each of which employed one of the two appeals (personal benefit or



group benefit), combined with one of three approaches (emotional,

rational, or emotional-rational) . One type letter was mailed, at

specified intervals, to one of six groups of seniors in the sample.

Each student received only one of the six letter types.

Each of the six groups of students represents a random sample, and

it is assumed that, the responses of a group to a particular letter is

typical of that of another group receiving that same letter.

As is discussed in Chapter III on "Methods," in order to limit the

study to the variables being investigated, all of the six letters were

set up in the same format, organized according to the same psychological

sequence, and written at virtually the same readability and human interest

level. The latter involved the use of the Flesch Readability Index

(see pp.30-32 of this study).

Business letter writing specialists axiomatically acknowledge that

a rational approach need not be less readable than an emotional approach

(141, p. M6). On the other hand, communications experts hold that a

personal benefits. appeal is more interesting and consequently usually

makes for greater readability than what is termed, in this study, a

group appeal (52. pp- u-8)-

The typical business letter writing expert would normally consider

letters which stress the personal benefits appeal as more interesting

and readable than letters which subordinate this appeal. However, in

using the Flesch Index as a control device, it was necessary to make

adjustments in the length of sentences, personal pronouns, and words



referring to human relationships in order to obtain the same level of

readability and human interest in all of the letters.

Little difficulty was experienced in adapting length of sentences

and number of syllables per word. However, some adjustments were

necessary which might suggest an I'unnatural'i' use of personal words and

sentences, and humanwrelations words in thegroup benefit letters. Only

through these adjustments was it possible to retain the same reading and

human interest levels in the letters and conform with requirements for

control of all the variables except those which are being tested.

The experienced business letter writer might question the length

and necessity of using as many subsidiary appeals as are used in the

test letters. .A lesser number of subsidiary appeals or merely an invi-

tation to obtain professional help might be all.that would be necessary

to get action. This, however, would limit, for experimental purposes,

'the potential range of reaction to only a few aspects of content stimuli.

To encompass as wide a range as possible to fit the anticipated categories

to be analyzed in the study, a variety of elements were included in the

test letters.

B. Definitions‘gf Terms

Persuasive letter of request. As used in this investigation, the

persuasive letter of request involved a request for action in a situation

in which the benefit or merit in taking action was not directly or

immediately apparent to the reader.



Business writers believe that there is an initial tendency on the

part of a reader to react negatively to this type of request (lb, p. 140).

As a consequence, all the letters are psychologically structured so that

the explicit request for action is not made until most of the reasons or

benefits for the reader's compliance are established. (hl, pp. lO6-ll3).

Appgal. Throughout this study the term “appeal“ should be interpreted

to mean the main stimulus or incentive used to influence the reader to

take action. The two main appeals used in the letters of this study are

1) personal benefit appeal and 2) group benefit appeal.

Personal benefit appeal. This appeal emphasizes the benefit to the

reader in taking the action suggested. An offer of help from the writer

is the motivating incentive. This is the appeal used in the three Type I

letters of this study.

9393p benefit appeal. is emphasized in the letters of this study,

the group benefit appeal stresses the benefit to the groupjof which the

reader is a member in taking the action suggested. The motivating

incentive is the help the reader can give to others--particular1y his

peer group at the University. This appeal was used in the three Type II

letters of this study.

Approach. This is the angle of attack used in presenting the

appeals. Three approaches were used in setting up the letters:

1) emotional (used in letter types I-A and Ill-A; 2) rational (used in

types I-B and II~B3 3) emotional-rational (used in types I—C and II-C).



Emotional approach. The principal emphasis in this approach is

directed at the reader's emotions rather than his intellect.

Rationalapproach. This approach is used when main stress is

given to an intellectual, logical, or rational plan of attack.

Emotional-rational approach . This is a combined emotional-orational

plan of attack.

C. Basic Hypotheses

The following are the investigator‘s hypotheses: l) the most

effective approach uses a combined emotional-vrational approach; 2) the

personal benefit appeal will produce more action and more favorable

reactions than the group appeal; 3) the appeal factor will be more sign

nificant in formulating reader decision and attitude than the approach

factor.

D. Plan pf Study

This study is divided into seven chapters. Chapter I deals with

the background of the problem, a statement of the problem, importance

of the problem, the limitations and scope of the study, definitions of

terns and basic hypotheses. Chapter II is a review of pertinent literature

in business writing and communications research in related areas concerning

the use of emotional, rational approaches and personal and group benefits

appeals. Chapter III deals with the procedures and techniques used in

the study, including composition of the letters, use of the Flesch



Readability Index, critical review of letters by experts, pilot study

of the letters, drawing the sample, mailing system used, interview

schedules and techniques used, coding, and machine tabulation.

Chapter IV is an analysis of action results induced by the appeals and

approaches. Chapter V is an analysis of reaction responses to the

appeals and approaches by letter classifications . Chapter VI is an

analysis of reaction responses of the criterion classification groups .

Chapter VII presents the summary, conclusions, and some implications

for further research and the teaching of business letter writing.



CHAPTER II

REVIEW or LITERATURE

A comprehensive review of available published and unpublished

literature in business writing revealed that much has been written about

the need for effects studies in business letter writing, but little has

been done in making such studies. No published action-reaction effects

studies of persuasive letters of request were located.

while there are few studies which relate to effects analysis on

letters, either in business writing or related areas of persuasive com-

munications, there is a considerable amount of empirical data and a number

of experimental tests and studies on the types of appeals and approaches

employed in this study. This research material has been useful in provid»

ing ideas, hypotheses, and suggestions in interpreting the results of

this study. In consequence, most of this chapter is concentrated on a

review of literature pertaining to appeals and approaches.

I. Literature gr; Effect Studies

m—m studies pyteachers if: business $93222 writing. Most

studies by teachers of business letter writing in both published and un-

published media deal mainly with the techniques of writing and the

methods and materials of teaching. Often "testing" of effectiveness

consists of making a selection of letters on the basis of professional

lO



standards of effectiveness or the judgment of a single man or panel

rather than upon scientifically controlled experimentation (61, p. 105).

An examination of writings in theses, monographs, and articles on

business letter writing, written between l930—l9hl (59, pp. 10-18)

reveals only one study which was related to an effects analysis of a

particular letter type. This was a controlled action study of letters

of inquiry by Boddy (12, pp. 72-92). The purpose of the investigation

was to determine the action-inducing effectiveness of various factors

in letters of request sent to a random sample of h32 business firms.

The letters used were non-sales, unsolicited, personal inquiries request-

ing information. One of the letters, termed the base-line letter, was

deliberately designed to include violations of all the accepted rules

of writing a direct inquiry; a second letter employed a direct request

in the lead, and another letter used an indirect or inductive arrange-

ment in making its request (this is the structure used in the present

study). Boddy's findings were:

1) There was no significant difference in the replies of the

three letters. Actually, the letter which violated all the

rules and was supposed to be virtually worthless as an answer-

getter outpulled both the direct and indirect letters. The

indirect letter did only slightly better than the direct

letter. -

2) Little difference was found in favor of an individually typed

letter as compared with a mimeographed one having the same

content.

3) letters without enclosures did almost as well as those having

an easybanswer device.



14) Letters mailed by an unidentified writer pulled almost as

many replies as letters mailed from a prestige source.

In brief, Boddy found considerable discrepancy in what textbooks said

about letters of inquiry and what his findings indicated.

In answering the question "Upon what does a successful inquiry

depend for its effectiveness?“ (12, p. 81;) Boddy concluded:

The vital point seems that of reasonableness . . . if the

investigation [request] is justified and reasonable, the

resu1+5 lel be nearly the same whatever method is used in

ga+hering the material and whatever may be the garnishings

placed upon the letter itself (12, pp. 85-86).

This year the American Business Writing Association published an

index on articles written in The ABW____A_ Bulletin from December, 1938 to

May, 1958 (25’) (Th3 ABWA 1_3_u1_l_._etin is regarded as the most authoritative

source of research studies in the field of business writing). In this

index, only one study, Allgeier's, (1;, pp. 10414) involved effects

analysis. Allgeierls study is summarized here.

In making an analysis of the effects of personalization in

collection letters, Allgeier sent four collection letters to two groups

of debtors. The first group was termed the test group, the second the

control group. Allgeier prepared the (letters which were sent to the

test group. These letters were individuallybtyped form letters written

in a friendly, personal, and informal style. Four different collection

appeals were used.

The letters sent to the control group were standard form letters

which had been used by 85 different retail stores. These letters were

written in a stiff and stilted language, used stock expressions, and

showed little or no interest in the reader.
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The criterion of effectiveness was the difference in receiving

payments from the two groups. Responses were classed as full payment,

part payment, and explanation or promises .

Allgeier found little significant difference between the groups in

the way payments were made. He was surprised to find that for the first

six months of delinquency there was pp significant difference in results

of the first four letters sent. However, he did find that personali-

zation did make a significant difference in results in the latter stage

of collection (after six months' delinquency).

An important difference between Allgeier's study and the present

study is that he had no direct knowledge of his reader's reaction to

the letters. No follow-up questionnaire or interview was used.

Because of Allgeier's limited information about his readers, his study

is essentially an action-effects study.

kiwi-M studies and Leela in <_i_i_r_e_g_t_ fl. Numerous action

studies have been made on sales letters and similar types by people in

the direct mail field (55, pp. 3-1;). However, most of these studies

and tests deal with methods and techniques in effectively using direct

mail, rather than with content of letters.

Test methods employed by direct mail people apparently have been

unchanged during the past 20 years. In 1939, Boyd (16, pp. h-S)

observed that testing for content was not done by direct mail prac-

titioners. All the tests which were being made were tests of mechanical

things: - color of stamp, color;of copy, alternate offer or singleness of



aim, name fill-in orfiheadline, and so forth. Because of the tendency

of mail users to keep their most successful results confidential, such

findings, when they were published, were presented in such generalized

form as to make them valueless for other test applications. The dis-

cussion which follows indicates that the situation as Boyd found it in

1939 has remained essentially the same.

In recent literature, many actionreffects tests were found, but,

surprisingly, none was found which was limited solely to a test of the

two basic appeals or the three approaches used in the present study.

The test findings or methods which are regarded as having functional

significance in direct mail may not have the same significant value in

other applications or writing situations. Boyd mentioned this in 1939:

Almost axiomatic among these men (direct mail), however, is

that one must make his own tests, because almost identical

mailings have produced widely different results (16, p. 5).

Such suggestion has been made by Henry Hoke, editor and publisher of

mammmmw. who said:

There has been altogether too much bunk handed out in class-

rooms and in books about so-called "tested methods“ . . .

without defining exactly what uses or types are affected by the

"methods" suggested (29, p. 9).

For certain types of letters Hoke believes testing may not be

applicable; however, he continues:

. . . with persuasive direct mail, testing may be very

important, but . . . your results with persuasive direct

mail depend to a great extent on what kind of action you

want your persuasion to induce (30, pp. 17-18).
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Thus, the action one could expect in inducing people to come to a

writer's office to obtain cost-sfree help for themselves or others would

be different from inducing readers to buy paint brushes in a direct mail

situation. Also, a test situation which employs follow~up interviews

of readers would not be comparable to direct mail testing because of

the absence of interviews in direct mail procedure. Only one study in

direct mail was found which involved interviewing people who had received

mail. This study by Starch (Sh, pp. 28-s29) was designed to measure

sales produced by a mailed circular (no letter was included). Interviews

were made of a random sample of customers in retail sales . No questions

pertaining to reader reaction to the circular were asked. The principal

finding was that circular-receiving customers who came to a store

(without ordering by mail) bought more than the non-circular customers.

Because no comparable methods or conditions in direct mail testing

could be found, research data from direct mail was excluded from

consideration in the planning of this study. This is in accord with

Hoke's advice:

-If you quote statistics or case histories from results of others,

be sure the cases quoted correspond as closely as possible to

your own overall problems,--your own type of direct mail used,

and your own functional use of these types (30, p. 17).

Newspaper readership effects studies. Newspaper and advertising

people have for a long time been conducting readership studies. to test

the effectiveness of their media. A number of such readership studies

were reviewed. Particularly helpful in suggesting the interview

technique used in the present study was the lid-Study Summary, (56, p. 58)
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an extensive readership study, conducted by the Bureau of Advertising

of the American Newspaper Publishers Association. In newspaper reader—

ship studies, trained interviewers call upon a sampling of readers a

short time after a newspaper has appeared, and ask the reader what he

had read or noticed in the newspaper. Such tests are sometimes extended

by'further questions about the depths of the impressions or attitudes

which may have resulted from reading an article or advertisement

(35, p. 567). In the present investigation, the interview method used

also involved personal contact with readers to ascertain their impressions

and attitudes; however, here the readers were requested to call upon the

interviewer; calls were made to the readers only when there was no

response.

11. Literature pp Appeals

(Personal benefits appea . Business letter writers almost unanimously

agree that the one ingredient which should be contained in practially

all types of letters is the personal.benefits appeal, or as it is more

commonly termed, the “you“ attitude. Saunders well reflects this

acceptance in stating: -

The correspondent . . . seeks techniques of persuasion which are

to be found in such cardinal qualities of business letters as the

uyoua attitude, adaptation, personalization, courtesy, character,

the human touch, the positive aspect of ideas, and vividness of

their presentation . . . The first and foremost of these

techniques we call the “you“ attitude (’49, p. 168).

Further evidence of the prime rank which the personal.benefit appeal

has among business letter writers is revealed in Keithley‘s (33, pp. 39—h0)
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review of issues of The ABWA Bulletin published from 1952 to 1958. This
 

review indicates that the idea most frequently mentioned or stressed in

the articles of the issues was the personal benefit appeal.

The emphasis given to this appeal has long pervaded the teaching

and writing of business letters. Boyd, one of the first members of the

American Business writing Association, wrote:

For thirty years now we have based our material and ways on

an expanding conception of the "you“ viewpoint (15, p. h).

The unquestioned acceptance of this-appeal by practitioners of

business letter writing is predicated on human selfsinterest as the core

of motivation. Smart and McKelvey manifest this acceptance in writing:

Each reader is primarily interested in the effect that an

action will have on himself. ‘Will he benefit from it? Is it

' the best thing for m? (53, p. 213‘

Some evidence from social research suggests support for the strength

of the personal benefits appeal. Derived from the'welludemonstrated

proposition that people tend to respond in the direction of reducing

drives, Schramm (50, p. 210) reports that a suggestion of action is more

likely to be accepted if it meets the wants and needs of individuals.

'Qgppp.app§§l. Much less often mentioned than personal.benefit in

the literature of business letter writing is the use of the group benefit

appeal as a technique of persuasion. When it is recommended, it is

usually couched in terms of the personal satisfaction, prestige, or selfw

enhancement that one can derive from doing things for others. This is

typified in Fellows and'Koenig's (2h, pp. 13-1h, 15-16) text, Hg! £2.§§$§2

Funds‘py'Mail, which frequently makes the point that giving the reader
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a chance to help others makes him feel important because his help or

advice is needed by someone, and, in consequence, his life has in some

way been significant. _

Schramm, (50, p. 210), in quoting Krech and Crutchfield, indicates

that a group appeal will be more readily accepted if the reader can be

made to feel that in helping people he is supporting the norms of a group

with which he identifies or wishes to identify with.

A view not evident in the literature of business letter writing,

but held by some social scientists is that the group appeal may be as

basic an urge as the personal benefit appeal. This view is suggested

somewhat jointly by Murray (15, pp. 3h2vs3h9) and Bogardus (13, p. 57)

who feel that Thomas“ FourIWishes are incomplete. Thomas” Four wishes,

namely, the desires for: 1) security, 2) new experience, 3) recognition,

and 1;) response, Murray (15, p. 3142) asserts, are regarded by most

sociologists as the most fundamental and universal motives or incentives.

Hurray who holds that Thomas° classification of motives is largely

individualistic, would add other urges, such as: l) the urge to aid

others, 2) the urge for just treatment, 3) the urge for freedom, and

1'.) the urge to be creative (us, p. 58). Bogardus would only add a

fifth basic urge, namely, to aid others. In support of his reasoning,

he states:

The urge to help, to aid‘ others in trouble, also seem at times

to be generic and to operate even in the face of the other four

self-building urges. It may lead to sacrificing one's life for

the welfare of persons. It endures great hardships without

thought of personal gain or praise (13, p. 58).
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According to the writer of a monthly letter published by a Canadian

bank, high responsiveness to group appeals ,which involve societal

objectives, indicates a high degree of personal maturity and cultural

attainment (l, p. 12).

While many persuasive request letters are written with group appeals,

most business letter writing experts express the belief of Menning and

Wilkinson, who say:

.You will write more successful favor-seeking letters if you

select and emphasize reader-benefit talking points (hl, p. 108).

£9.92 communications research. Among specialists in communications

there is some doubt about the dominance of any one single appeal. Doob

(23, p. 122) believes that because of an incomplete knowledge of human

physiology, anthropology, and theory of human motivation that no

definitive list of appeals can be produced.

Martineau, (38, p. 122) an advertising expert who recommends that

major stress be given to the emotional approach in advertising, holds

that:

There is no such things as a single, pure motive for anything.

There are many dominant motives and subordinate motives which

may be involved in people's acts . . . actually there is no

completely stable aspect to motives. What I may feel impelled

to do today may be. changed tomorrow by circumstances, or my

mood may be different; however, in a general sense, there is a

definite consistency in motives (38, p. 32).

Martineau's contention about the affect of circumstances and disposition

on the effectiveness of an appeal are supported by Katz and Lazarsfeld,

(32, p. 216) who maintain that different types of people might react
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differently to various appeals; but they claim there is no consistent

data in communications research to determine what the effect of an

appeal will be.

Other research data obtained by Hovland, Janis and Kelley (31, pp.

llr12) indicates that an individualis predisposition, his thinking habits

about the rationale of the arguments presented to him, and his antici»

pation of reward and punishment are factors which form the basis of

acceptance or rejection of a given appeal.

To provide some practical applications of social science research

to business prOblems, Abelson made a survey of various studies of per-

suasion in communications. A summary of his survey findings which are

pertinent to this study are:

1. There is nothing definite on whether he opening or closing

parts of the communication should contain the more important material.

2. A strong threat is generally less effective than a mild threat.

3. A.person“s opinions and attitudes are strongly influenced by

the groups to which he belongs or wants to belong.

h. The level of intelligence of an audience determines the effective~

ness of some kinds of appeals.

S. The individual's personality traits affect his susceptibility

to persuasion. '

6. There will be more opinion change in the desired direction if

the communicator has high-credibility than if he has 10w credibility.

7. Suspicion of the motives of the communicator may not work

against desired opinion change (2, pp. 7-66).
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A number of other studies indicate that the appeal itself might not

be the prime mover. The appeal, these studies claim, affects some desire

or want which was already in latent existence (for example, a desire

for employment), the appeal suggests a means of obtaining employment.

In this case the appeal is 'not the basic thing that would cause action

but is a means to an and (employment). This view is sustained by Katz

and Lazarsfeld:

Appeals might play a more effective role in maintaining and

reinforcing decisions, once made, than in initiating them

(32, p. 217).

This latter point is not at variance with accepted business letter writing

practice is suggested by Williams:

The "you“ attitude means the letter writer must not only be will»

ing to see from the other personis point of view, but be able to

visualize what will bring satisfaction, or joy to the other

person, and get that into his letters (61, p. 93).

III. Literature 93 Approaches
  

In the literature of both business letter writing and mass communi-

cations, the terms emotional and rational are generally used as names

of types of appeals. In this study, the terms have a different meaning.

Here the terms represent a plan of attack, or the setting within which

the'two appeals are developed. The approaches thus can be considered

the way in which the appeals are presented. Frequently in communication

situations, |'how" (or the way something is said) has more impact on

action or reaction than "what" is said. This is a commonly accepted

principle in business letter writing and other types of communications .



22

hcept fbr the emotional-rational approach, not much pertinent data

was found which dealt with the emotional or rational factors as approaches,

as defined in this study.

Emotional amoach. This approach attempts to provide a setting in

which the tone and coloration of the content arouses feelings or an

emotional state which induces the reader to be receptive to the appeal.

Emmasis of the emotional approach is recommended by someconimunication

specialists who believe that action and reaction stem mainly from feeling

rather than intellect .

This viewpoint can be briefly cited in summary statements by three

business communication writers, who fairly well represent the position

of the advocates'of this approach. Martineau, an advertising man and

one of the strongest proponents of the emotional approach, says:

Communications is an interaction not of logic, but of feeling

(38: P° 122):

In another part of his book, he adds:

Human communication is essentially an exchange of feeling,

not information (38, p. 197).

Bedell, another advertising man, maintains that because people

spend most of their time living in a subjective world they are essentially

emotional:

. . . an emotional people respond to the here and now, near at

hand things which have made them 'feel' . A [hilosomer has

said that to be alive is 'to be in relation to' . We are in

closer relation to things-that make us laugh and cry and feel

than to things that make us think . . . emotional reactions

provide short circuits to instant response (10, pp. 66-68).
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Dobbins, a teacher of business letter writing, holds nearly the

same idea as Martineau and Bedell, in saying:

Usually we feel before we think . . . our automatic reactions

are usually influenced more by the spirit behind things than

by the things themselves (22, p. 27).

No specific studies made under controlled conditions were found which

would substantiate the effectiveness in giving primary emphasis to the

emotional approach in business letters.

Rational approach. Here the major emliiasis in the setting of the

appeal is intellectual, logical, or rational. In this approach facts,

figures, reasons, contrast and comparison are stressed to induce the

reader to be receptive to the appeal.

The rational approach in business letter writing, as Boyd (11;, pp.

214-29) points out, is generally stressed in persuasive letters in which

the request for action involves deliberation on the part of a discriminate

reader.

Because the population of this study is college students, who are

presumed to possess above average discrimination, of special interest

is a report by Schramm (50, pp. 211-212) in which he indicates that there

is no evidence that intelligence correlates with susceptibility to

logical argument. The exception to these findings is the special case

more more intelligent audiences seem to be mpr_e_ influenced by logical

arguments, and less influenced by slogans, unsupported generalities and

similar devices .
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In persuasive letters, Manning and Wilkinson (hl, pp. lO6—llll) show

that the course of action suggested should be a logical outcome of the

reasons given. That is, the reader should be able to deduce with a

minimum of effort the conclusion that taking action will help him, or.

others in whom he has an interest.

Related to Manning and Wilkinson's recommendation is Klapper's

(314, p. 296) report on the findings of Hovland, Imnsdaine, and Sheffield,

whose research findings indicate that in any successful situation which

relies primarin on “letting the facts speak for themselves" the facts

presented must be sufficiently specific to require the absolute minimum

of inference on the part of the audience.

Further, as cited by Klapper, (314, pp. 1064.134) Hovland, Lumsdaine,

and'Sheffield's conclusions indicate that sole reliance on rational

presentation may prove effective for only a small number of people who

respond primarily to rational considerations. Most other people they

say, can be motivated mainly through non-rational channels and may be

highly resistant to rational considerations.

In the literature of business letter writing and other areas of

persuasive communications, a number‘of writers suggest that the rational

approach cannot be adapted well for use with a group appeal. Brewster

and others (17, p. 130) state that appeals employing this approach can

promote action if the copy is interesting, informative, educational, and

filled with facts that emphasize benefits to the reader.
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In the literature which was examined, no experimental studies could

be found that tested the effectiveness of the rational approach.

Emotional-rational approach. Most writers of persuasive communi-

cations hold that it is difficult to classify any one approach as

emotional or rational (uh, p. 82), since it is commonly accepted that

individuals respond differently to the same stimuli, a given approach

could evoke an emotional response in one individual and an intellectualized

response in the case of another individual.

Actually, the literature indicates it is unlikely that either

approach could be used without eliciting a mixed emotionalurational

reaction in some degree. Ogle affirms this with regard to attendant

emotional responses to any type of communications, by saying:

It is probably almost impossible to convey any meaning whatsoever

by use of language without evoking emotional side-responses

(’46: Po 69) '

Emotional reaction is likewise present in communications of a rational

nature which involve needs and wants. 'Hepner makes thisobservation in

writing:

men a need or want is keenly felt, it becomes an emotionally-

tinted reaction (28, p. 670).

An hypothesis for the presence of different degrees of mixed re-

actions to a communication is provided by Albig:

The ways of thinking characterized as reason and emotion are not

distinct entities motivating particular instances of behavior,

but exist in varying proportions in the different situations.

Man is never exclusively, usually not even essentially, a reason-

ing being. Feelings, emotions, likes, dislikes, in varying

degree are component parts of every human situation. It is only

for descriptive purposes that one may use the terns 'reason'

and 'emotion' (3, pp. 89-90). .
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The belief that emotion is as important as reason is reflected in

many of the articles and books written by people in business communi-

cations. Representative of this belief is Aurner's following comment:

We must bring within the scope of our teachings both the rational

and emotional, both fact and feeling. And one of our greater

teaching difficulties is to interpret clearly to the student the

complex way in which facts may have an impact upon human feeling

and the way in which human feelings may, in turn, seriously affect

the interpretation of fact (8, p. 13).

Few business letter writers recommend the exclusive use of either

the emotional or the rational approach. Most of these writers would use

a combined emotional-rational approach. To create attention and interest

in a letter, a subjectiVe or emotional treatment would be used first,

followed by an objective or factual treatment which would provide reason.

for taking action. This technique follows the approach suggested by

Manning and Wilkinson, who say:

Man is both rational and emotional. He needs a rational reason

why to support an emotional desire for something (bl, p. 213).

-Expanding Menning and Wilkinson's recommendation, Bedell indicates

the same line of reasoning for use of this approach in advertising:

People decide emotionally that they want things but consciously

or unconsciously they hang back from announcing their decisions

until they "have rallied some “good“ reasons acceptable to their

intellects. writers should supply-those "good“ reasons . . .

recognize that ”people are always seeking Qreasons' for doing

what they want tp do or for believing what they want to believe--

the writer must provide a basis for rationalization . . . make

the reader want something and then provide what the reader will

consider a good excuse for buying (10, pp. 2hl-2h2).

Again, as in the case of the rational and emotional appeal, no tests or

studies of the emotional-rational approach conducted under scientifically

controlled conditions were found.



CHAPTER III

PROCEDURE AND TECHNIQUE or THE STUDY

I. Initiation 2;; Study

. “The planning phase of this study was begun by discussing with

various. associates the value of and need for making an action~reaction

effects study of a particular type of business letter. Dr. Clyde W.

Wilkinson, Professor in charge of the Business Writing courses at

Michigan State University, encouraged the study.

A comprehensive search was made for studies in business writing,

mass communications, and social science research. Materials reviewed

included unpublished theses, textbooks, bulletins, pamphlets, periodicals,

and speeches. I

II. greparation pf 3h_e_ Letters

Classification 5; $9321.: 1512.9...“ The two appeals and three different

approaches employed in the six letters used in this study were divided

into two groups of three letters each. The first group, termed Type I,

is characterized by the use of the personal-benefits appeal in all of

the letters. Only one of the three approaches is used in each of the

letters of this group. Individual letters are designated I-A, I-B, and

LC.

The second group, termed Type II, is characterized by the use of

the group-benefits appeal; and, like the Type I letters, each employs

27
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only one of the three approaches. The individual letters are identi~

fied as IImA, II~B, and II—C.

Structural organization pf letters. As pointed out by Hovland and

others in communications research, (31, p. 99) the effectiveness of

persuasive communications depends not only on the choice of motivating

appeals, but also upon the organization of the arguments used in support

of the position advocated.

Business letter writing experts, likewise, are aware of the need

for a specific type of organizational pattern in the writing of persuasive

requests. As in the case of the present study, the technique of the

persuasive request is used when there is an anticipation of resistance

to take action on a request the reader is probably not already willing

to take. Taking action on the part of the readers of this study involves

direct personal contact with the writer in order to act on the proposition

of the letter. Such action might be viewed as an inconvenience by the

readers. When the request appears difficult to comply with business

letter writing experts maintain that the reader's first reaction is to

refuse the request if it is presented in the early part of the letter,

(hl, p. 107). Thus as Boyd (lh, p. 140) suggests, because a situation

involving requests may constitute a physical or mental burden great

enough to tend to deter action, the inductive technique should be used.

The inductive technique defers the request for action until the benefits

of complying with the request have been presented.
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Each of the six letters of this study is organized according to

the pattern recommended by Boyd and by Manning and Wilkinson.

Because the reader is under no obligation to act, arousal of

intention and stimulation of interest are particularly urgent in a

persuasive request. Cartier and Harwood say:

Attention has been viewed by experts in human communi-

cations as the sine quo non of reception and has been assumed

by them to be important in formulation and transmission (19,

pp. 106‘ll0).

In the lead of each of the six letters an effort is made to elicit

attention by employing some point which suggests a reader benefit or

assumed interest on the part of the reader. In the Type I letters the

emphasis is on the reader's personal interests; in the Type II letters,

the stress is on the assumed interest of the reader in the welfare of

others with whom he is associated. To sustain interest in the rest of

the letter, continued emphasis is placed on what the reader can get or

give. No direct request for action is made until the final paragraph

The beginnings and endings of letters are recognized by business

writers as occupying positions of h1g1 physical emphasis and visibility

(bl, p. 148). However, some communications specialists indicate that

there is no evidence to prove that beginnings or endings convey the

greatest persuasive argument (31, pp. 118-119). Newspaper readership

studies definitely indicate that beginnings command the highest reader

attention and influence (ll, pp. 175-177).

In the preliminary test of the letters of this study, the endings

of four of the six letters commanded considerably higher attention than
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the lead. Because of a seemingly disproportionate attention to the

closes which were written in an emotionalized or partly emotionalized

approach, the close of all the letters was written the same way. The

close of the letters emphasized what to do, how todo it, and tried to

make action easy.

So that many details of how to take action in the close of the

letters could be avoided, a printed card was enclosed with the letter.

The card provided information about the specific hours the reader could

telephone to make an appointment, directions concerning the location of

the writer9s office, and the telephone number to call (see Appendix A).

Layout _a_r_1d_ format pf letters. To give the letters a personalized

appearance, individuallyhtyped form letters were prepared. The surname

and title (Mr., Mrs. or Miss) of the reader were used in the salutation

of the letter and on the envelope.

..F_‘_I_L_e_s_c_h_Readability Scoring 3f Letters. In Chapter I (page 5),

reference is made to the Flesch Readability Index as a control device to

minimize the effects of the language and style of the letters as factors

in action and reaction. Use of this index made it possible to retain

essentiale the same reading and human interest level in all of the

letters. Thus, at least theoretically, there was no difference in the

readability or human interest scores of the letters.

No statistical measure of readability or human interest provides

an absolute test of the characteristics measured; it is not possible to

reduce language to a number. The experience in this study was that a
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strict application of a readability formula could produce a mechanistic

arrangement of sentences, unnatural usage of personal references, and a

forced substitution of undesirable shorter or longer words to comply

with a requisite syllable count.

Despite these limitations, the Flesch Readability Index.is widely

used in many areas of communications, and it is generally regarded as

one of the most reliable measures of readability (5, p. lh2).

The Flesch Readability Formula used in this study is the one described

in Flesch's book, _Tpg _Ar__t 2f Readable Writing (26, pp. 213-216). This

formula.has two parts. The first measures reading ease on.the‘basis of

sentence length and word length (Reading Ease Scores). The second part

measures reading interest on the basis of “personal? words and sentences

(Human Interest Scores).

Table I of this study contains the human interest scores and reading

ease scores of the six letters used in this study.

TABLE I

FLESCH READABILITY INDEX SCORES OF LETTERS

  

 

 

1 ‘ Reading Ease Human Interest .

letter Types Score Score

I‘A 7605 58 .2

1-8 7600 56 .0

I-0 75 .3 56 .5

II" 76 05 58 .0

11"3 7600 S7 .0

11‘0” 76 oh S7 05

Averages 76.h 57.2
 



32

All of the reading ease scores of the six letters are within the

l-'fairly easy“ reading level. This reading level, according to Flesch,“

is comparable to the general reading level used in.Saturday Evening Post.

Here the human interest score of the six letters is on the high

side of the uhighly interesting" level. The human interest scores of

the rationaland the emotionalwrational letters of both Type I and

Type II groups are higher than the level that would normally be used in

a nonrexperimental situation--ordinarily, not so many personal references

and sentences would be employed.

Faculty evaluation'pf preliminary test letters. At various times

during the preparation of the letters, the writer consulted with four

members of the business letter writing faculty to obtain their critical

evaluation of the proposed content of the letters. After the firstdraft

of the letters had been completed and the Flesch Readability Scores had

been computed, the letters were submitted to the faculty. All four of

the faculty agreed that the letters substantially conveyed the intended

theme of the appeals and approaches. Three drafts of the letters

incorporating the suggestions of the business letter writing faculty

were prepared. Upon the final approval of the faculty, the letters were

readied for preliminary testing with student readers.
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III. Pre-Test pf Letters

An attempt was made to make the pre-test as similar as possible to

the planned procedure for the regular study (described on pages 36-h6 of

this study). The object was to provide assurance that the contemplated

larger study was sound in concept and as complete as possible in every

detail.

Selection pf premtest sample. Preliminary test letters were mailed
 

to twelve randomly selected students, whose names were Obtained from the

enrollment card files of the Registrar's office. A “goldfish bowl"

method of random selection was used.

Two letters of each individual type were mailed to the pilot test

sample. Care was exercised so that one of the six letter types was

received by both men and women.

Pre-test results pf respondent schedules. The pilot study results
 

 

caused eight changes in the interview schedules:

1. In the interviews with the respondents, it was necessary that

each question be so designed that a parallel could be drawn

between it and some pertinent point of contrast in the letter

of request.

2. To avoid structured responses or suggested reactions, a general

form of interrogation was used in constructing most of the

questions. For example, instead of saying, “What did you first

think about when you got a letter from an instructor offering
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you help in writing a letter of application?" the following

unstructured question was used: "What did you first think

about the letter I sent to you?“

Several phrasings of each question were prepared to

determine which seemed best adapted to the level of the

students.

To make the questions appear more applicable to the re-

spondents who received the personal benefits letters, all the

questions in that schedule were phrased in a second person,

personalized form. On the other hand, to avoid making the

respondents of the group benefits appeal feel that they were

the primary subjects of the interview, most of the questions in

that schedule were phrased in the third person, impersonalized

form.

The phrasing of the non-respondent schedule was second

person, personalized style for the recipients of both types of

appeals. Here, because of the brevity of the schedule, it was

necessary to obtain direct information about the informants.

Suspicion seemed to be aroused when a question was too deeply

probed. This appeared to be particularly evident in the first

part of the interview. In consequence, the depth aspect was

minimized. Because the students regarded their problem as

vocational, the depth interview did not seem appropriate in this

situation.
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h. A."warm~up“ period of casual discussion of the respondent’s

employment plans or other interests was used to establish

rapport.

5. Care had to be exercised not to suggest in any way the inter-

viewer's real intentions in obtaining information.

6. Placing the microphone of the tape recorder out of the studentis

view, and making only incidental reference to the use of it .

during the interview seemed to make the student less conscious

of it and put him more at ease.

7. To obtain a free exchange of conversation, the interview had

to assume the characteristics of a natural, personal conversation.

The interviews seemed less mechanistic and seemingly more natural

to the student when the interviewer stated his questions from

memory rather than read from the typed schedules.

8. Reference to a letter of request at the beginning of the

interview was acceptable if only a limited number of questions

were asked about it.

Pre-test results of telephone interviewee schedules. In interviewing

the telephone respondents, the following observations and problems were

noted:

1. In these interviews there did not seem to be much difference in

reaction or cooperation in presenting the questions about the

letters of request first or last in the interview.



36

2. Because of the need to limit the number of questions and

narrow the depth, specificity, and range of the questions,

the prewtest indicated that it would not be possible to make

direct or complete comparisons between some of the replies of

the respondents.

The results of the pre—test were not included in the larger study.

IV. Sampling Procedure

Size 2f sampl . At the outset of the study, the writer realized
 

that a restricted sample size was imperative because of the conditions

under which the study had to be made. These conditions were:

1. Only one person would conduct the study.

2. The sample group, which consisted of college seniors, would be

available for a limited period.

3. The personal interview technique employed would limit the number

Of interviews that could be handled by one person during the

time available for the interviewing.

Computation'gf sample size. The procedure used followed the method

described by Parten (h8, pp. 290-330).

As a first step, an estimate was made of the percentage of the

replies which could be expected from the entire sample. The pre-test

produced a 50 percent return which might be regarded as suggestive of

what the action response to all six letters might be. However, since

the pre-test sample was quite small there is some question as to the
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accuracy of the yield of the pre-test. No data was found in the

literature of business letter writing which dealt with the percentage

returns which could be expected of non-sales, persuasive letters of

this type. In the case of new product selling by mail, the results are

usually 2 percent (18, p. 295).

'Hhen in complete doubt about an expected percentage return, Parten

(h8, p. 327) recommends a preliminary estimate of 50 percent. This

figure was used as the initial estimate of returns.

The next step was to decide how much the percentage to be secured

from the entire sample could vary from the true (unknown) value for the

population and still be acceptable. Again, no specific published data

was found which would indicate an acceptable limit of tolerance on

returns of persuasive letters of request. However, in assisting many

individuals engaged in educational research and administration, who used

persuasive letters, it has been the experience of the writer that a

range of 15 to 20 percent error on a 50 percent estimate return of the

first request was acceptable. However, to comply with the minimum

statistical requisites in selection of a sample size for this study, a

7 percent limit of error was chosen. '

To determine the necessary sample size, a formula provided by

Parten (h8, p. 312) was used. Computation of the formula indicated

that a random sample of 20h cases should yield an estimate with an

assurance of 19 out of 20 that it is within the 7 percent chosen limit.

Another factor considered in the selection of the sample size was

its adequacy to provide sufficient cases to take care of the number of
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categories and classes into which the findings of the study were to be

grouped and analyzed.

.A procedure recommended by Parten (h8, p. 298) was employed which

provided assurance that the sample size selected should be adequate to

handle the various classes of the study.

However, since the plan of the study had called for the use of two

or more categories to analyze each letter class, some difficulty was

anticipated in the use of the Chiwsquare statistic (see pp. 51, 65-67,

and 87--88 of this study).

Drawing the sample. As mentioned previously, the population of
 

the study consisted of a random sample of 20h undergraduate senior

students who were registered in the fall term, 1958, at Michigan State

University. The students were enrolled in.every college of the University

except the Basic College in which, generally, only freshmen and sophomores

are enrolled.

To obtain a reliable, up—to-date listing from which a sample could

bedrawn, the Michigan State University'Directoqugf Students, £22§122E2:

was used. 8

Since a convenient listing was available, sample cases of seniors

were selected at regular numerical intervals in the Directory.

The numerical interval used for the sample selection was obtained

by the following computation:

3,133 (Total number of seniors) ,

20b, (Sample number) a 16.82813 (sample interval)
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To insure that each name would have an equal chance for inclusion

in the sample, this number 16.828h3 was used in the whole range of the

sample. This was accomplished by first using a table of random numbers

(27, p. 171) to Obtain the first name and number of the sample. Succeeding

sample names were obtained by accumulative addition of the sample interval

starting with the first sample number.

Because the sample of 20h had to be split up into six groups to whom

six letters were to be sent, a further refinement of the sample had to be

made. In consequence, 20h was used as a subwuniverse to yield a sub»

random sample for each of the six groupsu~in effect, a random sample (20h)

was used to obtain six subwrandom samples containing 3h cases each.

A die was used to determine both the starting point of the sub“

samples and the order in which the letter assignments to each sample

group was made.

Reliability of sample. To determine how well the base random sample

was proportionately representative of its universe, two comparisons were

made. The comparisons had to be made of two types of information which

were available about both the sample and the universe. In this study,

knowledge of the sex of the students and their college registration was

available. Information about the sex and college enrollment of the

sample was obtained from the main entries in the Directogy.9§ Students.

The Registrar's office-provided information about the actual college and

male~and~female enrollment of the seniors who were graduated in the

1958~1959 period.
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Because these statistics were not available until July 3, 1959,

the 4% 3.3.2933. 9_f_ the Registrar for 1957-1958 was used to obtain an

initial estimate of the proportionate representativeness of the sample.

The Report provided data on the total number of undergraduate degrees

conferred by all the colleges of the University and the percentage of

men and women graduates. The percentage of women graduates in the 1957-

1958 Report was 27.5h percent. The sample percentage was 29.hl percent,

a difference of 1.87 percent; however, the difference between the college

enrollment percentage of the sample and the Registrar's figure was an

average of approximately 6 percent. Since the comparisons appeared

reasonably close, allowing for possible differences in the 1958~l959

' figures, the assumption was made that the sample was random.

The 1958~l959 Report from the Registrar confirmed the assumption

of the random list, at least on the basis of sex and college enrollment.

A 0.15 percent difference was found between the nunber of male-

female graduates and the number in the sample population. .A Chissquare

computation between the college enrollment of the graduates and the

number of seniors in the sample indicated a high association.between the

population universe and the sample; what differences there are in this

comparison could be attributed to factors of chance. The percentage

difference in the proportions between the graduates of the colleges and

the sample is 1.66 percent.
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V. Mailing System and Appointment Scheduling

Mailing procedure. After the sample processing was completed, a

mailing list was prepared from the Student Directory.

To allow for sufficient and convenient time for reader action, one

of the six letter types was sent to one group each week over a period of

six weeks.

The letters were mailed on Saturday afternoons from the East Lansing

Post Office. Thus, the letters arrived at the students1 local residences

on Monday~~usually in the morning.

The first letters were sent to those students who were to be graduated

in the fall term. This involved the sending of all six letter types in

one mailing, a practice not followed in the other mailings.

Handling appointments and calls. The students were given one week

in which to make an appointment (during the week they received the letters)

because a longer period might affect the retention of their initial

impression and reaction to the letters. Students who, on their own accord,

called after one week at the office or by phone were given appointments

for interviews, but they were not classified as respondents. Telephone

calls were made to students who did not respond one week after a set of

letters had been mailed.

Classification 2; unavailable students. No other means of communi-

cation than the telephone calls was used to reach non-respondents who

had no listed local telephone numbers or local addresses. Follow-up
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letters or questionnaires were not used because such procedures would

inject variables difficult to evaluate. However, an attempt was made

to identify the non~respondent students who could not be personally

reached by phone. Calls were made to former households of the students,

their college departments, the Registrar‘s Office, and associates of the

non-respondents. On the basis of the information that could be obtained

about this group of non~respondents, they were classified as follows:

1. Restrained. This group included individuals who did not have

equal opportunity to act on the proposition of the letters.

They included: (a) practice teachers, (b) those who lived out»

side a twelve~mile radius from the campus, (c) students serving

internships (other than teaching), (d) dropuouts, and (h) those

who changed addresses without leaving forwarding addresses.

2. Indifferent. No information could be obtained from or about

this group.

VI. Preparation pf Interview Schedules

‘Q g gf‘g disguised interview for respondents. The two principal

considerations in designing the interview schedule was to construct a

schedule which would cause a minimum of suspicion about the interviewer‘s

actual purpose in (1) requesting action from the student, and (2) using—

an interview to obtain primarily the kind of information desired.

The essential characteristic of the disguised interview used in this

study is that it conceals from the student the intent of the request for

action and the interview method used and thus allows him to respond
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freely without feeling he is the subject of an experiment designed to

measure his feelings and attitudes about the letter he received.

‘Qgsigg.2£ interviewee schedules. The respondent interview schedule

was prepared to cover questions about:

1. Factual data about respondent.

2. Reaction to content and appeal of letters.

3. Reaction to writer.

h. Employment plans and job qualifications of interviewee.

5. Comparisons of letter of request and letter of application.

6. Organization of letter of application.

Of the 28 questions in this schedule, 18 pertained to information

which was not directly needed for analysis purposes; they were included

to provide a setting for the disguised interview.

The telephone-interviewee schedule questions were similar to those

used in the respondent schedule except that no questions were included

which directly referred to 1) reaction to writer, 2) comparison of letter

of request and letter of application, and 3) organization of letter of

application. Such questions could not be used in the interviewee schedule

because they involved more detailed questioning than could be expediently

handled in a:telephone interview.

Each question in the respondent and telephone interviewee schedules

was carefully designed and selected with the purpose of obtaining the

specific kinds of pertinent information necessary to accomplish the

Objectives of the study» The type of analysis made of each question is

illustrated in the following example:
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Question: "Had you given any consideration to the possible use

of a letter of application before coming here?"

Objective: This question was designed to gain information about

the predisposition to action on the part of the studentwwwas he

in a state of readiness to act?

VII. Procedure in Conducting Interviews

Since the interviews were conducted entirely by one individual, under

no direct supervision, various checks were made to be sure that accepted

procedure was being followed. To supplement the training and experience

which the investigator has had in conducting interviews, selected references

were reviewed. The interview procedure most closely followed was an

adaptation of the procedure described by Merton, Fiske, and Kendal, in

‘Thg Focused Interview, (h2). A chapter by Barley, in Brayfield's text,

Readings 3g Modern Methods 2: Counseling (21, pp. 265-272), on the conduct

of the interview, also proved quite helpful as a guide.

Conduct 2; respondent interview. The first discussion with the

respondent dealt with the objectives of the interview; this was followed

by an informal reference to the respondent's training or jdb plans.

Reference to the use of the tape recorder (a small desk-size

recorder) was carefully made in terms of being an aid to the interview

procedure. The machine was turned off during the discussion periods of

the interview (listed as A, B, C, D, and F in the respondent schedule)

and whenever any interruptions occurred.
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Because the interviewer had memorized the questions, they could be

asked in a conversational manner which helped to create an informal

atmosphere rather than a test situation.

Care was taken to suggest little motivation for either suppression,

or distortion, or put the student on the defensive.

To provide control of the interview and avoid conversational

digressions, the schedule order of presentation was followed as closely

as practically possible (copy of schedule is in Appendix B). Sufficient

flexibility was permitted to give the student an opportunity to ask

related questions about various points; thus an opening was provided for

obtaining, sometimes, valuable "unanticipated“ responses or views.

The interview was.terminated with an expression of the interviewerls

appreciation for the respondentis participation.

The average interview time was one hour, sixteen minutes, with a

range of fortyheight minutes to two and onemhalf hours.

Conduct 2; telephone interview. Because the writer did not have

the necessary equipment to tape-record telephone interviews, the record

of the interviews was made on the schedule forms. Unlike the personal

interviews, not much time was available after the initial introduction

to establish rapport and explain the purpose of the call. After the

objectives of the requested interview had been introduced and discussed,

the questions of the schedule were asked in the sequence indicated in

the telephone interview schedule (see Appendix B).
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During the telephone interviews a request for a personal interview

was often made. In many instances, the informants stated that they had

planned to arrange for an interview, but for various reasons they were

unable to call for an appointment. Such requests for appointments were

granted for two reasons: (1) to avoid suspicion on the part of the

informant and (2) to employ such personal interviews as another means of

checking the reliability of the schedules (see pages h8~h9). All office

interviews of this type were classified as nonnrespondent interviews;

however, the schedule used for analysis purposes was the one used in the

regular telephone interviews.

No difficulty was experienced in obtaining information from the

informants, once they were contacted by phone; and to the surprise of

the investigator, the informants appeared to remember considerably more

about the content of the letter than had been expected. Immediately

following the interview, the investigator read through the schedule form

and edited the schedule for omissions, incomplete statements, etc. The

time of the interviews ranged from 17 minutes to one hour and 1h minutes.

The average telephone interview time was 21 minutes.

VIII. Reliability and Validity Tests 2;

The Interview Schedules

Three methods were employed to determine the reliability of the

interview schedules. The first was a modified application of the

"splitmballot" technique (h8, p. D95) Which was employed during the pre-

test of the schedules. The second was a repetition of the telephone
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interview schedule. The third method (described in the section on

coding, page Sh of this study) was a cbmparison of the coding of assigned

categories of the open-ended responses in the schedules by three graduate

assistants. The first two methods are described in the following two

sections.

Split~ballot test gf reliability. Because of the small number of

interviewees used in the pre-test, this method was employed on a very

restricted basis.

To test the effect of using personal as opposed to impersonal phras—

ing of the questions, each question dealing with the same point of inquiry

was phrased in the two opposite ways. Sequence was tested by using in

the first half of one schedule questions relating to the student‘s

personal job qualifications and a letter of application, and questions

about the letter of request in the second half; in the second schedule,

the arrangement was reversed.

Phrasing and sequence were combined to form two schedule types.

Type A consisted of personal phrasing and the vocational qualifications

sequence, and Type B was the opposite. The two schedule types were split

between the six pre—test respondents and four non-respondents. While it

is a somewhat questionable practice to generalize on the basis of only

ten cases, the results suggested a marked difference in the reactions

to the two schedule types. All the students who were interviewed with

the Type A schedules had strong favorable reactions to the letter of

request, while the other five students all expressed some negative
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reactions to questions concerning the letter of request and seemed more

suspicious of the writer9s motives. Since there appeared to be two

extremes here, the sequence was modified as arranged in the completed

schedules.

The 50ucalled splitmballot technique used might not properly be

regarded as a test of reliability in the usual sense in.which this

technique is employed (reliability would be measured in terms of how

closely the results of different schedules approximate one another).

However, the modifications which were made as a consequence of studying

the schedules suggested that the schedules would be reliable.

Reliability testfigf telephone interview schedule. As mentioned
 

previously, telephone interviewees who had asked for an office interview

were granted such requests. This provided an opportunity to check the

reliability of the telephone interview schedule since the same schedule

was used in the office interviews.

The only difference in the office interviews and the telephone

interviews was the elimination of points A, B, C, and question 1-1 of

the schedule used with the informants who indicated that they had

received the letter of request and that they had carefully read the

letter.

An average of 93.5h percent of the questions of the office inter-

views yielded replies which were in agreement with those of the telephone

interviews. The percentage of agreement indicates a fairly high consist-

ency in responses to the two interviews; this fact suggests that the

telephone schedule can be regarded as reliable.
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Since most of the questions in the telephone schedule are similar

or parallel to the respondent schedule, results of the comparison of

agreement between the telephone interviews and the office interviews

suggest that the respondent schedule is likewise reliable.

Validity £331; 9; schedules. The complex nature of this study and

its "pioneer" status made it very difficult to obtain some objective

measure which could be used to test the validity of the answers to the

questions contained in the various schedules.

A measure which was assumed to be indicative of validity was a

comparison of the overall concept which most of the interviewees had of

the six test letters with the major impressions which a selected non-u

test group had of the letters in terms of perceived differences and

similarities of the letters.

The nonutest group was composed of ten faculty members and graduate

assistants in the writer°s college. Each individual was asked to read

three paired sets of thesix test letters. The pair consisted of a

Type I .appeal'with one of the three approaches paired with a Type II

appeal and the same approach. For example, a Type I-A letter was paired

with a Type II-A letter, I-B with II-B, and I-C with II~C. Each time

after the individual had read one set of letters, he was asked the

following questions:

1. Do you see anything in these two letters which they might

have in common?
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2. Do you see any difference between these letters?

3. In considering these letters, do you think there are more

differences or more similarities?

.After the three sets had been read, the next series of questions

was asked:

1. Do you see any similarities in the six letters?

2. Any differences?

3. What was most meaningful to you, the differences or the

s imilarities‘?

As reported on pages 80-81 of Chapter V, there was (1) a considerw

able uniformity in the replies of this group and (2) a close parallel

to the general concept which most of the interviewees had of the letters

of request.

II. Eggigg 9f the Responses and Classification.Data

In the preparation of the data for machine tabulation and analysis,

a coding system employing numerical symbols for each type of data was

used.

Three types of data were coded:

1. Identification data (sample number and type of interviewee).

2. Classification data of two main types. The first was the

letter types, and the second type of classification data were

the criterion groups (college, sex, marital status, grade

point average, socio-economic status, training in business

letter writing, extra-curricular activities).
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3. Responses to questions of the schedules.

The codes for all three types of data were entered on code sheets.

The code sheets were used as master sheets by the IBM machine operators

to enter the code on the punch cards. The code sheets also provided

summary totals of the code numbers in each column.

A separate code sheet was prepared for the respondent and telephone

interviewees; thus the coding for the two groups was entered on two

different punch cards.

In the first assignment of code symbols for the various criterion

groups and responses to the questions, broader classes were used than

appear in the code sheet which was used for mechanical tabulation.

Because of the small sample size and the use of the Chiwsquare statistic,

it was necessary to reduce the classes and categories to the smallest

feasible combinations. Thus, the codes which were entered on the punch

cards represent the combined classes and categories.

‘Letter types. The six letter types (two basic appeals and three

approaches) were used as classification data to ascertain how the inter-

viewees as a whole, that is, without regard to college enrollment, sex,

marital status, etc., responded to the two appeals and three approaches.

The letters were first coded and recorded on the punch cards as six

classes (OuS codes); however, in order to use the Chiesquare statistic

to determine significance, the six classes had to be broken down into

the two classes of the appeals and, again, set up as three classes of

the approaches.
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College enrollment. Eight of the ten colleges which comprise the

University were included as a criterion group. The colleges which were

excluded were the Basic College and the Honors College.

The first classification table of colleges was broken down into two

college groups. One group included those colleges whose main function

involved technical laboratory studies. This combination of colleges is.

identified as the “Science" group. They included the following colleges:

Agriculture ‘ Engineering

Home Economics Science and Arts*

Veterinary Medicine

The uApplied Arts" college group is the second division. This group

consisted of the colleges of:

Business and Public Service Education

Communication Arts Science and Arts*

Sex. This particular classification presented no special problem.

Marital status. Only two classes~~married and singleuwwere used.

The Student Directogy did not provide information about those students

who were separated, divorced, etc.

Grade_point average. A rather broad range was used here to avoid

the use of more classes than the data could handle. Three grade

 

*Students in the Science and Arts College who were in the non-

technical departments of this College (Art and Foreign Languages, Foreign

Studies, History, etc.) were classified with the second group of colleges,

and those who were in the technical departments were classified with the

I first group.
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classes were used:

2 .002 .19

2 .5042 .99

3 .OO-b, .OO

flrawcurricular activities. Three code classes were used:

Very active: Participant. in three or more organizations;

or elected officer in an organization.

Active: Affiliated with fewer than three organizations;

not an elected officer; active in minor committee

work.

Inactive: Not a member of any organization, or inactive

member in one organization.

Socio-«economic w. This classification, based on skill, status,

and economicgposition, is a modification of Alba Edward's (I43, pp. 367m368)

and W. 1.. Warner and others' (58, p. 66) occupational classification

according to socio—economic status. I

The three classifications are:

Upper upper-Lower upper .

Upper middle-Lower middle

Upper lower-Lower lower

Training in business letter‘writing'. To determine whether there

is any relationship between the responses of the interviewees and their

experience with business letter writing training, three classes were

employed .
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Had course or was taking course from writer.

Had course or was being trained by other Business Letter

'Writing instructors.

Had not had course and was not enrolled.

Reliability Test gf‘ggding. Three assistant‘instructors from the

‘writer°s college were employed to check the reliability of the coding

of the various categories of the responses to the cpenwended questions

of the schedules (one criterion question~~socio~economic status~ewas

included in the reliability check). To assist the code verifiers, the

edited verbatim responses to the openwended questions were typed on

separate pages.

A typed page was provided which included the coded categories and

typical responses subsumed by the categories. The checkers were in~

structed to code the verbatim responses to each question in accordance

with the code which they believed was appropriate. The checkers worked

independently. Their coding was recorded on separate forms which were

provided (see.Appendix C).

After the code check was completed by the verifiers, their coding

of each question was compared with one another's to determine agreement

in the coding of the questions. A table for each question was prepared.

The average percent of agreement in the coding of the answers of

the respondent schedule was 87.23 percent, the average percent of agree~

ment in the case of the telephone responses was 89.23 percent.



CHAPTER IV

ANALXSIS OF ACTION EFFECTIVENESS OF LETTERS

This chapter deals with the first objective of the study:

determination of which letter type and approach will produce the most

action from the sample. An action analysis employing Chiesquares and

percentages is made of the letters, letter types, and approaches in

terms of: 1) action responses, 2) telephone responses, and 3) no re’

sponses. The same kind of response analysis is made of the criterion

classification groups for the respondents and telephone interviewees.

Because of a lack of information, the analysis of the criterion groups

of the no~reply group is limited to criterion classifications of:

1) college enrollment, 2) sex, and 3) marital status.

I. Action Analysis

‘Egtgl responses 32 letters. Table II presents a summary of the

action responses to all six letters and two letter types (appeals).

No significant difference at the .05 level of probability was found

between letter types ofe~

(a) Respondents

(b) Telephone interviewees

(c) No reply group

(d) Respondents and telephone interviewees.

SS
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The above was also true of the significance of difference among the

individual letters. Further analysis of the significance of differences

among the approaches used in both letter types also indicates no sig-

nificance of differences in reactions to the approaches. Thus in terms

of action, no particular letter, letter type, or approach was more

effective than any of the other letters, letter types, or approaches

(there was a significant difference at the .07 level which favored the

emotionalmrational approach).

However, examination of Table II shows that with respect to per-

centages for both Type I and II letters, the action response is least

for the I~A and IImA letters, greater for the IwB and IIrB letters, and

greatest for the IwC and II~C letters. This pattern of action response,

together with the higher percentage response to the Type I letters, is

in accord with the hypotheses that the emotiona1~rational approach and

the personal benefits appeal will obtain the larger proportion of action

responses. However, in view of the small numerical differences in the

action responses, the percentages are not highly indicative of any real

difference as verified by the Chi—square statistic, which showed no

significant differences at the .05 percent level.

II. Criterion Group Analysis

The analysis of the criterion classification groups included four

classes of students to whom letters were sent: 1) respondents,

2) telephone interviewees, 3) no reply group, and h) restrained group.

The following are the action results of the cross-tabulation of

the criterion groups and their respective classes:
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1. There were no significant differences at the .05 level of

probability between-(-

a. The colleges and the four classes of students.

b. Marital status and the four classes of students.

c. Extraucurricular activities and number of respondents or

telephone interviewees in each category of activity.

d . Grade point average and the two classes of respondents

and telephone interviewees.

2. The cross tabulations which showed significant differences at

the .05 level of probability were:

a. Sex and the four classes of students. V

b. Socio—economic status and the two types of students who

were contacted.

c. Training in business letter writing and the nunber of

respondents and telephone interviewees in each category.

III. Percentagg my; _o_f Criterion Groum

Percentagewise, almost twice as many males replied as did females.

This could be a normal incidence since males are usually more concerned

about obtaining employment. Another marked difference is found in the

number of restrained females: more than two and a half times as many

females than males were in the restrained classification. This difference

could possibly account for the large difference in the action response

between the two groups . Many of the females in the restrained group were

practice teachers who were off campus most of the school term.
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Compared with the percentage of letters sent to each of the eight

colleges, students from the College of Business and Public Service had

the highest percentage of the total action responses. The action response

of these students exceeded the percentage of letters mailed to them by

11.1 percent. This indicates a slight bias in the proportionate percentage

of responses received from this college.

The action responses of students from the College of Education were

the lowest in terms of the percentage of letters mailed to them (7.8 perm

cent less than the letters sent). Usually, few Education majors are

enrolled in the business letter writing course; also, the action response

may have been affected by the number of students from that College who

were engaged in practice teaching during the test period.

The aspect of socio~economic circumstances appears to have some

influence on the action responses. The lowest percentage of response

(h5.5 percent) is from students in the Upper UppernLower Upper scale of

socio-economic status. On the other hand, there is a marked high action

response (80.8 percent) from the students in the Upper Lower-Lower Lower

scale. A fairly high degree of'homogeneity is indicated by the fact

that 75.5 percent of the two interviewee classes are in the Upper Middle-

Lower Middle socio—economic scale.

Of the 83 students who responded to the letters, 32 had training in

business letter writing. This represents 38.6 percent of the total action

response. This percentage is virtually identical with the percentage

action response from students in the College of Business and Public

Service (38.55 percent), which would suggest that practically all the
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respondent students from this college had training in business letter

writing (actually, about one~third of the average enrollment in the course

includes students from other colleges in the University). Most of the

departments of the college require the course.

Married students indicated a stronger interest than single students

in taking action; 60.8 percent of the respondents were married. Single

students constituted the majority of the telephone interviewees (5h.0

percent). A difference in the awareness of need or value of help is

suggested by the difference in the response.

Little difference is found in the percentage of response and the

extent of participation in extrawcurricular activities for both types of

interviewees. The action response of the very active groups was only

slightly higher than that of the inactive groups.

Students in the lowest grade point range appear to have the greatest

interest in responding; 63.2 percent of the interviewees (both types) in

the 2.00n2.h9 range took action. This difference in response might be

due to a greater consciousness of need-~the student in this grade point

level might feel that his opportunity for obtaining employment is less

than that of students with higher grade point averages, or he might

believe that he cannot present his qualifications as adequately as

students with higher grades. In connection with the feeling of

inadequacy, Hovland and others (31, pp. 276-277) report that the results

of one study with college students suggested that students with strong

feelings of inadequacy were predisposed to be highly influenced by

persuasive communications. In another part of the same book



6.1

(31, pp. 287289), Hovland states that differences in mental ability

may affect the extent to which an individual is susceptible to persuasion.

Individuals with high intellectual ability, Hovland continues, more readily

learn what is presented in a communication and draw appropriate inferences

more effectively than individuals of average mental capacity; but those

possessing higher mental ability are prone to be more critical in accept“

ing arguments and in rejecting persuasive communications.

To check one aspect of need, a percentage cross tabulation was made

of the two respondents grade point groups and their use of a letter of

application. The results indicated that the need factor was stronger

among the 2.00o2.h9 students; 38.6 percent of this latter group of students

said that they planned to use a letter of application as a primary means

of obtaining employment, while 24.3 percent of the 3.00--h.00 students

said the same.

III. Analysis of _N_o_ Replies

Three kinds of information were directly available from the Student

Directog about all of the no~reply group: 1) college enrollment, 2) sex,

and 3) marital status. In most instances the correct addresses of the

students were also available. To obtain additional data about this group

other sources of information used were: 1) the departments of students,

2) registrar's office, 3) telephone calls to former residences, associates,

and instructors. As much knowledge as could be obtained about this group

was necessary to learn about the composition of the group, and to provide
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some idea about what effect the omission of this group had with regard

to the letters.

One serious problem in contacting this group was the fact that 38

of the h9 no—reply students had no listed local phone numbers; 19 re"

sided out of the city, the other half were local residents.

Restrained group. An examination of the information from the various

sources revealed that 30 of the h9 students who were not reached did not

have an equal opportunity to take action on the request of the letter.

There was no significant probability differences with regard to the

letters and the identifications of the restrained groups. 0ne~half of

the students in the restrained group lived outside of a radius of twelve

miles from Lansing.

The second highest restrained group were the students engaged in

practice teaching off campus (30.0 percent). These two groups comprised

80.0 percent of the restrained group.

No significant chi-square or percentage differences were found

between the individual letters and the following classifications of the

restrained groups:

1. College enrollment.

2. Sex.

3. Marital status.

Analysis of unrestrained, no-reply group. Only 19 of the h9 no-

reply students were in this group.
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The following tabulations of the letter types and the respective

classifications showed no significant difference:

1. Coded college enrollment and letters.

2. Sex and letters.

3. Marital status and letters.

Almost 80.0 percent of the unrestrained no—reply group were from

the Colleges of Business and Public Service, Education, and Science and

Arts.

Because no significant differences were found in any of the classifi-

cations of the no~reply group, and since this was also generally true of

the responses of the two types of interviewees, the assumption can be

made that the inclusion of the no—reply group would not have materially

affected the overall action response to the six letters.

Sumnagy. No significant probability or percentage differences were

found in the action responses to the individual letters, letter types,

and approaches. Cross tabulations of the criterion classification groups

indicated the following significant differences:

1. Almost twice as many males replied as females.

2. More than two and one-half times as many females as males were

classified as restrained.

3. Students who had training in business writing and were enrolled

in the College of Business and Public Service had the highest

proportionate action response in terms of total percentage of

letters mailed.



h. The highest action response in the grade point classifications

came from the 2.00u2.h9 class.

No significant differences were found in any of the classifications

of the unrestrained no’reply group.



CHAPTER V

ANAIXSIS OF REACTION RESPONSES TO LETTER TYPES

AND.APPROACHES BY LETTER CLASSIFICATIONS

This chapter presents an analysis of the interviewees' reactions

to the letters, appeals, and approaches used. This was the second

objective of the study.

I. Reconciliation of the Use of the

Ch i-«sqguare Statistic*
 

Because of the limited sample size, used in this study, some dif-

ficultiea were encountered in combining various categories and classes

to obtain.sufficiently large enough expected frequencies to make

feasible ”he use of the contingency tables and the Chi~square statistic

used in this study.

In computing Chimsquare it is desirable to have no expected frequency

less than 10; if that is not possible, and if an expected frequency is

less than ten but greater than five, Chi-square may be used if one is

cautious as to the conclusions drawn (39, p. 222). McNemar suggests

(39, p. 222) combining categories to attain the minimum number of

expected frequencies. In this study it was necessary to combine a

number of related categories of the responses and to broaden the di-

mensions of some of the criterion groups which were used for cross

 

* . . . .
The statistical procedures involv1ng the Chi—square statistic and

percentage analysis used in this investigation were based on advice given

the writer by Dr. Charles H. Proctor of the Michigan State University

Statistics Department.
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tabulation purposes. Because of the small number of total cases and more

particularly the extreme dichotomies of some of the marginal totals, a

large number of small expected frequencies did occur in spite of the

combinations made. In many instances the observed frequencies for the

cells in.some of the tables were zero. However, in those cases where

fourfold contingency tables were hand-computed, and any one expected

frequency was less than ten, Yates“ correction (39, p. 231) for continuity

was used.

Computation 2f Chi~squares'2f letter types. The following is an
 

example and explanation of what was done in computing Chi~squares for the

letter types:

Question: (respondent schedule) “What did you first think about

the letter I Sent to you?"

Number Responding to Each Category

 

 

 

Reaction to Reaction to Total Response to

Letters Media Content Each Letter

I-A. 8 h 12

I-B l3 2 15

1-0 13 h 17

II-A h S 9

II-B 10 3 13

II-C 12 5 11

Totals 60 23 83
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Inspection of the above observed frequencies indicates a large number

expected frequencies below ten if the six letters and two categories were

used as six rows and two columns respectively in computation of Chic

square. Since it was not statistically feasible to compute a Chirsquare

or use Yates8 correction continuity for the above arrangement, the totals

of the categories and total response to each letter of Letter Type I and

Letter Type II were compared in computation of Chi-square. This provided

a means of ascertaining the significance of difference between the two

appeals but, because of the inadequacy of the data, there was still no

means of determining the significance of the differences among the specific

letters.

To use the Chimsquare statistic to determine the significance of the

difference among the three approaches, it was necessary to combine each

of the three sets of approaches used in the two appeals. For example,

the emotional approach~personal benefit appeal data was combined with the

emotional approach-group benefit appeal; rational approach-personal.benefit

appeal was combined with rational approach-group benefit appeal, etc.

The lumping together of the three sets of approaches has, of course,

the effect of obscuring the differences of the individual letters;

likewise, hidden are the differences between the approaches in the two

appeals, the difference, for example, between the emotional approachm

personal benefit and the emotional approach-group'benefit. However,

the combination which included a mixture of the two variables (the

appeals) in the three combined classes, makes it possible to analyze the

effect of bringing together each of the three approaches in one class.
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II. Letter Classification Analysis

(V

A ignificance‘pg difference pf reactions‘pf interviewees pp appeals

apg approaches, No significance of difference at the .05 level was found

between the reaction responses to any of the questions in the schedules

and the two appeals of the letters.

However, significant differences at the .05 level or better were

noted between a number of reaction responses to various questions in the

schedules and the three approaches. A few significant differences were

also indicated between cross tabulations of different questions in

a) the respondent schedules, b) the telephone interviewee schedule, and

c) the respondent and telephone interviewee schedules.

The reaction responses to the approaches and different questions

in the schedules which showed significant differences at the .05 level

or better are identified by an asterisk in the following percentage

analysis.

III. Percentage.§nalysis pf Reaction Responses

'19 Appeals gig Approaches

In using a perchntage analysis, the writer was aware of the cautions

required in.using such an analysis with data which showed no significant

differences. As McNemar points out:

One is not justified in singling out proportions (or columns)

which give large differences for the purpose of testing the sig»

nificance of differences since such selection tends to capitalize

on chance differences (39, p. 233).
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However, as suggested by Dr. Charles Proctor of the Michigan State

University Statistics Department, an extended analysis using percentages

was a useful supplement in this study because of the directional pattern

and marked consistencies which were noted in many tabulations of the data.

AnMis pf reaction responses 3.3 appeals. The following responses

to questions in the schedules indicate the effect of the reactions of

the interviewees to the two appeals in the letters of. request. Effectivew

ness is indicated .mainly by the overall direction of the total responses

of cross tabulated categories of a question and comparison of reactions

to related questions within a schedule and between the schedules:

1. Interest in "personal help" was the principal first reaction

response of 65.1 percent of the respondents. Only 7.2 percent of the

respondents to both letter types (appeals) mentioned “help to others";

75 percent of the respondents to the Type I letters stated "personal-help"

as their first reaction, but 53 .7 percent of Type II respondents also 2‘

mentioned the same category.

*A significant difference was observed between the responses of the

interviewees to the ‘.personal help" appeal. The main first reaction

response of the telephone interviewees was "personal help.. This was

mentioned by 36.1 percent of these interviewees as contrasted with

65.1 percent of the respondents.

The total percentage response of both types of interviewees to the

"personal helpn appeal was 51.6 percent; only 9.7 percent responded to
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“helping others." Thus, in terms of percentages the highest response

of the two types of interviewees was to “personal help.“

.The first reaction response of the interviewees was considered of

paramount importance, because many experts in communications regard the

initial reaction of the reader as a controlling factor in a reader°s

overall reaction to a message (19, pp. 117m118), (h9, pp. 22, 312), and

(50, pp. 1,220,121).

*2. A total of 77.2 percent of the respondents were seeking jobs.

None of the telephone interviewees specifically stated that they were

seeking jobs; however, one-athird of them indicated that they planned to

make some use of a job-seeking letter (most of these people had had

business writing training or planned to get .help from other sources);

13 of the telephone interviewees asked for office interviews (“personal

help" was their main reason for making such request). Almost all of the

respondents (95.2 percent) planned to make some use of the letter of

application:

Actually, all of the respondents were seeking help of one sort or

another. Some asked for help in writing letters to graduate and pro-

fessional schools. Others wanted help in order to obtain better jobs

than they had been offered. Some wanted to know how to write a Job

letter so they could use such a letter when they needed it in the future.

Many of the engineering students came to the interview to learn how to

write Job refusal lettersl Without exception, even the respondents of

the Type II letters, who claimed that they responded to provide help



71

for others, sought some information which was of personal benefit to

themselves.

3. Almost the same percentage of Type I and Type II respondents

viewed "personal help" as the principal appeal of the letters (h7.h and

h6.7 percent, respectively). On the other hand, only 17.9 percent

(all Type II) indicated that the principal appeal was a chance to

nhelp others.‘B Thus, only a small percentage of the respondents were

motivated to action as a consequence of either an altruistic or group

feeling.

A further analysis of all the principal appeal responses suggested

the possibility that all of the responses could be covert personal

benefits responses.' Personal gain or interest may be acknowledged in

different ways by different readers and still mean the same thing to all

the readers. For example, in the present analysis, one respondent said,

"I came because I thought you would help me.“ This is a direct statement

of personal gain. Another respondent said, “I liked the sincerity and

friendliness of the letter; that‘s why I came to see you." This latter

expression may mean the same thing to a reader as the previous statement.

Because the letter seemed sincere and friendly, the reader assumed that

the writer would provide personal help.

In the case of the Type I letters, since there was no suggestion

of help to others in the letters, it is likely that most of the total

responses would relate to personal benefits. This may also hold, to a

lesser extent, of the Type II respondents, since they might not be
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willing to admit directly that their purpose was to obtain personal help.

That this might be true is indicated by the analysis of the responses of

the nonwtest group (see pp. 80~82 of this study).

h. Most of the interviewees“ attitude responses were favorable;

85.5 percent of the respondents and 75.h percent of the telephone inter~

viewees had favorable first reaction attitudes toward the letters.

An analysis of these responses showed that 65.6 percent of the favorable

attitudes of the interviewees stemmed from expectations of receiving

help or the feeling that an offer of help was intended.

The action response of the 1h.5 percent who had unfavorable or no

expressed attitudes indicates that even unfavorable responses may produce

a positive action response if the reader has a strongly felt need. Of

the twelve individuals who had unfavorable first reaction attitudes,

eight said that the principal appeal was the personal advantage which

the letter offered to them.

5. One cross tabulation revealed that 56.5 percent of the Type II

respondents did not observe the group benefit appeal in the letters they

received. The individual‘s perception of the content of the letters and

the writer's intention were quite different.

The uniformity of reaction responses by both types of interviewees

to many questions in this study suggests that both groups perceived

essentially the same things in the letters because of the presence of

functional values which had a strong interest to both groups.
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6. All of the replies of the respondents to the question pertaining

to their main impression of the interview had a personal benefit orienn

tation; there were no responses which directly related to the value which

the findings of this study might have for others.

*7. The responses to the question pertaining to “reactions to the

writer“ indicate that the investigator was regarded as an expert in

business letter'writing3 60.2 percent of the respondents said that they

would not have acted if the letters had been sent by someone other than

a.business letter writing instructor. Ninety percent of this group

regarded the writer as an expert. There was little difference in the

percentage responses of the two types of interviewees with regard to

this question (Type I and II respondents). That such high credibility

could have had a significant effect on action and reaction to content is

suggested by'Hovland and others who say:

EXpectations of being given false arguments on judgments are

least likely to occur when the communicator is perceived as being

. highly expert. The relationship between expertness and acceptance

would be particularly pronounced whenever the issue is perceived

to be one that can be fairly well settled by making special kinds

of observations or by making a skilled judgment (31, p. 29h).

The principal finding in the analysis of the reactions to the letter

types is that few respondents indicated that structure of the letters, or

personalized form, or approaches, or any other aspect of letter style

‘was the principal reason for taking action. This was likewise true of

the telephone interviewees; only four of these students said that the

above factors were instrumental in their decision not to act.
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The difference in the action and inaction of the two types of inter»

viewees, in view of the similarity of their responses, suggests a dis»

tinction between action and reaction. Reaction, as pointed out by

Schreier, without the presence of goals or the desire for gratification

is merely a non—volitional response to a stimulus. “In reaction,“

Schreier says, "the experience of freedom of a possible choice is missing;

it is meaningless to say, 'I could have reacted in a different way1 . . .

Decision on action, on the other hand, is always a choice, which is

usually accompanied by some conscious or subconscious purpose" (El, pp.

73~7h). As revealed in the present findings, most of the telephone

interviewees indicated an absence of need or of purpose in taking action

at the time suggested~~they merely reacted.

§g§l1§i§,g£_reaction responses to approaches. The most definite

evidence of difference in reader reaction to the three approaches is

revealed by an analysis of those questions in the schedules which contain

negative or unfavorable categories of responses to the approaches.

1A8 Table III indicates, the emotional approach letters (I-A and II-A)

consistently obtained the highest percentage of the total negative or

unfavorable reaction responses from both the respondent and telephone

interviewees.

Table III indicates that in each response of both schedules in which

negative reactions were expressed that the emotional approach letters

obtained from 50 to 90 percent of such reactions. Also, letter II-A,

with three exceptions, had higher negative reaction percentages than

letter I~A.



TABLE III

PERCENTAGE OF NEGATIVE RESPONSES, IN VARIOUS TABULATIONS,

T0 EMOTIONAL APPROACH LETTERS BY THE

TWO TYPES OF INTERVIEWEES

 

 

 

 

 

M we

Percentages Percent of

Responses Letter Letter Total Negative

-IaA -II~A Response

First reaction 28.6 57.1 85.7

*First reaction 30.0 60.0 90.0

First reaction to

style factors 25.0 50.0 75.0

First reaction attitude 22.0 33.3 55.3

*First reaction attitude 11.? 52.9 6h.6

Principal appeal 50.0 50.0

Reaction to selected

parts of letters 66.? 16.7 83.h

*Reaction to selected

parts of letters 1h.3 h?.6 61.9

Effect of reaction to

selected parts on

whole letter no.0 10.0 50.0

*Effect of reaction to

selected parts on

whole letter 16.7 58.3 75.0

Difference-similarity

of job letters and

letters of request 29.0 25.8 5h.8

*Changes in letters

of request 13.9 hl.7 55.6

 

* . .
Telephone interViewee responses.



Other tabulations which showed significant reactions to the

approaches follows

*1. The strongest suggestion of change in the letters of request

by the telephone interviewees concerned the "affective elements" in the

emotional approach letters, particularly letter II~A3 over onewhalf on

the "too affectiveu negative responses pertained to letter II~A5 also,

over one half of the suggested changes made by these interviewees were

directed to letter IIMA.

*2. Bcth types of interviewees showed an inclination to more closely

associate the emotional~rational approach with the emotional approach

rather than with the rational approach. This was evident in two tabu~

lations: a) the responses of both types of interviewees indicated that

letter I~A and IIwA had 88.2 percent of the "unnatural style“ responses;

the remaining 11.8 percent was shared by the I~C and II-C letters.

None of the interviewees said that the rational approach letters con~

tained “unnatural styleu elements; b) in the emotional-rational approach

reapondent letters the percentage of uliked affective" elements was

considerably higher than the "liked factual“ elements.(65 .7 and 17.2

percent, respectively).

The preference which the emotional-rational respondents had for

the “affective" elements is in accord with Clements' observation:

Our automatic responses are usually influenced more by

the spirit behind things than by the things themselves (20, p. 27).

Because an affective element in a communication is usually more

vivid than a rational element, it is possible, as suggested by Hovland



and others (31, pp. 57u60) that the emotional is more easily recalled

and that it leaves a more intense impression with regard to what is

said in a communication.

*3. In the preparation of the six letters an attempt had been made

to exclude rational elements in the emotional approach letters, emotional

elements in the rational approach letters, and include both emotional

and rational elements in the combined approach letters. An indication

that this Objective had been realized to a great extent is suggested by

the fact that there were no “liked factual“ elements responses to either

of the emotional approach letters; and only 7.2 percent of the responses

to the rational approach letters referred to "liked effective" elements;

the interviewees who received the combined approach letters recognized

both the emotional and rational elements in those letters, however as

pointed out in item 2 above, the response to “liked affective“ elements

'was significantly higher than to the “factual elements."

*h. There was almost a 100 percent consistency in the responses of

the interviewees with regard to their reactions to component parts in

the letters and their reactions to the letters as a whole. That is,

those who liked either the affective or factual elements, for the most

part, said that this liking produced a positive attitude toward the

letter as a whole; on the other hand, negative reactions to parts in

the letters yielded a 100 percent negative attitude towards the letters.

These reactions indicate that "key" words, phrases, and other parts

in the letters had special attention interest to the interviewees, and
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this selective reaction affected their reactions to the whole letters.

Schreier points out that:

It is generally recognized in modern psychology that per-

ception is 'selective.‘ When we react, we do not react to all

the characteristics of a stimulus; there are specific character-

istics of the stimulus which produce the reaction (51, p. 78).

5. On the basis of the percentage analysis of various tabulations

of responses to the approaches, the rational approach had the greatest

acceptance from both types of interviewees. This is indicated, in the

main, by the following findings:

a) the rational approach letters had the lowest percentage of nega-

tive responses from both types of interviewees; however, the percentage

was not significantly different as compared with the emotional-rational

approach responses;

b) 69.6 percent of the telephone interviewees indicated a preference

for factual or logical organization of letters;

c) the respondents likewise showed a greater awareness of and

interest in the structural and logical aspects than in the personal or

effective aspects--6B.9 percent of the respondents indicated such a

preference;

d) the main impression that 59.1 percent of the respondents had of

the interviews was the knowledge of how to organize a letter of appli-

cation, which indicated a higher consciousness of the rational than of

the effective aspects.

While the preceding tabulations in item 5 suggest a greater interest

or preference on the part of the interviewees for the rational approach
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letters, there was not enough difference in most of the different tabuu

lation of responses to the rational and emotional approaches to conclu-

sively state that either of the two approaches was more effective than

the other. However, the interviewees did conclusively indicate that the

emotional approach letters were the least favored, especially the group

benefits-emotional approach letters.

As mentioned on pages 7341;, the reactions to the approaches actually

were not the principal cause of action or inaction. There is little

evidence that if the letters had been written as many of the interviewees

suggested that they would have been more responsive. Purpose and need

played a more important role in the decisions of the interviewees.

IV. y_§_e_ _o_f Nonmtest Grog) to Check Validity _o_f

Reaction Responses to _thg Test _Letters

Purpose of validin check. In view of the similarity of mamr of

the reaction responses to most of the questions in the schedules, there

was some question as to what the responses might have been if readers

had had a chance to read and compare all of the six letters. Since the

original test group could not be used for such an evaluation, a group

of ten faculty members and assistant instructors, not engaged in business

writing, was selected from the writer's college.

As mentioned in Chapter III.(pages u9-so), a schedule containing

six questions was prepared to obtain the reactions of each individual

to: l) paired sets of each letter type and approach, and 2) a comparison

‘of all six letters (a copy of the schedule of questions is included in
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Appendix B, p. 12h). Each individual was interviewed separately and

requested to be as frank and objective as possible in answering the

questions.

Findings pg tggtt The responses of this group showed even greater

uniformity than was found in the responses of the test interviewees.

The main similarity noted by 70 per cent of the group was "help to

the reader" for all three sets of the letters. Thus, despite the

presence of the group benefit appeal, most of the readers thought_that

help could be obtained.

Half of the nonwtest group noted, with regard to the emotional and

emotionalsrational letters, that the Type II letters were more emotional

than the Type 135. All except one individual noticed that the Type I

rational letters were more direct or specific than their counterpart

letters. i‘Specificness" and "directness" here meant that a more explicit

and direct offer of personal help was made in the Type I letters.

The interviewees saw greater similarity than differences between

the letter types of the emotional and rational letter sets. Only one

individual believed that there was more difference than similarity

between letters I~C and II-C of the emotional-rational set of letters~~

even this individual thought that the letter types were similar in terms

of purpose, but differed in that, he thought, unlike the other letters,

II-C contained more than one appeal.

Similarity in function or purpose was the main reason given by the

nonmtest group as their reason for the greater similarity between the
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two letters of any set. Even though nine out of ten individuals reCng

nized the difference in the basic appeals of the letters, they agreed

that despite the groupuoriented appeal of the Type II letters, that the

average reader, as well-as themselves, would naturally assume he could

obtain some kind of personal help. Some typical remarks made in this

connection were:

I see that one of the letters asks me to help, but I also see

an Opportunity to obtain help for myself.

In helping others in such a situation, I can naturally expect

to get some help that I can use.

The basic difference between the letters is that one is more

direct than the other in the way help is offered.

The above statements and consensus of agreement appear to confirm Krech

and Crutchfieldls contention that perception is selective; meaning to

an individual is interpreted in terms of the perceiverus own needs, own

, emotions, own personality, and own previously formed cognitive patterns

(36. pa 126)»

The non-test interviewees assumed that in a student-teacher relation~

ship, which involved a vocational need or interest, students would view

the letters as a proffer of help to themselves, and that this would be

especially true when a student receives a personal letter of the type

used in this study; These impressions of the non-test group are further

confirmed in their responses to the six letters as a whole.

All of the non~test group said that the similarity of the six letters

was the most meaningful to them (similarity was interpreted as functional

meaning to the intended readers).



82

‘While most of the nonmtest group believed that the emotional approach

letters were unduly effusive, two individuals who selected letters II-A

and II-C provided a plausible suggestion for the action and reactions of

the respondents of the emotional and emotional-rational approach Type II

letters. One of the individuals (Victor'Doherty'of the Department of

Production and Personnel Administration) said:

These letters gave me an excuse to obtain help. The personal

benefits letters struck me as being too superiormsubordinates they

reminded me of an inadequacy I have in writing such letters (letters

of application), but the group-oriented letters would give me the

chance to ostensibly provide help by cooperating, that is, giving

information and at the same time indirectly obtaining help without

revealing ignorance on my part. These letters would provide me

‘with a face-saving means. If I'were a student, I think I would,

to appear sophisticated, indicate a negative.reaction to the

emotionalized group benefit appeal because I think I would be

expected to do so. A college student is expected to favor the

rational, the logical, and be contemptuous of emotional persuasion.

Thus, on the basis of Mr. Dohertyis remarks, while a student might

express a negative reaction to specific affective elements in a letter,

this is no.necessary deterrent to action, as long as the student knows

or assumes that he can obtain competent help from the'writer.

The non-test group was not asked to select which letter they

personally favored. However, seven of the group made such selections.

The selections indicate no significantly different preference on the

part of the test group, as was true of the student group. However, as

in the case of the student interviewees, the nonetest group showed a

less favorable attitude toward the emotional approach, and indicated

that personal benefits, expressed or implied had the strongest influence

on action and reaction.
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V. Summary

The percentage analysis between the totals of responses to the

questions and the letter types and cross-tabulations between the responses

to various questions within and between the schedules showed that whether

or not explicitly expressed in the letters, the expectation of receiving

personal benefit had the strongest effect on the reactions of both types

of interviewees.

Both the respondent and telephone interviewees conclusively indicated

that the emotional approach was the one which they least favored. While

the rational approach obtained the highest percentage of positive reaction

responses, there was insufficient overall difference in the tabulations

of most of the responses to the approaches to conclusively state that

the rational approach was more effective in stimulating goodwill than the

emotional-rational approach.

The approaches had little significant effect on the interviewees?

decisions to act. The expectation of Obtaining help and the need of the

interviewees were the most significant motivating factors.

The non-test group who read and compared all six letters indicated

that they saw little difference among the letters in terms of the function

or purpose which the letters would have for student readers. The main

similarity noted by most of the non-test group was the express or implied

offer of help in the letters. While 90 per cent of the group recognized

the difference in the basic appeals of the letters, they agreed that the

average reader would naturally assume that he would attain some kind of

personal help.
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As in the case of the student interviewees, the nonetest group showed

the least favorable attitude toward the emotional approach and said that

the expectation of personal‘benefit had the strongest influence on action

and reaction.



CHAPTER VI

ANAIISIS OF REACTION RESPONSES OF CRITERION

CLASSIFICATION GROUPS.

The function of this chapter is to determine whether there is any

difference in the reactions of the various classifications which were

used in grouping individuals of the sample.

A principle of persuasion frequently mentioned by specialists in

communications is that mass communication doesn't influence the individual

directly but rather indirectly through the groups to which he belongs

(2. p. 37)- '

Most business communications experts also maintain that knowledge

of group affiliations or uframes of reference“ of people is important in

personal communications, especially in persuasive letters (h7, p. 23).

In writing unsolicited sales letters (a form of persuasive request),

Manning and'wilkinson specify that primary factors in adapting such

letters to the reader are considerations of sex, vocation, location, age,

sources and amount of income, and social, professional, or educational

status (hl, p. 2l3).

I. Method 2; Angvgis

In this study, the students were classified according to college

enrollment, sex, marital status, grade point average, participation in

extra~curricular activities, socio-economic status, and training in

85
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business letter writing. How these classifications affected the reactions

of the interviewees was determined by cross~tabulations of the responses

with three criterion classifications. Since the questions and categories

of responses_are the same for the criterion classification groups as

for the letter classifications, and the responses are made by the same

individuals, the numerical totals of the categories of the responses

are the same. However, because the individual responses are cross-tabulated

with each class of the various criterion groups, the responses reflect the

particular reaction of each class to the various questions.

When Chiwsquares for the letter classification group were being

computed the responses to the six letters were combined to form tabulation

tables of the two appeals and three approaches. ‘When Chi-squares for the

criterion groups were computed, considerably greater difficulties were

encountered. Instead of using only one set of six letters for combination

purposes, in the case of the criterion groups two or three sets of the

six letters were used simultaneously.

In this situation, the only feasible way to use the Chissquare

statistic was to combine the totals of the categories of responses to

each question with the two or three classesgof each group to form a tabu-

lation table. I

Thus, there is no differentiation between "the appeals and the

approaches; they are subsumed in the totals. This was the only signifi-

cance of difference test which could possibly be used because of statisti-

cal impracticality of’dealing with a large number of zero observations
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and low frequencies of many of the cells in the tables having two or

three classes and two or three categories.

Percentage comparisons were made of those cross tabulations of

reaction responses to questions which indicated significant differences,

similarities, and other meaningful relationships concerning the reactions,

preferences and needs of the students.

II. Significant Differences gf Reactions

by Interviewees
 

Cross tabulations of criterion classification group reaction

responses to questions which showed significant differences at the .05

level or better are cited in the following two headings:

Respondent criterion groups:

*1. Sex and "first reaction“~~significant at .05 level.

*2. College enrollment and main emphasis of difference or

similarity-«significant at .01 level.

*3. Sex and job plans-~significant at .01 level.

h. Marital status and surprise factor-~significant at

.05 level.

*5. Extra-curricular activities and job plans-~significant

at .05 level .

*6. Training in business letter writing and special effects

of particulars in letters--significant at .01 level.

*7. Training in business letter writing and attitude toward
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whole letter based on effects of particulars in letter W

significant at .01 level.

Teleglone interviewee criterion groups:

*1. Grade point average and attitude toward whole letter based

I on reactions to particulars in letters-«significant at .01

level.

*2. Grade point average and plans to use letter of application-m

significant at .01 level.

*3. Socioaeconomic status and attitude toward whole letter based

on reactions to particulars in letters-~significant at .02

level.

The asterisks before the tabulations of both interviewee classifi-

cation groups indicate that, except for one tabulation, marital status

and surprise factor, all of the tabulations may contain distorted

statistical chi-square values, because some categories contain less than

minimum required frequencies for chi-square computations .

III. Percentage M13 _o_f Cam-Tabulations

o_f Respondggt Reactions. '

In this analysis the responses to respondent questions were con-

trasted with the responses of comparable questions in the telephone

interviewee schedule.

1. The cross-tabulation between sex and first reaction to the letters

of request indicated that 77.6 percent of the males responded to
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"conten+,” which included The sub categories of “personal help" and

"help others,"8 and 22.h percent responded to "media.“ The females, on

the other handg were equally split on these two categories. These peru

centage differences suggest that the males were more interested in the

"help” aspect than the females. This difference would seem reasonable

q

in View of the fact that female. are usually less concerned with occu~

'J

pational or professional careers than males.

While not markedly different, the females indicated a higher response

to the emCLional and emotional rational letters than to the rational

approach letters. The responses of the males, on.the other hand,'was

lowest for the emotional approach letters, especially letter IlwA, which

obtained only half as many responses from the males as did any other

approach,'except IwA. This difference, may suggest that the females were

more influenced by the emotional factors than were the males.

In contrast, the reaction responses of the male~female telephone

interviewees to the 39help" categories showed an almost perfect positive

correlation between the two categories of the question. Here, also,

there was no difference in the responses to the individual letters which

would suggest a preference for any of the approaches by either of the

sexes.

2. The principal difference between the males and females was in

the percentage of females having no job plans; 18.8 percent of the

females had no job plans as contrasted with 1.5 percent of the males.

Since some of the women had matrimonial plans, the higher percentage of
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women without job plans should be expacted--three girls who attended

the interviews came to obtain help for their prospective husbands, who

claimed to be deficient in writing skills.

However, a slightly larger percentage of females than males was

seeking jobs (75.0 and 73.1 percent, respectively). This indicates that

a higher percentage of females was interested in help than was shown

in their first reaction to the letter, which was 50 percent.

“Personal reasons" appeared to be the main reason for non-response

on the part of telephone interviewee females; 60 percent of the girls

gave various personal reasons for not attending the interview-conflicts

in social engagements was one of the more frequently mentioned reasons

for not arranging an interview.

Seventy-six percent of the male telephone interviewees gave “other

comitments" as the main reason for non-response. Most of these people

indicated that they had jobs or Job offers (this cross-tabulation was

significant at the .10 level). i ‘

3..The respondents classified in the |'Scienoc" college group showed

a significantly higher awareness of the structural and logical smilari-

tiea and differences than the |'Appliod Arts" college group (87 .5 to55.95)

This difference would suggest the possibility that the relatively higher

objectivity of the sciences might be reflected in the preference for the

more objective aspects of the letters by the science group. However,

no such significantly different percentage preference is indicated by

the telephone interviewee Science group in their responses to changes in
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the letters (the most nearly comparable response category). In this

crossmtabulation, 91.7 percent of the Applied Arts group who received

letter II-A suggested that the letter be changed, contrasted with 66.7

percent of the Science group who proposed a change in the same letter.

Thus, no conclusive evidence is provided that the interviewees of

either college group had a greater preference for the objective aspects

of the letters .

h . The lowest percentage of the respondent interviewees who “were

seeking Jobs" (53 .55) were those who were the most active in extra-

curricular activities. The responses of the "active" and “inactive“

groups showed that a high percentage of these‘students were seeking-Jobs

(81.35 of the "actives" and 875 of the I'inactives"). These percentages

suggest that students who were very active in extra-curricular activities

had the least need for help. However, an analysis of the uncoded telephone

interviewee responses of the "reasons for now-responseu shows no signifi-

cant differences among the three extra-curricular classification groups

with regard to the nunber of students who were “seeking Jobs.“

5. A significantly large percentage of the. respondents who had

training from the writer indicated a negative reaction to particulars in

the letters of request (70.05). Respondents who had training in business

writing from other instructors indicated the next highest percentage of

negative reactions (27 .75). Only 11.7% of those who had no training

said that they had a negative reaction. Apparently, the writer's former

students expressed greater criticism because they knew what was‘supposed
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have felt that they were being put to a test. The sameseemed to be

true, to a lesser extent, of the students who were trained by other

instructors. The students who had no training, of course, were not

familiar with accepted practice. These latter two classes of students

indicated a high preference for “effective elements“ in the letters

(Sh.6% and 53 .01); only 10 percent of the writer's students said that

they were impressed by such elements. Thus, it is possible that the

writer's students felt a greater restraint in making their responses

than the other two classes of respondents.

No significant percentage difference was found in a cross-

tabulation between the same classifications and categories in the

responses of the telephone interviewees (only-two of the writer's former

students failed to respond). .

6. As in the preceding percentage analysis, the writer's former

students had the highest negative reaction to the letters of request .

(50 percent); again, the responses, most likely, reflected the students'

knowledge of acceptable practice. The respondents who had been. taught .

by other business writing instructors and those who had no training in

business writing beth had highly favorable attitudes (86M and 96.11,

respectively). b

In contrast, 50 percent of both the writer's and other business

writing instructors' telephone interviewee students responded negatively

to the letters of request. students without training did not indicate
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so high a favorable response as did their respondent counterparts.

Nevertheless a substantial majority (80.0%) had a favorable attitude

toward the letters. Since 88.8 percent of the telephone interviewees

were students without training in.business letter writing, the largest

proportion of those having favorable attitudes towards the letters of

request were people without a specialized knowledge of business letter

writing.

7. The married students had a higher response to “content" than the

single students (82.8% and 6h.6%, respectively). Since "content" pertains

to the uhelp aspect," the married students may have been more interested

in help than the single students. This is further suggested by the

telephone interviewee responses to the same question, which shows that

60 percent of the married students responded to “content," compared with

h2.5% of the single students who responded in the same way.

8. The cross~tabulation of marital status and job plans shows a

close correlation with the preceding cross~tabulation. Here 85.7 perm

cent of the married students indicated that they were "seeking jobs"

(82.8%.had responded to the "help aspect“); on the other hand, 6h.6

percent of the single students said the same (6h.h% of them responded

to the "help aspect"). The consistency in the responses to these two

cross~tabulations strongly indicates that the married students had the

greater interest in obtaining help. 8

No significant difference was found between the percentage of

married and single telephone interviewees whose main "reason for
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nonerespcnsefl'was ”previous commitment-3‘3 {67.7 and 68.3%). Here there

was little difference in the need aspect.

9. The upper lower’lower lower group were the least suspicious

(h.8%) cf the writerQs intentions and were most inclined to regard him

as an expert (66.7%}. The class which showed the highest percentage of

suspicious students (60%) and lowest percentage who regarded the writer

as an exper+ was the upper upperwlower upper class.

The seemingly greater trust and regard for the writerfls expertness

by the upper lowerwlower lower class might be due to fewer opportunities

to Obtain goes by means other than a letter of application. This is

suggested ty 3 cross~tabulation of the socio~economic classes with "jdb

plans“ and “plans to use the letter of application." The crosswtabulation

showed no significant percentage differences among the classes with

regard to the percentage of students "seeking jobs“ (UU~LU had lowest

percentage}g however, the upper loweralower lower class had the highest

percentage of students (71.h%) who planned to use the letter of appli~

cation primarily to Obtain employment. The UUHLU had the next highest

percentage~~60$ (only five students in this class), and the UMPLM

class students showed the least primary dependence upon the job letter

(143.8%) .

A comparison between the socio~economic statuses of the telephone

interviewees and their plans to use job letters suggested that a large

percentage of the upper lowernlower lower students had responded to the

letters of request. Only five UL~LL telephone interviewees were listed,
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which proportionately is considerabe lower than the action response

from this class (21 UL-LL students responded). Three of the five

students in the nonrespondent group of this class had Jobs, one planned

to go to graduate school, and one couldn't arrange for an interview

because of outside part-time employment;

The results of the two cross-tabulations strongly indicate that

occupational opportunity is related to need for help and attitude toward

the writer.

Various social studies have shown that college graduates from the

upper lowerlower lower socio-economic classes generally have less

opportunity than other classes of obtaining employment in their

specialized areas of training through personal contacts and other direct

referrals. These people most frequently have to depend upon their own

personal resources and chance opportunities for help (58, pp. 152-157).

10. Training in business writing was found to be positively related

to use of the letter of application as “a primary means of obtaining

employment ." The respondents who had training from the writer (901) and

those who received training from other instructors (591) indicated

primary use of the Job letter. Only 141.2 percent of the students who

had no training planned to use the Job letter primarily.

No significant percentage differences among the three classes were

found in a cross-tabulation of the telephone interviewee responses .
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IV. Percentage Analysis 9; Cross~Tabulations 32

Telephone Interviewee Reactions
 

1. While each of the three grade~point classes showed highly favor»

able attitudes towards the letters, all of the 21 students in the 2.00s

2.h9 grade class had favorable attitudes toward the letters.

A cross~tabulation between gradempoint average and plans to use a

letter of application by the telephone interviewees showed that the 2.00»

2.h9 students indicated the highest percentage of affirmative responses

(61.9%) with regard to using a letter of application to secure employment.

Only 21.6 percent and 23.5 percent of the other two grade classes said

that they planned to use a letter of application. The respondent 2.00»

2.h9 gradewpoint students had the highest percentage response to "primary

use of the letter of application:38 (58.3%), the percentages of the other

two grade classes were 50.0 and us percent.

Almost onewhalf of the office interviews were with the 2.00~2.h9

telephone interviewee grade-point students. Thus, on the basis of the

above cross-tabulations, the 2.00-2.h9 grade-point class indicated that

they were more aware of the value of letters of application than the

other two grade-point classes.

2. While there were only five students in the non-respondent upper

lower-lower lower interviewee class, all of them.had a favorable attitude

toward the letters they received. As mentioned before, four of these

students cited prior "commitments" as the "reason for nonmresponse."

While none of the other cross—tabulations provide possible reasons for
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the unanimous reaction of this group, the favorable attitude and the

need indicated by the same class of the respondent group suggest a

higher awareness of the value of job letters as a probable reason.

V. §ummary

The data in this chapter provide little evidence that the reactions

of the various classification groups directly reflect distinctive patterns

of class or group behavior reactions to the various questions.

Actually: in this particular situation, the classification groups

exhibited few of the characteristics associated with group consciousness

or identification. Since there was no interaction or exchange of experience

between the various groups, there were few emotional attachments, loyal»

ties, status roles, traditions, and symbols which directly affected the

behavior of individual members of the different classification groups.

Furthermore, the questions of the schedules involved no opinions which

required conformity, upholding of group standards, or a need to validate

one's self through agreement with others. The exception to the latter

point was the high percentage of negative responses to particulars in

the letters by former students of the writer.

In the main, the various classification groups appeared to act as

an aggregate of individuals who were separate and detached from the

groups with whom they were classified. This fact should, to some extent,

be expected in the case of the readers of the Type I letters: the letters

promised them personal aid. However, group consciousness more evident
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than what was found in the study might be expected of the Type II

readers because of group benefit appeal in the letters they received.

While many of the Type II readers were aware of the basic appeal of

the letters and the effort made to identify the readers with the common

group to which they belonged, membership or association with the group

didnlt to any significant degree make them desirous to provide help or

advance the interests of the common group. Only 9.? percent of the lSS

interviewees indicated an interest in helping others.

In this particular situation which involved a means of securing

employment most of the readers acted, thought, and reacted in terms of

their own individual needs. The "frame of reference" was the individualls

own needs.

Analysis of the many questions which showed no significant differ~

ences in the responses invariably was related to the recognition,

presence or absence of need fulfillment on the part of the readers. The

readers who had a specific, felt need of help and those who viewed the

letters as an effort to fulfill a need which could have personal value

to themselves reacted in fairly much the same way; on the other hand,

the overall responses were balanced by the common reaction of those who

had no individual need and by those who saw no identification of self

interest in the letters. Content of the letters was infrequently mentioned

as the cause of action or reaction.

The reactions or replies of the readers were also mainly related to

the aspect of need as shown by the cross~tabulations of criterion group
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responses which showed significant differences. Here the responses

reflected conditions or circumstances which made the need for help more

imperative or immediate for the members of one of the classes of a

criterion group. This was shown in the greater needs of the l) upper

lowerelower lower socio~economic class, 2) married students, 3) males,

and h) students in the 2.00 2.h9 grade point class.



CHAPTER VII

SUMMARY, CONCLUSIONS, SUGGESTIONS FOR FURTHER RESEARCH,

AND IMPLICATIONS FOR THE TEACHING OF

BUSINESS LETTER WRITING

Io Summary

The problem. The purposes of this study'weres l) to determine

the action induced and reactions caused by the (a) emotional, (b) rational,

and (0) combined emotional rational approaches in persuasive letters of

request to Michigan State University seniors; 2) to ascertain the effects

of the use of (a) reader benefit appeal, and (b) group benefit appeal

in the letters of this study.

Methods and procedures. The total sample consisted of six groups

of 20h randomly selected senior students. Each group was mailed one of

six different letters which included one of two appeals and one of three

approaches. The letters requested the students to arrange an office

appointment for an interview with the writer. The personal benefits

appeal letters offered to provide the readers with personal help in

writing letters of application; the group benefits letters emphasized

the help the readers could give the writer in providing assistance to

members of the university senior class in writing letters of application.

To provide the same reading and human interest levels in all of

the letters, the Flesch Readability Index was used.

100
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A pilot study was made to pretest the questions and interview

methods to be used in the regular study. I

In a test of the sample, the percentage of men and women in the

regular sample was approximately the same as that found in the total

senior pOpulation. The same was true of the college enrollment of the

sample. 7 I

Three methods were used to determine the reliability of the inter-

view schedules: 1) "split-ballot" technique, 2) repetition ofthe ‘

telephone interview schedule, 3) comparison by threegraduate students

of the coding of assigned categories of the open-ended responses.

Eighty-three students responded to the letters.

To elicit the reactions of the respondents to the appeals and

approaches of the particular letters they received, a "disguised“ inter-

view technique was used, in which incidental andfcomparative reference

to the letters of request was interwoven with the major discussions of

letters of application. No direct mention of the writer's purpose was

made. .

A similar but shortened type of interview was employed in telephone

interviews with 72 non-respondent students who were contacted.

Chi-squares were used to determine whether the responses, obtained

from the respondent and telephone interviewee schedules, were sig-

nifica‘ntly different at the .05 percent level or better:
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1. Action responses of the interviewees to the different letters,

letter types and approaches.

2. Personal benefit and group benefit appeals of the letter

classifications.

3. Approaches of the letter classifications.

h. Responses to the letters as a whole by the various classes

of the criterion groups used in the study.

To further analyze the data and supplement the findings of the chi-

square statistic, a percentage analysis was made of most of the tabulations.

The validity of the student reactions to the letters and their re~

spective appeals and approaches was tested by a comparison of the responses

and impressions which a nonwtest group of instructors had of all six

letters used in the study.

II.‘Principal Findings
 

Action analys .

1. At the .05 level of probability, no single letter, appeal, or

approach is more effective than any of the other letters, appeals, or

approaches.

2. On the basis of percentages, the emotional-rational approach

letters elicited the highest action response, the emotional approach

letters obtained the lowest action response. Percentagewise, the

personal benefits appeal letters elicited a larger response than the

group benefits appeals letters. On the basis of percentages, almost
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twice as many males replied as did females; this represented a signifi»

cant difference in response.

3. There was a significant difference in the number of females, as

compared with males, who were unable to take action because of various

conditions which restrained them from taking action.

h. The upper lowermlower lower socio economic class of respondents

had a markedly higher response than other socio economic classes of

students.

Reactions to let+ers, appeals, and approaches_2f letter classifiy
-|—-.-.— 

 

££§§£E§R The Chi square computations, percentage tables, and cross

tabulations reported for the reactions to the letter classifications,

generally, point up similarities rather than differences. The most marked

findings were the following:

1. The majority of those who responded had a definite need for and

interest in obtaining personal help. a) The percentage of respondents

to the personal benefits letters (95.? percent) and of recipients of the

group benefits letters (9h.9 percent) who indicated they planned to make

some use of letters of application were very close. A significantly

higher percentage of group benefits respondents than personal.benefits

respondents (6h.l percent and h0.0 percent) mentioned that they planned

to use job letters primarily to obtain employment, b) significantly

higher than any other first reaction response of both the respondents

and telephone interviewees was mention of "personal help" (51.6 percent),

the next highest response to this question was only l7.h percent,
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c) the principal appeal to a majority (h? percent) of both types of

respondents was “personal help" (the content of the other principal

appeals strongly suggests that most of these replies were covertly related

to the help aspect), d) the offer or suggestion of personal help elicited

the largest percentage response from the telephone interviewees (36.1

percent), e) a breakdown analysis of the main difference or similarity

between letters of application and letters of request revealed that most

of the respondents (56.5 percent) viewed the letters of request as being

of personal help to themselves, f) all.of the replies to the question of

the main impression obtained from the interview had a personal benefit

orientation, g) the personal benefits appeal obtained higher favorable

attitude percentage responses than the group benefit appeals from both

types of interviewees, h) seventy percent of the suggested changes in

the letters of request from the telephone interviewees concerned Type II

letters, i) the non~test group indicated that their major impression of

all the letters was the personal help which students would expect to

obtain, regardless of letter type or approach.

2. Only a small percentage of the respondents referred to the group

benefits appeal as a significant first reaction or principal appeal

(9.7 percent of both types of interviewees mentioned it in their first~

reaction responses, and 8.5 percent of the two respondent groups cited

it as a principal appeal). However, h8.7 percent of the Type II re-

spondents indicated an awareness of the group benefits in the letters

they received. All of the non~test group referred to the group appeal,

but felt that it was of minor consequence in the letters.
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3. In all cross tabulations involving negative responses to

questions in both respondent and telephone interview schedules, the

emotional approach letters obtained significantly higher negative

reactions than either of the two other approaches. In these cross tabum

lations the emotional approach letters received from 50 to 90 percent of

the total negative responses.

h. In both interviewee schedules the group benefituemotional approach

letter (Type II, letter II~A) had a markedly higher percentage of negative

reactions than the personal benefiteemotional approach.letter (Type I,

letter IwA). Sixty percent of the suggested changes in the Type II

letters from the telephone interviewees pertained to letter IIuA.

Letter IIuO (group'benefitmemotionalwraticnal approach) had the third

highest percentage of negative responses.

5. Both types of interviewees indicated, in several cross tabulations,

a greater preference for the structural, logical, and factual aspects

than for the personal and affective elements in the letters. However,

the effective elements in the emotionalrretional letters were more favor-

ebly regarded than the factual elements in the same letters; this was

particularly true of letter le.

6. The rational approach letters had the lowest percentage of total

negative reactions in cross tabulations of both interviewee schedules.

However, letter I~C fared almost as well as the rational approach letters.

7. The majority'of the nonwtest group reacted negatively to the

emotional approach letters. However, this group did not indicate any

significantly different preference for any of the individual letters.
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8. The role of the writer as an expert in business letter writing

had an important effect on the respondent93 decision to take action.

9. The respondents most suspicious of the writer°s intentions were

those who had no training in business writing.

10. Respondents and telephone interviewees indicated highly favorable

attitudes towards the letters (over 75 percent of the interviewees had

favorable reactions to the letters).

ll..A significantly larger percentage of the respondents (?3.6 per”

cent) than nonrespondents were seeking jdbs. A.higher percentage of

Type II respondents were looking for employment than Type I respondents.

Only a small percentage of the telephone interviewees indicated that

they were seeking employment.

Reactions‘gf criterion classificationsigroups.

1. Respondent males indicated a significantly higher interest than

females in Obtaining help (77.6 to 50 percent). However, a slightly

larger percentage of females than males were seeking jobs (75.0 and

73.1 percent).

2. The respondents who were classified as the uScienceu college

group showed a significantly higher awareness of the structural and

logical aspects of the letters than the “Applied Arts" group (87.5 to

55.9 percent).

3. The lowest percentage of respondent interviewees who were

seeking jobs were those who were most active in extra-curricular

activities,which suggests that these students had the least need for

help.
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)4. The highest percentage of negative reactions to particulars in

the letters and to the letters as a whole came from students who had

had training in business letter writing from the investigator. These

people apparently were more critical because they knew what was supposed

to be “acceptable practice in writing persuasive requests," and may have

felt that they were being "tested." Interviewees (both types) who had

the most favorable attitudes towards particulars in the letters and to

the letters as a whole were those who had had no training in business

letter writing.

5. Married. students were more responsive to the help aspect of the

letters than were single students. This includes both types of inter~

viewees. A significantly higher percentage of married respondents than

single students were seeking jobs (85.? and 614.6 percent).

6. The upper lower-lower lower class of respondents were the least

suspicious of the writervs intentions and were the most inclined to regard

him as an expert. This class also had the highest percentage of students

(71.1; percent) who planned to use a letter of application as a primary

means of obtaining employment. The significant difference in the plans

of the three socio~economic classes with regard to using letters of

application as a primary means of obtaining a Job suggests that the

greater dependency of the upper lowerwlower lower class upon the letter

of application might be due to fewer opportunities to obtain Jobs by

means other than a letter of application.
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7. Training in business letter writing is positively related to use

of the letter of application as primary means of obtaining employment.

The respondents who had had training indicated a greater primary use of

the letter of application than those with no training.

8. Telephone interviewees in the 2.00~2.h9 grade-point class indicated

a significantly greater awareness of the value of letters of application

than the other two higherngradewpoint classes.

9. The socioseconomic class of telephone interviewees who had the

most favorable attitudes towards the letters of requests was the upper

lower~lower lower class.

III. Conclusions

0n the basis of the findings of this investigation, the following

conclusions seem warranted:

l. The most important factor in the content of the letters, regard~

less of type or approach, in stimulating action and favorable reaction

'was the belief of the readers that personal help from a specialist was

available.

)2. while most of the readers were aware of what was in the letters

in terms of appeals, approadhes, structural organization, factual and

affective elements, and format of the letters, the reactions (positive

or negative) to these factors had a minor effect in producing action.

3. What the readers perceived in the letters, in light of their own

needs and personal situation, was more significant than the "built-in“
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differences of the letters. In this particular situation, the readers

expected some form of personal help from the writer because of his role

as a teacher and specialist in a problem in which they had a need or

interest. Thus, it made little difference whether the personal benefit

appeal was explicitly stated or merely implied in the letters, most of

the readers viewed the appeals in essentially the same wayw-as an offer

of personal help. The same was true, to lesser extent, of the approaches.

While the reaction to the emotional approach letters was clearly more

negative than to the other letters, there was no significant difference

in the action responses.

1;. The action, inaction, and reactions of the readers stemmed largely

from personal considerations of need fulfillment rather than considerations

of group affiliations or needs.

5. The findings indicate that letters which are regarded as poorly

written or objectionable in various ways by readers can elicit action

or goodwill if the readers can perceive some benefit or personal interest

in the letters.

6. In terms of reader reaction, the emotional approach definitely

is the least favored of the three approaches. However, there is little

statistical difference between the reactions to. the rational and the

emotional-rational approaches to indicate which of these two approaches

is favored more than the other. Sligut percentage differences of various

cross tabulations suggest that the rational approach has the highest

acceptance. No conclusive evidence was obtained to support the hypothesis
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that the emotional'rational approach would stimulate the most favorable

reaction or goodwill.

7. There is a more marked distinction among the approaches in the

three letters than between the two appeals of the letters. However,

as hypothesized, the personal benefit appeal had the greatest influence

on action and reaction. In consequence,'gh§t was said or perceived

about the main topic of the letters had more effect thanuhg! the content

was presented .

8. The findings in this study support the emphasis which business

letter writing experts have given to personal.benefits appeals, but like

Boddyls findings {see pages llwlZ of this study), questions the effective~

ness of the approaches and techniques which are taught in presenting the

appeals of persuasive letters of request.

IV. Mgtipng £33 ME gesearch and Implications

for Teaching Business Legs; Writing

1» A comparable study should be made of other groups of readers,

who represent a larger sample than the one employed in this study.

Such a study would have to use a staff trained in social and communi-

cations research. Adequate financing from‘business organizations such

as large insurance companies and other business firms, whose principal

contacts with their customers is by mail, should be solicited.

2. Teachers of business letter writing should be given greater

encouragement to obtain training and experience in communications



research with principal emphasis in the various areas of the social

sciences. Greater knowledge of what is going on inside and outside of

people is necessary to more fully understand how to more effectively

adapt business communications to meet the needs and desires of individuals.

As this study suggests, effective motivation goes beyond an ordinary

knowledge of proper organization, structure, form, and phrasing. A more

comprehensive knowledge of human motivation obtained through communica»

tions research would provide for the teacher of business letter writing

a means of demonstrating to his students how business letter writing

can provide 1) a functional point of reference for the practical applicau

tion of many'kinds of knowledge and experience, and 2) a greater appreci»

ation of the vitality and social significance of business communications.

This suggests the need of teachers who have a.broad and varied background

in addition to a specialized knowledge of the English language and

business operations.

3. Educational administrators should give greater consideration to

the effects which their letters have on the attitudes and reactions of

students.

h. A comparable study should be made to test the differences in

actions and reactions of similar groups of people to the same message

used in letters and in mass communications media.
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APPENDIX A

TEST LETTERS AND CARD ENCWURE

USED WITH LETTERS »



MICHIGAN STATE UNIVERSITY EAST LANSING ll?

 

COLLEGE OF BUSINESS AND PUBLIC SERVICE

DEPARTMENT OF INSURANCE . LAW - AND REAL ESTATE ADMINISTRATION

Letter type: I-«A

Dear Mr . Smith:

How much interest do you think an employer is going to have in your job

qualifications?-~The college education you are working so hard to get.

To get ahead, Emerson once said, "Build a better mouse-trap, and the

world will beat a path to your door." Probably pretty sound advice for

Emerson‘s day and times-«there wasn't too much competition. Today with»

out active promotional push even the best improvement will collect

"dust on the shelves."

When you leave this university, a lot of highly qualified applicants will

be seeking the same job you want. How do you plan to let an employer

know what you can do as well as or better than someone else? That you

are "worth your salt"?

As is often heard, even if there is a promised future, the mature person

is prepared to take care of himself in any changed situation and be

ready for any opportunity which comes along. Could you do it? Would you

be able to take care of yourself or those who depend upon you?

Of course nobody has all the answers; sometimes we are too close to our“

selves to fully understand ourselves. This seems especially true when we

try to explain ourselves to others, as you would in a letter of application.

So that we could consider how a fuller measure of your talents can be

realized in a job letter, I'd like to have a personal chat with you.

It is said, personal abilities, in many instances, are like the pure gold

locked in gold ore-~it takes a bit of refining to get what one is looking

for. However, the effort is invariably lighter and richer when more than

one share the toil.

To arrange a convenient get-together, please telephone me at my department

office, Ed. 2-1511, Extension 2201. You can call at any of the hours listed

on the enclosed card. Please tell me the time and day next week you would

prefer to stop in at my office, Room 5 B, in the Business Administration

Building.

Sincerely yours ,

John M. Fohr

Instructor in Business Writing
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COLLEGE OF BUSINESS AND PUBLIC SERVICE

DEPARTMENT OF INSURANCE - LAWI . AND REAL ESTATE ADMINISTRATION

Letter type: I-B

Dear Mr. Smith

Recently the United States Department of Labor reported that the college

graduate's lifetime earnings average $113,000 more than those of a high

school graduate.

Of course, you know that not all college graduates will get the same;

some will earn more, some less. Chance or luck, as you realize, can

play some part in what will be your lifetime earning level.

You have learned, I'm sure, there are some things you can do to help

affect how far up or down you will range from an average. Current

research gives you some helpful suggestions.- One of the most significant

findings is that your ability to convince others that you can do well on

a job will greatly enhance your prOgress.

In both my business and college teaching experience I have studied this

problem. Most college students, I have found, need help in presenting

their skills most effectively. This even applies to students of high

ability and achievement. If more effective techniques were used, more

job progress and satisfaction could be realized. This is suggested in

a study made by the placement bureau of a large university. The study

reveals that 2 out of 3 college graduates are not satisfied with their

first jobs. You realize that such dissatisfaction can bring about many

personal problems and waste of ability. Also, longer time is needed to

reach one's maximum earning level.

A good letter of application, experience has proved, can help you avert

such problems. So that we could consider how your abilities might be

more effectively presented in a letter of application, I would like

to have a meeting with you.

To arrange a convenient get-together, please telephone me at my depart-

ment office, Ed. 2-1511, Extension 220l. Ybu can call at any of the

hours listed on the enclosed card. Please let me know the time and day

next week that you would prefer to stop in at my office, Room 5 B, in

the Business Administration Building.

Sincerely'yours,

John M. Fohr

Instructor in Business Writing
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COLLEGE OF BUSINESS AND PUBLIC SERVICE

DEPARTMENT OF INSURANCE - LAW . AND REAL ESTATE ADMINISTRATION

letter type: I-C

Dear Mr. Smith:

If averages mean anything, when you complete your college education,

your lifetime earnings should be at least 81.1.3 ,ooo more than what you

w‘buld have earned as a high school graduate. That's quite a difference,

isn't it? .

Surely, you know there's going to be strong competition for good Jobs

and salaries . Not everyone will realize the same return from his " '

college education. Some will have better Jobs and more pay than others.

there will you stand in the ranks?

According to many studies, your dependence on chance or luck can be

reduced if you know how to sell your Job qualifications. Certainly, you

have learned that it isn't always the top people who get the best Jobs.

Often the reason this is.true, as may employers reveal, is that the

best qualified people don't always make the most effective display of

their abilities. It's like selling anything, merits must be made known

and proved. How would you present your personal merits and prove that

you have something of value to offer to an employer?

Ion know, I have seen some remarkable results with letters of application.

Many times, students who had given up on other means realised success with

letters of Application. Of course, such success requires thorough self- "

analysis. So that we could consider how a fuller measure of your abilities

can be realised in a Job letter, I'd like to have a personal talk with you.

Regardless of what a student's opinion had been, I have seldom talked to a

student who didn't have morefion the ball. than he realised--the trick is

finding how you can make the most of what.you have to offer.

To arrange a convenient get-together, please telephone me at w department

office, Rd. 2-1511, Extension 2201. You can call at any of the hours list-

ed on the enclosed card. Please let ‘me know the time and day next week

that you would prefer to stop in at w office, Room 5 B, in the Business

mu‘tion Building.

Sincerely yours,

John M. Fohr

Instructor in Business Writing
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COLLEGE OF BUSINESS AND PUBLIC SERVICE

DEPARTMENT OF INSURANCE - LAW . AND REAL ESTATE ADMINISTRATION

letter type: II~A

Dear Mrs Smith:

It's a proud feeling, isn't it~-to be a part of a great university? And

because you are a part, whatever fame or success that is attained by

Michigan State will always be shared with you.

The spirit and power of our university is, of course, its people-«you,

your fellow students, and your instructors are the core. Such spirit

and power will always be a mighty force as long as loyalty, pride, and

goodwill prevails in the hearts of every Spartan.

Just as "A person is known by the company he keeps ," so, too, the success

and achievements of those with whom you have shared your most memorable

experience will speak well of you.

The wellspring of what we are and can become flows from others; the

spring runs deeper during college life. Here we share a common life and

common problems. Because of this, the answer to many problems can best

be obtained from the people who are part of this life.

One big obstacle to the aspirations of many students is: how can they

more effectively present their Job qualifications to employers? As a

selected member of your college class, you can help your fellow students

realize their ambitions. You can do this by discussing with me whatever

plans or problems you might expect to have in “selling“ your services in

a letter of application. A study of such plans and problems, I believe,

will help us locate a pattern from which improvements can be made to aid

others.

Remember, any effort made for the happiness of others lifts us above

ourselves. Such effort is the golden chain bywhich we are bound together.

To arrange a convenient get-together, please telephone me at ny department

office, Ed. 2-1511, Extension 2201. You can call at any of the hours

listed on the enclosed card. Please tell me the time and day next week

you would prefer to stop in at ny office, Room 5 B, in the Business

Administration Building .

Sincerely yours ,

JOhn Me FOhr

Instructor in Business Writing
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COLLEGE OF BUSINESS AND PUBLIC SERVICE

DEPARTMENT OF INSURANCE . LAW . AND REAL ESTATE ADMINISTRATION

Letter types II~B

Dear Mr. Smith:

It's an evident" fact, as’you know, that world distances have shrunk

in-size. Speed which has narrowed space has also widened the scope

of other areas. Job opportunity for our college people is such an

area.

As you have learned, today there are a decreasing number of regions of

specialization. No longer, you find, are cars made almost entirely in

Michigan, textiles in New England, beer in Milwaukee, etc. Today our

college-trained people can seek jobs nearly anywhere.

As you realize, an increased span of job opportunity, however, does

not assure one of getting a desired job. Some means of contact is

needed. One consistently good method has been the use of job letters.

They can. cover a wider area of potential employment, at less cost,

than any other means .

Like other devices, job letters must be adapted to meet the demands

of modern developments . There is a difference in writing a letter to

a firm in California and one in your home city or state.

During my ten years at M.S.U., I have noted that many of our students

have difficulty in adapting their job skills to specific Job require-

ments. This, you can understand, means many lost opportunities for

otherwise able people. Such loss affects all of us.

Because the success of all our students is one measure of our University's

quality 'and prestige, it behooves us to seek improvement. is a typical .

member of your college class, you experience the problems of your class.

Thus, your knowledge of these problems and whatever ideas you might have

about writing job letters could help us better adapt the job skills of

our students to new changes.

To arrange a convenient get-together, please telephone me at my depart-

ment office, Ed. 2-1511, Extension 2201. You can call at any of the hours

listed on the enclosed card. Please let me know the time and day next

week that you would prefer to stop in at my office, Room 5 B, in the

Business Administration Building.

Sincerely yours ,

John M. Fohr

Tna+men+nn 4n neea'Iv-aaaa LIm-IJ-q'n—



MICHIGAN STATE UNIVERSITY mums... 122

 

COLLEGE OF BUSINESS AND PUBLIC SERVICE

DEPARTMENT OF INSURANCE - LAW - AND REAL ESTATE ADMINISTRATION

Letter type: II~C

Dear Mr. Smith:

How many of your classmates, do you think, will know what they will be

doing or where they will be five years from now? If we had better control

of the future you could better answer such questions.

In our so iety, as you know, the current of life moves swiftly, and

rapid change is an accepted part of life. Because we are closer together

than ever before, working together and fitting ourselves to new demands

is more important than ever. ‘We must move tOgether with the flow of

progress or be swept away.

Cur economy constantly changes: plant shifts, expansions, declines,

mergers, etc. Out of these changes emerge changes in job opportunities.

Obviously, since we can't be everywhere at the same time, there is a

limit to the jOb opportunities which can be considered. That is, unless

we use job letters, which because of their flexibility can present our

work qualifications in any number of opportune places at the same time.

Yes, a job letter can be a highly successful means of job contact for

our students. However, improvements are needed. ‘We need to know more

about our students' difficulties in adapting their qualifications to job

requirements or changed conditions. Here cooperation is the key which

can unlock the door to new job opportunities. You can provide such a key.

What you know or don't know about job letters can help fill the gaps in

what must be done to gain greater effectiveness. A personal discussion

with you would help us realign our sights.

To prepare for the future, we must know the best direction. Your coop-

eration can help us find this direction and assure continued progress.

To arrange a convenient get-together, please telephone me at my depart-

ment office, Ed. 2m1511, Extension 2201. You can call at any of the

hours listed on the enclosed card. Please let me know the time and day

next'week that you would prefer to stop in at my office, Room 5 B, in

the Business Administration Building.

Sincerely yours,

John M. Fohr

Instructor in Business Writing
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CARD ENCLOSURE USED WITH LETTERS

 

 

Please telephone Ed. 2~1§11, Extension 2201

at any of the following times:

ManW d Friz 9~10, ll:lS~l:OO, ZSISHSSOO

Tues &.Thurs: Any time from 9 to 5 PM

(If more convenient to you, you can stop

at my office at any of these times to

arrange an appointment.)

My office, Room SE, is in the north end of

the Business Administration Building.

John M. Fohr
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INTERVIEw SCHEDULE FOR

TYPE I LETTER RESPONDENTS

Sample Number:

letter Type:

College:

Marital Status:

A. Introduce self.

1el. Request respondent‘s name, college, and marital status

(serves as check on above Student Directory data).

B. Discuss objectives of interview:

C. Refer to tape recorder:

2-l. “So that I can identify this recording, your name again, is:

3-1. 'Hhat did you first think about the letter I sent to you?"

3-192. "what made you feel that way?“:

3-2. |'Do you think you would have come to this interview if you had

received the letter from someone in another department of the

University--someone not directly engaged in business letter

'writing?':

3-3. "Did you notice the title of the writer of the letter?“:

h—l. "Have you thought about how you will look for a job when you

leave the University?":



h-Z.

5-1.
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h-l-Z. (If reply is "yes“ to h-l) "What means have you

considered?":. . .

h-lo3. (If reply is "no" to h-l) "Is there any reason why you

haven't thought about looking for a job?"

(If not included in h-lr2) “Had you given any consideration to the

possible use of a letter of application before coming here?":

”Assuming that you had occasion to use a letter of application,

what do you think should be first considered before you write

such a letter?“:

\

“What do you consider your principal personal qualification

for a job?":

"Education?“--training:

EScholarship?“--grade point average:

IfWork experience?“--amount and kind:

“Extracurricular activities?“--number of organizations,

participation as a member, officer, special project activity,

etc.

“Other?":

"Since you believe that your is your principal

personal qualification, how do you think you might handle this

to your best advantage in the 1etter--that is, what would you

say about it, where would you place it in your letter?“:
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5-3-1. “To give you a better idea of what I mean, let us compare

the letter I sent you with our present problem. Let's see

if we can dig something out of that letter to demonstrate

the principle we are talking about.u (present copy of

letter sent to respondent) -

Was there anything in this letter which particularly

induced you to see me?“:

5-3-2. “What impressed you about that point?“:

S-h. "Now, for purposes of comparison, in what way or ways should a

letter of application be different from the letter you received?":

S-h-l. (If not stated in S-b) "Why?":

5-h-2. “In what way or ways should a letter of application be

the same as the letter you received”:

5-h-3. (If not stated in S-h-Z) "Why?“:

D. (g1; recorder 2g) "Now let us see what kind of letter of appli-

cation we can put together by considering what has been said about

the writing of the Job letter, job qualifications, handling of a

principal qualification, and the contrast between a job letter and

the letter you received ."

.art(St recorder) "By the way, in the letter you received, was

there any word, phase, idea, or part which by itself had a special

effect on you”:

I
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6-1-2. "What was it about that (word, mrase, idea, part, etc.)

that caused you to feel that way?“:

6-1-3. nDid that in any way affect your attitude toward the

letter as a whole?":

E. (Cut recorder 9_f_f_') Discuss the need for care in avoiding negative

connotations in job letters.

7-1. “What is your main impression of what has been said or done in

this interview about letters of application”:

8-l. |'Other than in this interview, have you discussed the writing of

letters of application with any other teachers at 1611 since you

have been here?":

8-1-2 . "From whom?“ :

8-1-3. I'Has your father ever talked to you about the possible

use of a letter of application”:

8-l-h. "What kind of work does your father do”:

F. ”Your answers have been very helpful in giving me a better idea

of how-I might improve at least one means of assisting people in

getting Jobs so that they may make the best use of their education

and experience. I plan to make a report which will incorporate

your suggestions, ideas, and problems in writing Job letters.

I, also, plan to prepare a publication in writing Job letters

especially adapted to our students. This publication will be

available to any Michigan State University student. If you wish,

I will be glad to send the publication to you when it is completed.

Thanks again for your help.
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INTERVIEW’GUIDE FOR

TYPE II LETTER RESPONDENTS

Sample number:

Letter Type:

College:

Marital Status:

A. Introduce self.

l-l. Request respondent's name, college, and marital status

(serve as check on above data from Student Directory).

B. Discuss objectives of interview:

C. Refer to tape recorder:

2-1. “So that I can identify this recording, your name, again, is?:

3-1» What did you first think about the letter I sent to you?

3-122. "What made you feel that way?“:

3-2. I'Do you think you would have come to this interview if you.had

received the letter from someone in another department of the

Universityh-someone not directly engaged in business letter

writing?:

3-3. IDid you notice the title of the writer of the letter?“:

h-lt "Have you thought about how you will look for a job when you

leave the University?“:



h-Z .

5-1.

5-2 .

5-3 .
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h-l—2. (If reply is "yes" to h—l) "What means have you

cons idered '1’" :

14-1-3. If reply is "no" to h-l) I‘Is there any reason why you

haven't thoughtabout looking for a job?":

(If not included in 14-1-2) "Had you given any consideration to the

possible use of a letter of.application before coming here?“:

"What should be considered first before a letter of application

is written”:

”that would you consider your principal personal qualification

for a job?“

“Education?“«training:

“Scholarship?“«grade point average:

|L'Work experience?“--amount and kind:

{Extracurricular activities ?“--nunber of organizations,

participation as a member, officer, special project activity, etc.

"Other?" :

“Assuming that (Qualification mentioned _in 5:2) is an applicant's

principal qualification how might this be handled to the best .-

advantage in a letter of application-~that is, what should be

said about it, where ought it be placed in the letter?“:
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INTERVIEM'SCHEDULE FOR

TELEPHONE INTERVIEWEES

Sample number:

Letter type:

College:

Marital status:

 

A. “May I please speak to Mr. ?"

B. EThis is John Fohr, an instructor in Business Administration at the

University.

C. "Mr. - ' , I'm doing a follow-up on a letter I sent out last
 

‘week requesting selected seniors to help provide me with information

that could be used to improve the job~getting effectiveness of letters

of application."

l-l. "Since you were one of a very limited group to whom I sent such

a letter, I'd like to know if you received the letter?":

1-1-2. (If "No“) “Do you recall seeing an envelope with an

Insurance,.l.aw, and Real Estate Department designation”:

1-1-3. (If response to 1-1-2 is negative) Well, since something

apparently went amiss, would you please call me at

Extension 2201 if you receive such a letter so that I could

have a record of the mailing."

l-l-h. (If "Yes" to 1-1) "Mr. , even though an interview

has not been arranged for, I'd like to ask you a few

questions about your Job plans and the letter. Because

you are a member of a higily selected group of seniors

that I'm studying, your frank answers would very importantly

contribute to the study»

“Mr. Doe, did you carefully read the letter?“:

1-1-5. (1: "no") Was there any particular thing about the letter which

caused you-to review it only briefly”:

l-l-6. (If "yes“ to l-l-S) "What was your feeling about that?“

‘ a



1‘2 0

1‘3 0

2‘1 0
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(If "yes“ to l-l-h) "Do you recall the request of the letter?“:

l—2-l. “What did you think about the request?“:

"Do you recall any other particulars about the letter?“:

l-3-l. "What was your reaction to them”:

l-3-2. "Did this reaction in any way affect your feelings, attitude

or decision with respect to the whole letter”:

"Do you believe that you would have been more interested or

responsive if the letter had been written in some way other than

the way it was written?":

“that type of work do you plan to do?":

2-l-l. (If student doesn‘t know) “Would you consider the type of

work your father does?“: (If student knows type of work he

wants to do) "Is this work similar to your father's Job”:

2-1—2. "Have you thought about what means you will use to get

a job”: ,.

2-1-3. ”Have you considered a letter of application”:

2-l-h. (If "no") "Why not”:
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3‘1. “What do you-consider your principal qualification for a job?":

”Educationu

Work experience“

“Grade point average-what could we do with this?"

IA'Extracurricular activities“

D. For the purpose of this follow-up, you have given me some helpful

information which should .be of great value in this study. Thanks

for your fine cooperation.
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CODING

Respondent Schedule

Column 1: "What did you first think about the letter I sent to yen?"

Categories

Code
 

O ; Reaction to content (as guide to future action):

Sub-categories : 6

Offer of personal help--

Wanted help or information

Never heard of such an offer

This is what I wanted or was looking for

Something quite necessary

Good idea . . . wouldn't cost me anything

Wanted to know something about letter of application (L.A.)

Wanted help for self and boy friend

Chance to help others--

Thought I could help you (investigator)

Could help the University

Help other students

Help to myself__and othe____r_s_ (not boy friend, husband, wife, etc.)

1 Reaction to media:

Sub-categories :

Aroused curiosity," attention, interest--

Wondered why you'd go out of your way to help

Thought I was introuble with the University

Thought‘someone else told you to help me

Suspected it was 'a study, survey, experiment, etc.

Personalized appearance or tone--

Wasn't a form or mimeographed

Personally addressed to me . . . was intended for me



1’48

Unnatural style--

Overemotional or too sentimentalj

Unlike writer's (investigator) style

Too gushy, slushy, flowery

Didnflt know what was going on~-what!s this?

Column 2: Derived from question in column 1 as a secondary or additional

response. Termed “Secondary'Reactions-style factors"

Categories

Code
 

0 IResponse to style factors:

Sub-categories:

Tooqindirect

Personal style--

Friendly, sincere, warm

Interesting

‘Well-organized--

Good structure

Clear and understandable

Logical treatment

Got to the point

Too affective-

Overly emotional

Exaggerated

Far-fetched

Sales pitch

1 Response to personal factors:

Sub-categories:

Made me think of myself

One of my professors recommended that I accept offer



lh9

Seniors get all kinds of letters

Help offered

If I had received a :phone call I'd been more interested

Thought I was in trouble with PBU

Wife wants to go to California

Friend got the same letter

2 No further comment about first reaction

Column 3: Attitude toward Letter of Requestwfirst reaction.

(Use listing in Column lu-"First Reactionn as basis for

determining attitudes)

.. Categories

 

O Favorable

In all cases in which help for self or others is indicated.

Impressed by personalized appearance or tone.

1 Unfavorable

Trouble with the University (initial reaction)

2 No indication (of reaction)

(In those cases where the context of answer did not suggest attitude of

reader, respondent was asked what his attitude was-w-please note parenthe-

did after certain replies in the listing.)

Column 3: Principal appeal of letter of request.

Categories

Code

0 Reaction to content (as a gu_i_de to future action)

Sub-categories :



1.50

Help to me .

Helpgto others--

To the University

Self and others

Help to writer

Help to somebody

1 Reaction to media

Sub-categories :

Personality or affective aspects of letter“

Sincerity or friendliness of letter

Interest aroused or shown ' '

Positive interest in quotations or affective tens and thrases,

e.g., "gold ore," “fuller measure, etc.,n "mousetrap,"

Wellspring," "obstacles,“«reference to- loyalty, pride, etc.

Liked use of personal pronouns, e.g., “as you know, etc.

Informality of letter .

Negative effect--

Overemotional or dislike of affective aspects-fitness, tern,

" etc.

Suspicious of writer's motives

Logical aspects or structure of letter--

Main emphasis on conviction, proof

Use of L1. as means of contact

Remarkable results, success, or value of L.A.

Like factual approach

Good organisation

Adaptation

“Two out of three students dissatisfied"

Monetary or competitive advantage--

Competition with others

Salary differences

Money angle ($113,000)



151

Column 5: "In the letter you received was there any word, phrase,

idea, or appeal which by itself had a special effect on you?"

Categories

Code
 

O Liked affective elements

. Sub-categories:

Affective--

Quotations

Personal style or words

Competition (fear, security, insecurity, desire to excel)

Emotional aspects-~loyalty, pride, etc.

Chance and luck

Sell self

1 Liked factual elements

' Sub-categories:

Offer of proof, conviction, value

Improved _techniques of writing

Research findings

Provide Job opportunity

Monetary gain*

Reference to California

Adaptation ‘

Importance of L.A.

Success of L.A.

2 Negative reaction or no singuég impression -

Negative reaction to affective elements (See 0 above)

No singular impression--came because of help

Negative reaction to factual elements (see 1 above)

 

fRegard as affective if affective effects are indicated.
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Column 6: "Of all the things we have discussed and done in connection

with letters of application, what is your main impression?“

(Purpose: determine what has helped respondent most in '

getting a better understanding of letters of application.)-

Categories

Code
 

0 Organization of letter of application

Sub-categories:

How to organize L.A.—m

Integration of personal and technical qualifications

Planning of L.A.

Systematization

Proper balance “

Specific treatment of qualifications

Treatment of eccperience (relate technical experience to

‘ requirements)

Adaptation

Review of sample letters of application

1 Treatment of personal factors

Sub-categories: .

Job value of non-technical qualifications--

Value of non-related experience

Value of personal qualifications or traits

Personality

Positive approach--

How to sell melf

Confidence in self

Use of "you“ approach

Treatment of negative factors--

How to handle low grade point average

How to handle lack of related experience

How. to avoid bragging, boasting

 

*Interview of no help (only one such respondent--list as e)
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Colmm 1: What kind of work does your father do”

Code

0

1

(Purpose: determine socio-economic status.)

Categories

Upper Upper-Lower Upper:

Major executives of large business organisations (Pres. , Vice-Pres.)

Owners of large business organizations

Sales executives of large organizations

Executives of large division or departments of large organizations

Upar Middle-Leger Middle:

Minor executives of large organizations (Sec. Treas., Hanagers, etc.)

Professionals (physicians, college teachers, engineers, C.P.A., etc.)

Semi-Professionals (technical or commercial consultants)

foicials (union officer, director of state or federal agencies,

officer of other government agencies or institutions)

Owners of medium-sized business

Farm owners

may

Skilled workers

Salesman and'clerks

Feremen'and supervisors (production and personnel)

Owners of small business.

High school and .llsnsntary teachers

l] r- er- er er:

Semi-skilled. .wcrkere

Operatives

Unskilled workers and laborers

 

51.. indicated.
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C®ING

Telephone Interview” Schedule

Categories

Code
 

0 Reaction to content (as a guide'to possible action)

Submcategories :

Impressed by offer of personal help--

Too late to help me, but liked offer of personal help

Wanted appointment

Saw it as a personal service

Gratifying that a teacher would make such an offer

Helpful to otherseu

Should help a lot of people "

Too late to help me, but helpful to others

1 Reaction to media

Subu'categories :

Aroused curiosity, attention, interest--

Why was I singled out, or selected?

Puzzled by typed 'form' letter

Suspected it was an experiment, study, etc.

Wondered why I got letter, have a Job

Thought writer was trying to set a special course

Unusual interest in students ,

Wondered or surprised I got letter, you're in another-college

letter got my attention and interest

Personalized appearance or tone--

Surprised to receive typed letter

Looked personal, wasn't routine

latter was different .

Interesting letter, sounded sincere



Column 2:

Cod
 

6

155

Too unnatural or affectiveme

Thought you were trying to sell me something

Gimmick, high pressure

Hearts and flowers stuff, gushy

Thought letter was a joke

Surprised to get 3that kind' or ‘type' of letter

'Gungdufl stuff - - -

Too emotional

OtherwwDidnlt read letter carefully, going to grad school;

letter artfully designed, good persuasions'well organised,

natural flow; Didn‘t knOW'hOW I could help or be helped;

letter was somewhat circumlocutious; good letter

“Do you recall any other particulars about the letter?"

and "What was your reaction to them?"

(Purpose: Determine reaction to the selected aspects of the

letterm~other than first reaction to letter.)

Categories

0' Liked affective elements

Sub~categories3

Impressed by offer of help

Impressed by offer of help to others

liked personality or affective aspects of letter--

Sincerity or friendliness of letter

Positive interest in quotations or affective terms and°

phrases, e.g., “gold ore,“ “mousetrap,” "wellspring,"

"obstacles," etc.

Competition (fear, security, insecurity, desire to excel)

Personal style, form, or wording

made one feel.kindly toward the University

Letter showed an interest in me

Came from a department of the University
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l Liked factuali logical, or structural elements

Subacategories: -

Main emphasis on proof, conviction, factual approach

Good organization or good presentation of facts

Easy to read

Help with writing techniques

Importance of letter of application

Monetary gain

Reference to 'Calfiornia'

Jdb opportunities

2 Negative reaction

Subwcategories:

Negative reaction to effective aspects“-

Overemotional, flowery, poetic, gushy

Dislike of affective aspects, phrases, terms, etc.

Can‘t identify with 16me loyalty, pride, etc. in LBU

,Too - much “ togethernes s 9

Negative reaction to structural aspects--

Letter too long or too much buildup .

Other negative aspects--

Can't see any value to business letter writing

Dontt think I could help other students, don't remember

particulars

Trying to organize special class

*No comment--only one .

Column 3: Attitude toward letter based on combined review of Column 1

and Column ‘2. (How particulars affected attitude toward

whole letter.) _

Categories

«la-Read both listings, based Judgment on strongest attitudinal direction.
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Code
 

O Favorable

l Unfavorable (if one statement in either listing is predominately

unfavorable and the other statement is favorable-é

indicate an unfavorable attitude.)

2 No indication or indefinite commitment on attitude.

Column Q: "Do you believe that you.would have been more interested or

responsive if the letter had been written in some way other

than the way it was written?"

Categories

Code
 

O No, wouldn’t change

Submcategories:

Wouldn‘t have made any difference

If you.could be as convincing or interesting in another wayb-yes

'Wish I could have written that way

1 ‘Would change

Sub-categories:

Would suggest structural change--

Cut down on length

Less detailed

Mention Objective in first part or lead

More direct, concise

More specific about setting a time for interview

Identify source of letter

Reorganization of parts of letter

Prefer more reserved, factual, or logical style or emphasis--

Omit quotations and affective elements

Omit pride, loyalty, etc. references

Less 3 ant iment

More meaningful if written in any other way



Limit to reader interests and needs--

Avoid group appeal

Stress benefits to reader

Uncertain about change or don't know

*No comment--list as a» (only 2‘students)
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