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-,Tj^ j& FORKNER SHORTHAND

6 - Q - 7") PREFACE

FORKNER SHORTHAND has utilized in its construction and development the major researches in vocabulary, speech

sounds, letter frequencies, and machines which actually measure the writing time of longhand and shorthand symbols.

FORKNER SHORTHAND is designed for speeds up to one hundred twenty words a minute. Research studies have

shown that office dictation rarely exceeds one hundred words a minute. Where higher speeds are required dictation ma

chines of the recording type and shorthand machines are rapidly becoming common.

The high percentage of failures in learning the typical symbol systems is due largely to the inability of most students

to learn symbols and to be able to write them rapidly. Failures are also due to the inability of many students to memorize

brief forms and shortcuts. FORKNER SHORTHAND capitalizes on the fact that the student already writes longhand. The

simplicity of the system leads to rapid learning.

FORKNER SHORTHAND has been developed on the logical premise that it is a waste of time and a burden on the

memory to learn shorthand characters for sounds that can be rapidly and easily expressed by longhand characters which

the learner can already make at high speeds. Where longhand characters are complicated or require a number of strokes

to write, a symbol has been substituted. The symbols are those that the student already knows, such as the dash, the hy

phen, the apostrophe, and the comma.

One semester in day or evening classes is sufficient for most students to attain employable skills provided they know

how to typewrite well when they begin the study of FORKNER SHORTHAND.

The text is divided into two parts. Part I presents the principles of the system, together with extensive dictation and

transcription practice. The first business-letter dictation begins with Lesson 5 and continues in every 4th or 5th lesson

throughout the text. On the completion of Part I the student has a writing vocabulary of over 2000 words.

Part II contains a series of business and personal letters for advanced dictation and transcription practice. These let

ters provide new vocabulary practice. When Parts I and II are completed the learner has a shorthand vocabulary of over

3000 of the most commonly used words in business. Reliable estimates indicate that familiarity with these 3000 words pro

vides the stenographer with 97 per cent of all ordinary dictated words.

A mastery of the rules and vocabulary of Parts I and II makes it possible for the shorthand writer to handle simple

business letters as well as technical dictation.

The last section of the text contains a vocabulary with shorthand outlines of 3000 most-used words plus additional

words used to illustrate the principles of the system.
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INTRODUCTION

Since writing was first invented, man has attempted to develop systems of taking down the words of others as rapidly
as they were spoken. Many of these attempts have been highly successful and their inventors have contributed much to
man,s progress in the field of rapid writing.

With the development of modern recording devices, which not only reproduce the speaker,s voice but also his points
of emphasis, the need for thousands of hours of study to become a verbatim reporter has practically ended. The business
man, however, still needs someone in his office to take care of callers, file his correspondence, keep his appointment calen
dar in order, and answer his telephone. If he can employ a stenographer to do all of these things and also take and tran
scribe his letters he will often use shorthand in preference to other methods.

Thousands of young people and adults begin the study of shorthand every year. A large percentage of them never be
come able to take dictation at business speeds because of the necessity of learning a new language. For too many this
proves to be either too difficult or it takes too long.

After a number of years of intensive research and experimentation the author of FORKNER SHORTHAND has de

veloped a system of writing that is based largely on what the learner already knows ૲how to write longhand.

FORKNER SHORTHAND is a scientific combination of longhand letters and a few symbols to form a system of rapid
writing. The fact that longhand letters are used for writing most words makes it easy for the student to learn to write
FORKNER SHORTHAND rapidly and to read it readily. The student no longer must read in one language and think in
another. He no longer needs to memorize long lists of abbreviations represented by symbols. The teacher no longer needs
to spend long hours learning the system before he can teach it. FORKNER SHORTHAND is based on what the learner al
ready knows, and by a gradual process of simple learning steps he rapidly becomes able to take dictation at business
rates. The teacher learns the system as he teaches it૲it is so simple.

A large number of dictation tests were given to high school students and adults to determine how rapidly different
people could take dictation in longhand. With very little practice, many could write at forty words a minute or better.
FORKNER SHORTHAND requires about one-third of the motions used in writing longhand. Therefore, it has a potential
rate of about three times one,s longhand rate. Many have found it easy to reach rates of 120 words a minute.

FORKNER SHORTHAND is the first shorthand system to utilize what is known about how people develop skill in
taking dictation and in transcribing. Students take dictation and transcribe business letters from the first week. Theory is

not separated from practice but instead it is woven into the learning steps.

Each lesson that presents principles consists of reading exercises that are designed to help the learner to discover
principles for himself instead of the traditional plan of having the student learn the rules and then to attempt to put them
into use. Immediately following the reading exercises, the student compares his discoveries of principles with examples
that illustrate the principles and give further practice in fixing the principles in mind.

Vocabulary review and vocabulary building lessons appear frequently throughout the text. Many of the words that
appear in the lessons are used in speed-building business dictation and transcription lessons that appear after each fourth
or fifth lesson. These dictation and transcription lessons are designed to develop high transcription and dictation rates.

Vocabulary. The root of every word that appears in the text is shown in the vocabulary section beginning on page 85.

In many cases the word-endings such as plurals, past tenses, ly, tion, er, and lng are also given. This list contains the

root of all the first 3000 most-used words, plus a number of additional words to illustrate the flexibility of FORKNER
SHORTHAND for technical types of dictation.

Summary of Principles. Immediately following the vocabulary at the back of the book is a complete list of the prin

ciples of FORKNER SHORTHAND. This list is presented for the purpose of ready reference for the student. It is not in
tended as part of the lessons nor is it intended that the student will memorize it.
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The organization of the lessons is the result of intensive research and experimentation in the field of learning. The
student will soon discover that he can learn the system with little effort. Each step in each lesson is so clearly stated and
carefully illustrated that there are no unanswered questions.

Part I of the text is organized on a cycle plan as follows:

1. Several theory lessons are presented in each cycle, each of which contains sentence dictation material for study,
transcription and dictation practice. Each of these Reading and Rule Discovery lessons should be practiced until the
student can take them at from sixty to eighty words a minute. The materials are marked off in units of twenty stand
ard words. A standard word contains 1.4 syllables.

2. Vocabulary Building and Review lessons are then presented that further develop the principles and increase the writ
ing and reading vocabulary.

3. Business Dictation and Transcription Skill-building materials then follow. These materials contain only those words
that have been introduced previously.

This cycle of lessons is continued throughout the seventy-three lessons of Part I.

Each lesson is introduced with specific instructions to the student. Experience thus far has shown that the best re

sults are achieved when these instructions are followed in detail.

It is desirable for the student to have the use of a typewriter from the first lesson if at all possible. Best results are ob
tained when the student can type well before he begins his shorthand studies.

Schedules. The lessons in Part I are designed to be completed in approximately fifteen weeks. Plan to cover the cycle
of the Reading and Rule Discovery lessons, the Vocabulary Review and Drill lesson, and the Speed-building Dictation and
Transcription lesson in one week. This schedule is flexible and can be altered to meet the ability and time allotments of
the student. Many of the most able students will not need to go beyond Part I in order to hold beginning stenographic jobs.

Part II of the text, as discussed in the Preface and in the Introduction to Part II, on page 75, is designed for those

who want more extensive dictation and transcription practice. Part II could well be integrated into a second semester
combination of dictation-transcription development and secretarial practice. If this plan is followed, the student will, at
the end of thirty-six weeks, be comparable in secretarial skills to those who study traditional shorthand systems for four
semesters plus a semester of secretarial practice.

FORKNER SHORTHAND makes it possible to learn a shorthand system which can be used in business and still have
time in the high school or college program for the general education and academic courses that are needed. It is no longer
necessary to take two full years to learn shorthand.

For best results, the instructions given at the beginning of each exercise should be followed. In all note-taking, the
student should begin to use what he has learned along with his regular longhand notes. This will assist him in becoming
thoroughly familiar with the system in a short time.

The Author
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SIMPLIFICATION OF LONGHAND LETTERS USED IN FORKNER SHORTHAND

(When longhand letters are written, they are simplified as shown below. )

Used as an Used in the Used as a Used
Initial Letter Body of a Word Final Letter Alone

a

b

c

d

g

h

t (cross
omitted)

y

z

ez, /cl /Q. a

A A I ૲A_
c /C /£ C_

j£ aL <&L

i (dot £ ^ Z.
omitted)

J (dot

komitted) _i ૲IA _JL
i

+૲ -h- -f- ૲t-
_k °A J! b_

-f ૲fi~ ~£~ ૲t

m 222 OR 021 22L

n yj m. m 2L.

o cr sT rt 0

~lf -^k૲ ૲t ૲Tf--t૲ ~f૲ ૲1૲ ૲r
r £l. <Q* A /)

^. <&l A A.
.L _^ _^L L

v or nr v_

jl ak Ok a_

f૲ ૲¥૲ ૲f૲ ૲+,૲ _t૲ -1૲ ૲7-



FORKNER SHORTHAND
PART I

LESSON 1

FORKNER SHORTHAND is easy to learn because it makes use of already familiar longhand letters of the alphabet,
combined with a few new shorthand forms.

All shorthand systems depend largely upon sound instead of spelling. Listen for the sounds and then write what you
hear. For example, the word know is made up of two sounds૲n and o; the word laugh is made up of three sounds૲1, a,

and f. Write only these sounds.

Avoid all extra lines and strokes that most people use when writing longhand. Thus, instead of writing /cis for a,

when this letter is the initial letter or stands alone, write GL . Instead of writing -£. for f, when this letter is the
initial letter or stands alone, write /- . Instead of writing /0-- for g, when this letter is the initial letter or stands
alone, write only q . Note that the beginning and ending strokes are omitted. Do the same for all letters. In the ex

amples given on the following pages, unnecessary strokes are omitted.

Most students write much more slowly than is necessary for good writing. Also nearly everyone can improve the
quality of his handwriting. Since this system of shorthand is mostly longhand, it is necessary to increase your normal
speed of writing as well as to be certain your writing is clear at all times.

As a first assignment, write the letters of the alphabet as you normally do. Have someone time you to see how many
of the letters you can write in one minute by writing each letter separately from the others. Now try the same exercise
again to see how many letters you can write in one minute when you join the letters. Practice this a little each day to see

if you can double your original speed.

As a second assignment, write each of the letters of the alphabet separately and avoid putting beginning or ending
strokes to the letters. An easy way to write the letters of the alphabet, when they are used in FORKNER SHORTHAND,
is shown on the opposite page. Practice this exercise each day for two or three weeks until you break the old habit of
writing extra strokes.

You will notice as you learn this system of shorthand that the sounds of the letters a, o, u, and short 1 are represented
by symbols instead of being written in longhand. This was done because research showed that most of these letters take
too long to write and they occur very often. As you become familiar with the system you will often not need to write the

symbols because the meaning will make clear what the word is. But the symbols are useful when you wish to make sure
you can read a word that is not familiar to you or when you need to write a list of items.

As you become skilled in writing FORKNER SHORTHAND you will discover that you can easily recognize many
words without their vowels, even when the vowels are sounded. You will find it advantageous to write only the parts of
the word which are essential to rapid reading. This principle is followed in this text.

A few common words make up a large percentage of all words used in business. Abbreviations are used for many
common words to save writing time. For example, the word can is abbreviated and is expressed by the letter c, thus C
When writing FORKNER SHORTHAND you will use the ordinary abbreviations that you already know for the days of
the week or months of the year, except that you will not use capital letters as they take too much time.

Capitals are not used in the ordinary sense. Write small letters at the beginning of sentences because they are faster
to write. In some cases capitals are used to represent combinations of letters.

1



READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word. For example, in the first two sentences, you discover
the following:

The word da is expressed by the letter d tZ
The word you is expressed by \
The sound of o. is expressed by }
The ordinary question mark is used except the dot is omitted r
The word can is expressed by the letter c C
The pronounJJs expressed by a small undotted i c
The sound of a.is expressed by

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

d Y). n. / P n i c., c i p \ f i c p n . a
Do you know? Can I pay you? I can pay you. Do you know I can pay you? I know I can

d \ r-
; \ C p' ? i C /Ut N . C \ sdJ ? C s p?
; it ? i

pay. Do you know you can pay? I can see you. Can you see? Can you pay a fee? I

c p' ' Li. d \ r)' s c p' ; Lt ?

can pay a fee. Do you know you can pay a fee? (38 words)

Note: The sm.ll raiaednumbersmark thedictationoff in group, of 20Btandardwords,or 28syllables.To dictateat 80w. p. m. dictateeachgroup in IB
second.,to

dictateat 100w. p. m.dictateeachgroupof 28syllablesin 12seconds.

WRITING PRINCIPLES

Punctuation Marks The question mark is used without the dot^The apostrophe, when needed, is written **

Shorthand Forms
a

e

I

w ritten above the line: aid d
u, oo

soft s and soft c

Abbreviations

All sounds of a are expressed by
pay p' delay ~dl' laid JH
All sounds of e are expressed by the letter e: deep dtf> fee U

The pronoun I. is written with a small undotted i. t-

All sounds of o are expressed by , on or below the line: odd >
d

known nsn know n, office ,^a
Note: Tne word office is an example of the principle on page 1 that
vowels may be omitted, even when they sound, if the word is
easily recognized. In office, although the i. sounds, it is omitted
because the word is often used and easily read without it.

All sounds of u and double o are expressed by ^ written downward,
on or below the line: up vo noon ivn

When the letter p. occurs at the beginning of a word, start below
the line and write upward thus: p

All sounds of soft s and soft c. are expressed byj>.: see-^raceAd

Words that occur over and over again with great frequency are
abbreviated to save writing time: can c you \ a"1 do d.



LESSON 2

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

'
t />' v

7

/r\
'
t

/>
'

s ? C K p
'

<

* y C p
'

s

May I pay you? When may I pay you? Can you pay me more? We can pay you more.

i yd 2c I p* \ L yd Xc I

n?
. d \ tc i ytc

? / n

I would like to pay you more. I would like to know. Do you like to work? Will you

work for me? I will work for you. Will you pay me for my work? (37 words)

Shorthand Forms
m

w, wh

awa

long i

t

hard c and k

Abbreviations

WRITING PRINCIPLES

The m sound is expressed by a long dash parallel to the line of
writing: may

' room /i_૲

The w and wh sounds are expressed by a dash written upward

through the line of writing: we J work svc when /n why a.

When words begin with the combination of awa, as in await, two

symbols for a
. are used: await "
/

awake "c away "

aware "
n

The long sound of .i
. is expressed by the regular letter i. without

the dot: item U૲ fine iCr\ my ૲ i

The letter t
^ is written without taking the time to cross it: cut cX

time U.૲ yet ui

The sounds of hard c and k_are expressed by the letter c:

could od like 32c work /k/
to / will/ like £c more forj

USING VOWELS

One of the important features of this system of shorthand is its flexibility in the use of vowels. That is why the vowels

a
, short

i^

o, and u are detached.

This system makes it possible for the writer to insert the vowel or omit it, depending upon his familiarity with the

words he writes. Thus when writing familiar material the writer can attain high speeds because he does not need to write

the vowels.

When words are presented in list form in the lessons or in the vocabulary at the end of the text, the vowels are

usually inserted. Vowels are usually omitted, however, in the sentence material if the words can easily be recognized by

their use in the sentence.



LESSON 3

READING AND RULE DISCOVERY EXERCISE

(1 ) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

/ n ^J J
૲f? i -d I aJ j -?. i cxi xJ x2૲ j s . i od d

Will you sell for me? I had to sell for her. I could sell some for you. I could do

h. h
^d

cJ - ^f. h' cJ AJf x2૲ I
A. t y

f>
-

s / A*

this. This would cut the sale. They could sell some for us. I will pay you to sell

<i__ j ૲e. i

Tf>

i c ૲c
?

*!?. V /૲ xl-

଀
/ s c.

some for me. I hope I can make a sale. Sell them some, if you can. (37 words)

WRITING PRINCIPLES

Punctuation Marks When the comma is written it is circled <*

Shorthand Forms

K

th

short i

Abbreviations

The sound of .h rarely occurs except at the beginning of words.
The h

. sound is expressed by a short dash ૲ joined to the letter
it precedes, hope

-jy>
had -U her -i

The sound expressed by th is written by combining the t and the
૲ as follows, h or + , whichever is easier: this Aofothey h't,
them

The short sounds of j.are expressed by written above the line:

fit U bit IM if ଀
[ ill / illness Vru> mill ૲<

V

make
૲

c us -<5

The mark for h is used to express the word the ૲

VOCABULARY BUILDING

Vocabulary building exercises appear frequently throughout the text for the purpose of increasing the writing and

reading ability. These exercises consist of those words that are frequently used and which do not appear in the dictation

exercises in the various lessons, or in the vocabulary drills.

Vable

across c/oi

aim

assume xl

ate '/

auto «
,

avail /in

black IrlJc

blue tf

coal c/

leave Jews

life JL
j

light id

lit h

sight aJL



LESSON 4

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

a

aid a
am ૲-

are A

as la

away »

can

case

c
-

CO

could od

cut \

dear duiA

deep dtfo
delay o(JJ

do d
fee V
few V
fine h
for i
I i

ice u
if i
in n
is a

U i
know n-

knowji Yvn

like
make

JU

may ૲૲

me e

more -

my 1

noon rvm

odd 4
office

>
fr

paid aA
pay P

room s

run /up

sale XI too /N

see M UP xy
O

sell A* US yd

sir AA we i

some N well /
that h t when Z71

the ૲ why A
them r૲ t_ will /
there h £. with /*"
they r-

' t work /*
this h &

,

wOUld y<A

time Lc- yet uJ.

to L you n

SAVING TIME BY JOINING WORDS

When taking dictation, the stenographer can often save a great deal of time by joining common words instead of lift
ing the pen after each word. In the letters that follow there are a number of instances in which time can be saved by join
ing words. This is called "phrasing." Practice the phrases below until they can be written and read rapidly.

COMMON PHRASES

Phrases sometimes contain abbreviations for words which would not be abbreviated when standing alone. Example:
dear is written aZ/L and sir is written x2^ , but Dear Sir, because of its frequent use, is written £^a .

as well as
Dear Sir CLsJ

I am i

I can uc

>*S I could uod

I know
in this m,

nue*in this case

this time htAA

to sell Lot
would like ydLc
Yours truly UA



LESSON 5

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir: I would like for you to sell some more ice for us. I can delay this work
for this time for you. Do you know when you can sell for us? I know you will sell
as well as you can. There is more to sell if you like this work. I will* pay you for
this work. Yours truly, (45 words)

Dear Sir: I am in this to work with you. I could delay this sale for them this time.

They say this sale will cut that delay1 for us. They say there are too few to sell, yet

I know there are more to sell if they will work with us. In this case1 it may work well
for us. Yours truly, (46 words)

READING AND TRANSCRIPTION EXERCISE

^a^c -**૲ ૲૲ c*d / \ . uccL, o£<c h? x2J<

.^j . <^o <?lZ

j

/-& ^kz, / /૲ ha^£c . h' ^
'

S7, /*7
\ C -<2--C /^3 ? s<3 . h' <<3J hi. /i.- £y. vf

h ^ _ u/
^

૲ £, ^y r

/ /V*଀e f /J '- ^

VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

fat IM fun Up

fit Li red aA

free L/U set y&A

side /U.

small A૲*

trip uCt-

turn Us"

white aX

written AMr\

total LU while Aa yes
^)



LESSON 6

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

P
lr -e-c -e-c lr

I -e-t: b- i
I will pay you by check. Will the check be for much? Each check will be for you.

¥' ଀e-c m-
଀QSU ,n - h -e-c U- i

You will get a check daily. Will you charge me much? Only this check will be for

you.

h' rviA- cj. u
'

Af ଀e^c. tfl / P' ^ - /" /
They nearly came with me. It is a large check. John will pay you. When will

John pay you? Which day will John pay you? (45 words)

WRITING PRINCIPLES

Shorthand Forms
ch

j. soft g

y

iy

Proper Names

Abbreviations

The sound formed by the ch combination of letters is expressed

by the letter c. with an h through it: check -e-c charge
-e^ry

much ૲^£ which^X
'

Note: The line through the c can often be written as a part of the
previous or following stroke: much which

S*
The sounds expressed by j. and soft %.

are written with the letter

i without the dot: charge -cm large JIXa

When y. is sounded at the end of words, it is expressed by adding

e to the previous letter or symbol: funny Lne many ૲-ru

When a word ends in the syllable ly it is expressed by a short dash
placed immediately after the last longhand letter or symbol:
daily dr largely^- nearly ଀»**- only,»- timely U

A small check mark placed under a word indicates that it is to be

capitalized: John ym June yp

by lr be lr each ଀୿



LESSON 7

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

^^ -&
y h -e-c ? I S '/U - ~ ^ 1 s . T> ୿ /\ p' ?

Will you change this check? I will arrange the sale for you. How much will you pay?

< ip \ ~H Q « ^e ~d 7 / Z<rv£. ^a a^r ૲ f ~
-e-c

I hope you had a good time. We had seven for lunch. Will you give me the check

^o ?

^e ys Inj j 9. l ,n- -jp n c c ye. ^ s ytir
now? We will arrange for nine. I only hope you can come. Which of you will be

-7૲ ? ^ ^ O I if -7૲ n a o . y ^ >
l s )1 >U> a

home? We will go over to your home in an hour. We will go after you in about an
P 7°- y ^ jn c૲

hour. Will you and John come with me? (62 words)

Shorthand Forms
nge

ou, ow

Joining h to m

Numbers

Abbreviations

WRITING PRINCIPLES

The sound formed by the combination of the letters n and soft a
and the preceding vowel is expressed by placing a dot over the j:
change -^A arrange 'yu

The sound formed by the combinations of ou and ow, as in how
and house, are expressed by writing a small letter o: how ~o
now rvo house tto
The h is joined to m by using a slight jog between the short line
for h and the longer line for m: home -j૲-

All the numbers except one are written in regular longhand form.
The word or number one alone is written ^^p . In number com
binations always use the figure 1, such as 112, 701.

of v go Cj over O an a hour o after '1 and -૲ ଀> about 'Irv
good a, your u '

\
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LESSON 8

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)
(1) Cover the printed words and- practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

(Copy II)

about ;/rr-

after

an

and

arrange s\j
be

big

by

came

change

charge

check

come

7
a

*1

-e-c

daily

day

each

eno

-୿

ugh ni
get nj

V
7
°i

give

go

good

had

home

hope

hour

how

-

o

John

large

largely
lunch

'
Jbu
Jaa-

mail -Jl
many

much *S

nearly YUA-
new -\
nine <?

now no
of V

on ,n

each day -e-d

more than i

COMMON PHRASES

this mail hi K to our to

to do id will be J(r

VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

aPP!y -all
become \rtC-૲
bed \stI

deal JUJ
December (jux.

decide d/u

one /*"
only »»-
our o

over 0

seven 7

take Ik

taken Ucm

than '
then h-
timely L--
value «#s
weigh
your / )

will be taken /Irvcyn

will come >-___

eye [ funny k" god Hfair bi gain t grass y*
fall ft gallon gray r'

firm \a game t~ head -4
floor \1a gas _' iron LAsn

Friday hu girl r* jump rr
Months and days Jse the abbreviations you already know for months and days, ex

cept do not use capital letters. Place a small check mark below
the abbreviation to show that it is a proper name.

9



LESSON 9

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir: This new office is nearly big enough. Will you arrange this new office

With this change you will be in charge of our officeand you will value eachfor me?

hour. It will be a big day for you
We will weigh it daily, too. We value our office mail

this mail. Yours truly, (63 words)

cnarg

Our mail will be taken over2 to this office each day."I had more than enough for 3

Dear Sir: Will you work with me now? About how much work will you do? We had

only this work to do over. Take more1 time daily, and do your work well.
After this you will come to our office and check my work. We hope you will then

go2 over to your office and that you will go on with your work. Which one of you

will come with me? Yours truly, (58 words)

READING AND TRANSCRIPTION EXERCISE

Note: A paragraph is indicated by //

e o

^r? t-A ^

10



LESSON 10

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

~ CAM /Or hu U sy\ ^ C Y) - I /p* s
~ rU. I A

The copy will be in your office when you come in. I will pay you the money. It will be
JL૲- U U૲-- yir sisde 1 u - I sX4૲-/Y\ -- yf /M?Lt. c l d

a long time. Everything will be ready for you. It seems nothing was ready. Can I do
yul_^ J v ? i ^dJU J s id -<i__^ J e ^ d>. V d'
anything for you? I would like for you to2 do something for me some day. Every day

/S fa૲- -<z૲^_^- )ns- J ^Cj o ^/r> \ /t Axte. jg ૲£/ 6 cyo-i/v
will bring something new. He will go out when you are ready. He made six copies of

the thing. (62 words)

Shorthand Forms~~
ng7~IngT~thTng૲

s, z

adding s

WRITING PRINCIPLES

The combinations ng, ing, and thing and the preceding vowel are
expressed by v : long JL -
nothing
bringing

anything nj_L^ longing .
everything Vv. selling /yJ૲^

The hard sound of s. and the sound zare expressed by the letter z.:
was l^s lose st& miser -૲

i^a/i ease -&Q

Adding js to root words to form plurals or possessives, or to
change verb forms: (1) If a word ends in a letter of the alphabet
or a joined symbol, write a Ion? upward stroke joined to the last
letter or character: offices ,b&/ comes c s seems AJL૲'
checks -e-t/- longs JL-*s^ 'brings l-x^>^ yours «/
copies Q^/ sells 'aiS/ (2) If the last character of a word is a
disjoined symbol, repeat the symbol: pay p' pays p" new nN
news yrૼ

11



LESSON 11

READING AND REVIEW EXERCISE

Practice reading and taking dictation of the sentences and words until they can be read and written rapidly without re
ferring to the print.

j( ^ci i ^lsc* Qsn cb

He will go to school again. He cannot go before the work is done. He will take the car

l^t1- S so -est 4 d" h /J~ ^ yic est v h d૲? yt
today. He was here four1 days ago with him. Who will take care of this item? What

y* / jui ? t ya /J-n 5 d" hJ nj_^ \ d I -૲ Jr
way will he go? I will go within five days, therefore anything2 you do for him will be

fine. (46 words)

VOCABULARY REVIEW AND DRILL
(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

) > comes

copies

copy

done

every

IS

V
everything Vv.

^y

he

here

him
item

long

Jt

-(A

longs

made

money ru
nothing n *-

offices )\'4/
or f/i
out o

pays

ready

. »

l^

P
AxLt

school AsCA

seems

COMMON PHRASES
again and again Wlimore and more ଀-૲ we cannot be JLtsyJlr vi\\\. take

can do cA. there is rto

day or two aA2 to do La

in a day or two /ldA2to go La

it is La to see Lte

Ac

will be yv with me

will be done /IrzLw would like ydJLc
will do yd
will go yQ

12



LESSON 12

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION
(1) Study the shorthand notes below until they can be read rapidly and easily.
(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be
joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.
(4) Compare your notes with the text, and correct any errors.

Dear Sir: The school will take more and more care to see that it is done well.
Before long the school will arrange for him to1 do it every day for money. Therefore,
nothing will be done about it now. They will copy this item for you* today.

They will take the car to school every day. They will do it this way again and again.
I will arrange to3 go. Everything will go well today. It seems we cannot be too long
about it. Anything you do within a4 day or two will be enough. A day or two ago we had
the school arrange for him to see you. Yours truly. (99 words;

Dear Sir: Any good thing you like, you can do well. Every year there is
more and more to do. There is something for him1 here now. Who would like to go
there again with me? He will be here in a day or two. Before you go out there, will*
you see me? What would they like to do for a year? Yours truly, (50 words)

READING AND TRANSCRIPTION EXERCISE

Ldjt / L> C^, ^S. /jf s 0</. '//. y u^, h*

13



LESSON 13

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

*¥i yp s fn try v 5 d' xc. j s£ V 2l૲ oV ^ dd
I will pay you on the basis of a five-day week. He used every system; however, he did

n ૲is ru l^
f I ry^ yi L / x/ -૲n. / * V lr svcb ? ^V

not have any1 basis for knowing what to pay his men. Will he ever be ready? Whenever

\ A /vcb y y. -V yu:_ ^

-૲ -d Mr v? / JL^ d" ji
you are ready we will go. Whoever worked for him had to be used to long days. Hey -v yc/P I ~

r>
s <&-૲- * /k y Zlsn d x fhfj

*

will have access to the new system. His work will sustain him.3 Do you possess a

copy of the system? He possesses enough cases for everybody. (77 words)

WRITING PRINCIPLES

Shorthand Forms
sus, cis, sis, sys,sess, cess

every, ever

Past Tense

Abbreviations

The sounds sus, cis, p\s, sys, sess, and cess are expressed by
the capital Z: basis 1/3 system '2JL sustain 2JLir\ access 'oO
possess p/3 criticism cxJuQ, ૲ ๱ ' '

Note: The shorthand form 3 is not used to form plurals or
possessives, or to change verb forms: case dd cases cV
possess a/3 possesses A^/
The prefixes and suffixes every and ever are expressed by disjoin
ing a capital V: whenever yy> r whoever ૲V however -pV
everybody \zUrLe everywhere V/i everyone \An
Place a dash below and near the last letter or symbol of a word
to express the past tense ed: worked /**_, used ^9 hoped -jp_

his xJ

14



LESSON 14

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

Jl yto'
~ ,£d ૲nn A V Ybc AsC. j / Y\ qt a Ylcsu^. J V

He will pay the old man whatever income he can. He will not get an increase. He says

J sr\ YVu* s u svc. j ydJyd ~ aJLd I a YUsus) ir YbU hn Jt ~d

he will not envy you your work. He sold the gold at an increase, but until then he had

n iJd ~ ૲>-, SI jf -dJnn . si Ylc૲ ^s Ylcsu«) I a 'LaxUas a
not told the man where he had been. His income will2 increase to an attractive sum.

He will serve as guard for the board. His parts are the envy of all. (60 words)

Shorthand Forms
in, en. un

rd, rt

Abbreviations

afternoon h
allowed -io.
bid \M
board '
body IrcU

booklet IrcJU
born iry\
borrow h,
bother Lfi
bottle \rjX
bottom H-
box

WRITING PRINCIPLES

The prefixes in, en, and un are expressed by the capital N:
until YLLt income Tic૲ increase YUsul* envy 7Ust

The letter combinations rd and rt when no vowels occur between
the rd or the rt are expressed by a capital R: board l/i
guard" o^ parts p£s nNote: AVrite the capital R without lifting the pen or retracing:^
but ir at I

VOCABULARY BUILDING

branch InW^C hall -<

closed
cloth

field
fight

grass r^
grown

guard jr
guess

guilty
habit 1A

hair A

hall

hang

happen ૲rx^\

hat l

> 15



LESSON 15

READING AND REVIEW EXERCISE
Practice reading and taking dictation of the sentences and words until they can be read and written rapidly without re
ferring to the print.

y^ '^c
~ ૲^ Lpt

- jjJ* ^-JuSj xU૲/- il dL^ Id. J ft
l

Will you ask the man to get the file? Sometimes he seems to be doing little. He got

n s/> 1 ^ lr rut v / y *0} JL^ tyL-' -&* JhCscL ૲c JUJ
the men up somehow, but many1 of them were so long getting here he could make little

U ^r>
j s3 I y<- ** yd ଀*଀* ' V/r> d-*x y . ,/ n a

time. When he was at work, he would see that everyone did well. If the men do the

s^ y h' st* ૲ /଀
work well, they will get more pay. (49 words)

VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times
afford
afraid

age

ages

ahead

alive
ample

fa

'-A
>JUat

'-pi

arrive ,Ajuv

arrived -/mir.

ascertain )/aSyr\

angry
anybody yiXArtLe

anyhow >i-*-j>

anyone yvlS
anyway yueS

anywhere y>jlS

appear '£USi

applied >fi^L

April Jo*
army W e

arranged 'aJ_
arrival ;AASirx

aside
asked

asleep

attack

aught
August

author

avenue

average

await

awaiting

aware
awful

benefit

bills
calling

id*

-AAL

u

'I \

'h

"I

"Us
"a

LrruJU
Us

delivered

draft
favored

figure

filed
files

filled
fills

H

W

16



LESSON 16

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

>oLnr

U<

access

active
ask
at I

attractive InxJsv
bad IAJ
basis [rO

been Inn

but \r
cases CAS

days d"
did cLd
doing d_^
ever \/
everybody VlrtU

by and by Inr

do not d/r\

everyone

everywhere \A
y»

felt
file
five

getting

gold

got

have

his

hoped

however

income

increase
into

he can X-C

I am (

Lit

H
5

if
-v

knowing

little
man

many

men

native

no

not

old

possess
possesses

says

so

JbU

Yvbir

1.

n

M

A

YLuvua sold xoX«

y\J somehow

COMMON PHRASES

there is rLd

_ to do La
VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

pencil Cuyx/iJl

phone Ln
pick rCc

picnic /M>uC

pie OA

piece OA4

pin /0/n

follows VK lading JlcL^'
fully latter JtU
general yyuxA leaves Jja/
going r-i paying p^
idea uLe- peace fUsO)January

{/
peach /!££.

July Kr pen asn

we are /*"

pine fHyr\
pipe jQAjo
pity riU.
plus pJL/}

pocket pXA
poor nA

porch psi£
17



LESSON 17

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the
typing or writing from the notes is as fast as from the print. (The underlined words In the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation af 60, 80, and 100 words a minute.
(4) Compare your notes with the text, and correct any errors.

Dear Sir: The file is up at his office. You will ask him for the little one. The old
file is so bad that by and1 by we may make a new one. However, their file will make a
good basis for our new one.

Whenever he worked for* us, he used the old file. Somehow it worked well whenever
he got something out to copy. I am doing this work3well, knowing it will be of value.
Whoever will do it well will be felt of value to us. Yours truly, (79 words)

Dear Sir: Many men have been here before you were. If he can, this active old
man will see you when you come. When1 you go into this new office, work with a will.
There is no new thing to do where we are now. But sometimes there is1 so much work
the men do not like to do it. If you ever are in the office, he will see you. Yours
truly, (59 words)

READING AND TRANSCRIPTION EXERCISE

L s3

yd ^

j£

h\* ^3 n,

si -/> /- ru si st, ૲e. sxi.

s^ 1/ X - .Z, ^L^S^u/

yV- /C£{, iS IS^C^ £ S3. Otsi

18



LESSON 18

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

Perhaps he will pay the price. He will be prompt and form the new business. He will

if ^ It1- -* s ?<** ty I '
&*଀ l />h l />/*

forgive and forget. He will produce1 enough for the purpose. I prefer to prepare

enough to provide for them. His former home was not formal* and, further, it was

n 'Id.
not old. (45 words)

WRITING PRINCIPLES

Shorthand Forms
per, pur, pre,
pro, pri

for, fur

Abbreviations

permit

pertaining ,^n^

preliminary a X-૲yiAJ

premium a-

pretty-

previous
prices
principal
principle

prior

Disjoin the small p_ at the beginning of words to express per, pur,
pre, pro, pri: perhaps /O-^od primary />૲«-*-
produce acU prepare pdn provide pvvd
Disjoin the small X at the beginning of words to express for and
fur: forgot i-*£ forgive lav forget IqJL former /-

business \r
f

VOCABULARY BUILDING

private pvi
privilege tlAAf
probably plrlr-
problem pin.૲
proceed p A&d
process O J

procure pCA
profit pjA
progress pQA*4

proof p^f

proud OAsOzl

prove
pull

pAsy

pi

pump

pupil
fir?

pure f*
race A^3

rag rva

rain Ayn

range sd
j

19



LESSON 19

Sua-
cLoznj.

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

She will pay cash. I wish he would make delivery. The factory will rush the delivery.

I shall be short1 of cash if you should do that. Will you furnish the necessary cash for

Cf
? I yS Q* t ૲tA

lf^૲
\ - ,-JsrLO

CjoJ
૲« lr* -^ /K- -

the goods? It was great to hear from you. Illness kept him from his work. (44 words)

WRITING PRINCIPLES

Shorthand Forms

sh

Abbreviations

assured ^_

force h
foreign

/>
"

forth K
furnace

)
n
*

furniture
Iள

promise
/>-*

property pprM

propose m
prove

pAAT

purchase
p&o

purchased P&L

reached ZVOL_

shade &d

The sound expressed by the combination sh is expressed by the

letter s
. with a line through it. (Note: This same line was used to

add Ji to ch. ) cash 6& rush A* she &t shall *? should W
wish «*଀ pressure /?**-?

goods of great oa necessary yi$

VOCABULARY BUILDING

shape

>

share A
shirts *4/

shock >4<.

t

shoe <

shortage

7

shortly

shown &nn

sick ^c

sickness /vcsru)

sight /W

sign /U"\

simple A^J*

sing AL^

short i*

singing 1

s&l~^**૲'

sit aU

sketch AsUL

sleep jxfjtf

sleepy /JUfj

slight /OAjJ-

slip Alf
slow /d'

smile A૲-xJ

sort V
south sdscri-

sun sdsri

supper-

table

4f«
MS
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LESSON 20

READING AND REVIEW EXERCISE
Practice reading and taking dictation of the sentences and words until they can be read and written rapidly without re
ferring to the print.

Please deliver the bread close to the road. Try to bring the brick because the place

x? cbu. U 3r / si I ૲£A ct\_^ ~ dsvcw. J / cLa>&
~

csla -૲» cpir
is dry. It is hard for her to hear during the drive. He will drop the course and give
' yu* rU I _଀*. * ^Jr pi* ^ y c!f ,n J n - lAf. l+i yU I

a nice note to her. She will be pleased and will call on all in the block.2 I shall fly to

make the claim. Will you come along? You will come to grief if you grow old before

your time. Is it true3 that she will call? (63 words)

Abbreviations because %VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

selling /JL^assist 2A

assisting 'QX-^-

issued <-
practice cyikJ^

praise plf
pray OA'
precious f>*f
presume /Mr-
pride fwcd
primary psu
prize
professor

^

September y<LtA)

similar y\- Jsi
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LESSON 21

VOCABULARY REVIEW AND DRILL
(Abbreviated words are underlined)

( 1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

all
along

because

block

bread

brick
business

call
cash

claim
close
course
deliver
delivery
drive
drop

J
°f
Uc
Ud
ink.

c/L-
dL) cJLg

)

dJbw
drvuv
dsuo

absolutely-

according
approval

attorney

available

bulletin
buy

camp

- s

in
Cl૲-p

dry

during
Caaa

factory Ik-L^J
fly yu
forget iai
forgive }\<¥ir

form La

formal / <

former /૲>7

from /^૲૲

furnish
further
goods

great

green

grief

r
qAJtsnH

grow

hard

hear

her

illness

kept

necessary

nice

note

perhaps

personal
place

please

pleased

prefer
prepare

-tA
-n

yd
- ,

P A^d

pr
VOCABULARY BUILDING

fully <yJ- lot Mcare
carried C/U૲

carry CA£

inasmuch YlA૲£

left

loan

looking JbiL^
love £w

m/

price

produce

prompt
provide

purpose

road

rush
shall
she

short
should

slippery
true

try
wish
wishes

OAsU)

pA 1

avid

rud
A*

A*

AJtfM

Laj

matters

means

mortgage -P^M
needed y\jui_

noted yxJ

notes Y\Js
)

o'clock .C-&C

often >h
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LESSON 22

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir: Perhaps you should try to drive all the way today to deliver the bread.

Do not try to rush because the1 slippery road may bring you to grief. Should you drive
the short way, I may go along. Of course, it is true that you will* make a prompt

delivery but from what I hear you may not be pleased. You may have a close call if the
brick road is' not dry during the day. It will be hard on us if they block the way.
Yours truly.

(74 words)

Dear Sir: A great many claim they are pleased with the drop in the price of green

goods. If she will pay cash or give her personal1 check, we shall try to furnish her

with some goodiT Our business will grow if we can deliver the goods and if* we can

f
lease her. I shall fly to her place one day and will do so again, as I had a nice note
rom her. Yours truly,8 (60 words)

READING AND TRANSCRIPTION EXERCISE

GLd PTX4 \ J**z£ &t<^ L OL*
"

&T- rtfi- c^£-

ctsuisir ^C
~//f'

^~ L c£<&~L f~
,

yt^
P^3- A ~

<z&-f

crXycL . oCoi C^c, c* Si**-
-
psi>cj v a^e^n jA ଀/

CSUJ

/ - O-^C ^sct -d^TL- c/sVc >l/ AA- ૲'2- . ^ ^

AA,
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LESSON 23

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

U+t p' ~ Iri 1
~ if. /vol* YW I ~ dJ -d a M Y\ I.

I shall pay the boy for the oil. The regular invoice for the coil had an error in it.

hu - M J ૲ / njut c/ n, - Mf A-a * M IX. ft
This is the best oil and it need cost no more. The last steamer is still late. Just

state the cost of the stock to the customer and he will soon let you know whether it is

ty -i . pis)
~

cszn 'b-u-
~ ciJ. j y aar ~ xli૲ AU/^-n ^૲ ^/

too high. Place the cover above the coil. He will give the same reason and suggest3
h yvc jJ-*> _-୿^> fA dcnn fa.
further work either here or down there. (66 words)

WRITING PRINCIPLES

i

Shorthand Forms
oi, oy The combination oi or oy is expressed by writing i_ with a dot:

oil it boy Iri

st The combination at is expressed by writing a capital J>: best IrQ
cost o<f list JcT steam xie_૲ customer rJ ^

Abbreviations error AA suggest /Lfrd invoice Ylv
Note: The combining of letters, such as st represented by /> , is one of the important
features of this shorthand system. When the reader sees xf he knows that the s. and.t^occur without a vowel between them. When he sees s. andi as in the word settle aJJ-
he knows there is a vowel between the s. and i. Other similar combinations in the text
are the rt - _rd combination; the nt - nd combination; the nc - nk combination; and the
sp combination.
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LESSON 24

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

You will pay the rent. Send him for the oil. When he found the land, he would not

^i/- VhU i /f /x Jti. ^ J cu v ? i -yp s / cuis, ૲i cuf
enter until it was too late. Will he annoy you? I hope you will answer my annual

r*-A- * / Oc _
swx Oy^f -* ૲J* L^s aX> dr. u rd

note. He will overcome the error; otherwise, he must find another job. Your note

A 0ds. JU -. -U * ,n ^UzaJ>.
is overdue. Let him offer his own material. (54 words)

WRITING PRINCIPLES

Shorthand Forms
nt, nd The combinations nt and nd and the preceding vowel are

expressed by writings ૲n : land JJ.૲^ send ^l-^-> enter *-૲\s\
rent sl*૲> found L&૲>

an The prefix an is expressed by writing the letter a: annoy cu
answer omA annual aJ

over, other When over and other occur separately or as parts of other words,
they are expressed by a joined or disjoined capital O: overdue Od
overcome Oc otherwise Ojlv another a/J

CONSTRUCTING SHORTHAND OUTLINES

Enter could be written ,૲i/l or it could be written /L^Sl . Both are correct from the standpoint of the rules.

The writer should select the one that is easiest for him to write and read. There are a number of other words that may be

written in a form other than those shown in the word lists. The flexibility of the system makes it possible for the writer to

select the one best suited to his way of thinking.
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LESSON 25

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

U+t CHIM I SU V- i^-. ^j /h> ko
I shall go outside to see the outcome of the matter. He will go without me. Throughout

d' Ui I cr\sn U IM.
the day he will try to outrun each one. He will go the other way because it is better.

L oLg n ૲Uyi ^h j f^0- @ ,si n. Ji dg n njui I ૲c a ,1a
It does not matter whether he gets an order or not. He does not need to make an offer

n
~ Ua. H* ^Jr Jaja -૲> IsO*- -P* A૲ l^h ^ *-~% rvux <l

in the future. These will be larger and better. Hold them both high and near each

o.
other. (63 words)

Shorthand Forms
out

Abbreviations

WRITING PRINCIPLES

The prefix or suffix out is expressed by a small o: outrun crtsp
outcome crc_૲- without An throughout Hx?

outside era* order f\
VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.
accident

analysis

apparent

apparently V^>-
band

began

begin

below

cook

cool
cousin

cry
demand

<J

November yW
n A/numbers

obliged Hi-
26



LESSON 26

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

above V
abroad

absent W^
actual

actually K-
annoy

annual aJ.

another ojO

answer OAA

best kf
better iAa

both
V-

boy

coil

cost

Iri

cover

customer

c/

date dOi

does

down

xMeither

enter s^A

entertain s^~^nXm

envy ru*
error

evil JbnA

find U-૲

finish

fond

found

future

gain

game

garden

gas

gift

high

hold

invade

invoice

job

just

land

larger

last

late

let

list

material

matter

must

near

need

offer

ft

f
rw

M

JULJj

YXJLA

YUsd

other

otherwise

outcome

outrun

outside

'r\

>,
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LESSON 27

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

( 1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir; I do not wish to take up the matter of other material until we see whether
our last order1 is still there. It will be better to hold this large invoice until the regu
lar steamer can take these for us/ Will you please have the stock boy make another
copy of the above order and list the items for us? Another3 offer will be made soon.

The other is a charge to cover the cost. The larger order must state the best price4
we have had. We shall have to hold the price down or the larger order will cost the

customer too much. Yours truly, (100 words)

Dear Sir: We shall need both a new coil and some oil in the near future. We have

just found that if we let the order1 now we will not need to pay a high price. If we are
in error, just hold the order. We need a new coil because2 without it the steam will not

to
high enough. I suggest further that we should own both a new one and an old one 3

ecause we may need them outside soon. Yours truly, (68 words)

READING AND TRANSCRIPTION EXERCISE

W O le/2 TUZi ^4Ly^U C*/^ * W 7?
- yUA

&-3-4-
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LESSON 28

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

s* AJUJ? ~
p> J ? L AJ sO

Will you record the pay for each man? I regard his work quite highly. He will remit' ~

jfJ-
~

A^fJ? yt- /vdj JiOi. /** /ueJ aA° ^- Ajydii *
on the first. The report will be ready later. Will you read part of the reply? He

AjLpA?/--
~ Ire styzL si a. &t y A* ~ yuiA^^ ,n aJ2X h^e /£/

reports the book supply is good. She will write the records2 on cards. These words

y^e.૲ Lo- a 1
~ ૲4 oa°. -q

c^c a ^ ?

seem to be good for the most part. How quick are you? (51 words)

Shorthand Forms

qu

Abbreviations

WRITING PRINCIPLES

The combination qu is expressed by a small q: quick

first [si write AJL regard AJquite r H
VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

adjourned

adjust
affair
anywhere

approximate

attend

attitude

?
YULS

'OAX

authorized
automobile -/ M
awhile
badly

barn ir^yn

barrel lAJ
base tA>

basket IroscJ.

bat \A
bath IA-
battle IAJ
bay lr-

beautiful up
beauty IM

r
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LESSON 29

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

Will you send the remittance now? Keep the prices low. The defense will assure a

£j Ajdk I ~~

flftf. I sl£»n H /Or s4^nJ _^-૲> L
~

*% -

good supply for the people. I am certain there will be several hundred at the show.

It ^ I &a su s<Us9 cJ?. -d \ ~P h J? ci૲ Ire aJUUt I
Be sure to choose the right size card. Had you heard that word came back relative to

the sample they sent? They will make an effort to retain the raise given them. (50 words)

Shorthand Forms
nee, nse

Abbreviations

WRITING PRINCIPLES

Disjoin an n^at the end of words to express the endings nee and nse
and the preceding vowel: defense dirt remittance ajl૲,Jn

right AA hundred -^~ *

VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

allowance JsO Y\

annoyance oj. n

appearance )OJLA Y)

assurance ^r)
dance dn
evidence j^idn
fence I"
hence ૲ Y)

plant pl^

points

possibly yOxL଀t'~૲

president D 2^*---~^

print yO/i->૲ '

printed pA^*~~\-

promptly /yi /-
quality niP

quantity

quarter

queer

quiet

quit

silence

silent xU/c--^
silk
social

sound

stay J'
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LESSON 30

VOCABULARY REVIEW AND DRILL
(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several- times.

଀

assure 'j^

back Ire

book ire

card Ox

cards c/l/
certain aA^t\
choose -&Q

defense (XJy\

effort
first //
given cyvrt
heard ૲^VO.

highly

hundred

-I ૲

keep CAD

later £ln

one of the

to this IJrO
we are sure

low A report!i AJLspJT-/
most retain AjJsn
part f# right AJ
people Pfj sample _ *J~-fJ
quick seem AJL
quite f, sent A^^
raise severa 1 Ayt^lA
read AJbd /vd show *-
record Asc/? AjLC/P size
records /VWAM>V 3upply
regard AJ. sure *Q
relative aJMw word t_remit AJ U words

remittance /\jt___J.Y\ write /U
reply ajlaJu
report AJLfJ?

COMMON PHRASES

we do nc)t have £sdsn-v
will keep yCf>
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LESSON 31

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir: Will you please supply a word or two for the record? We have given

first place in the book to this report.1 We are sure the people who will read this part
of the report will state they like it. We regard your effort as one2 of the first in this
part of the state. We have heard several say we can assure you of a good date for

mo st ~ot3 the reports. Yours truly, (65 words)

Dear Sir: Our records show we do not have a remittance from you. Can you raise

the money now? You may choose to remit1 later. We are quite certain you will keep

your word and write to us.

You will see that the reply cards are about1 right. A sample of the right size came

today. You can get about a hundred words on the back of the card. Does that1 seem

right to you? Yours truly,
(65 words)

READING AND TRANSCRIPTION EXERCISE
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LESSON 32

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

Will you make payment now? We are sending the payment in full. He will make a

sHAJU-n I ~ j+m. y xt^૲ , e
' s&lள ? J y fc

settlement for the shipment. Will you send me a statement? He will acknowledge
h' U. -c ^^t-»i

the payment. They received the shipment. The bank will use the statement. I want a

to thank you for the recent inquiry from your uncle. The link was broken. (53 words)

Shorthand Forms

ment

nc, nk

Abbreviations

WRITING PRINCIPLES

When ment occurs in a word it is expressed by writing the com
plete letter m: payment psm statement dUsm settlement ,aALm
mental mJ fundamental j(૲૲wwii
The combinations nc and nk are expressed by adding c to the ng
symbol: bank IA૲^l thank~7l_^e uncle v>

-૲-c*link^_l-' anchor !_^c/-

shipment &yy\ inquiry '"fr*
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LESSON 33

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

CL-J . }
~
v

,3 a Qsisn pin^ CLnsuQ ,0 'Iro *f ? J y Ci૲ V tv so a Usirn a>rr\

Will you advise us about the letter? We will admit him. This is an advance payment.

y *W Qsu>

~

4 L -૲ 7 « fl૲+sx
-y x J^-U

-
j^U.

a

Will she address the question to him? I admire the way you handle the freight. An

Qsts^um ,4
xd_૲<U૲/

sul2s>_

L lo a U ଀

advertisement is sometimes referred to as an ad. (32 words)

Shorthand Forms

ad

Abbreviations

WRITING PRINCIPLES

The syllable ad
at^the

beginning of
words^is expressed by the

capital A: adv
"

admire-^ j^

advance O/vn advise

advertisement Oiwvm ad U letter ^C

appreciate 'oaj*-

WORD FAMILY

admit 0
.

U address CU*

question q add 0

2
adapt

adaptable

Op

addresses (La/
adept

adequate Ciod

CJUa
adhere

admiral

admire

(
X 4A

administration (X__^yy

I

administrative CL૲^yJi^r

admission

admitted

adopted

advanced

oJu.

Obp__

Oat n

advancement Q/irn/m

advantages

adverse

advertise

advises

advocate

CbxnsO
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LESSON 34

READING AND REVIEW EXERCISE

Practice reading and taking dictation of the sentences and words until they can be read and written rapidly without re

ferring to the print.

X n

The letter was in reference to the wire you sent. We appreciate the point you make

inj
C. ,-n

-
^ylo I sdJSள- ^zS* 2-^- jj

.

yt Ll^
-
JL-^ v ~d

very much. On the surface it certainly seems entirely full. We find the land you had

in mind is the kind we want. You will soon be receiving nine cases prepaid with the

C^ZJlS
s6n

~

llLt tyiAs4 y& sr\
J^

JtA.
P/VL

'

A--~'

~

**&/*଀

copies. Since the total price was once low we are prepared to paint the surface.3

M-,
~

+rn yo
aja^^- dJ- La y\o U xi૲~- J"* ^u-^_-- v

Although the shipment was recently delayed, it is now being sent. We are sending you

4 /U4/L ' ^^ s

'

S^ t

AjlIa I I 'osr).

the letter referred to* since you may want to refer to it again. (87 words)

WORD FAMILY

acknowledgment e/m

apartment
;/y£m

appointment -pX^~vnr>

argument Wcvr"

assignment ^AAsrxsm

assortment

attachment }\j^rm

basement [nl/m

commencement C૲૲ fvm

comment C_૲"
૲

*

compliment C૲૲pJ[sKn

document dbcsm

establishment JLs(LJj-m

government Cyv-m

jstment Yl^rd^rninves

management vxa/y^

movement

raiment A/rn

requirement AJLGLWள

supplement /^oL^^
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LESSON 35

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

(Copy II)
acknowledge fc

ad Q
add a
address &A4
admire 0. LA

admit cuu
advance Own
advertisement Cbxr^/m

advise

although

Qsmsa

anchor -^-C/J
appreciate }aA^

bank /^_--c
being u^
broken \j^lsCSY\

certainly SL&n-
delayed dJ>-
entirely s^UA-
freight k*

LcU,to do so

૲&may be

Au^MV^૲^

COMMON PHRASES

we are sending

we shall
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LESSON 36

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir: We will handle the shipment for the bank if you think you want us to do so.

We find this kind of business1 very good. We hear that the shipment has been delayed

for the time being, but that it will land here soon. Will you please* keep in mind that

we are prepared to handle this kind of business. Please hand this letter to the bank for

us and askAhem to send us a reply. Yours truly,
(67 words)

Dear Sir: We acknowledge your check in payment of your invoice. We wish to thank

you for your recent order forthe^nine cases of paint. They are being sent freight pre
paid to your store. Settlement of this statement may be delayed.2. We know this paint is

the best. It will entirely cover every surface. Yours truly, (55 words)

Dear Sir: We are sending some material in reply to your inquiry. The total cost is

certainly not1 high. This will give you the reference material to which you recently

referred. Although you received this once8 before, we shall appreciate receiving a

prompt reply. Please wire us if you can use more copies and we will3 advance more.

Although we will take the order on the basis of other orders, there will be no question

about* this point. Yours truly, (83 words)

READING AND TRANSCRIPTION EXERCISE

Ira ir-^u. <j . ^e

PP'h. *૲ ૲^
૲^ r-° c^c-^~i

(J Irj. jUj ->-i h>J?6 -

&U4 ^£ JC
if

^-C, r? /J-- >>- *

1

r

1/ M ^if^io^t -૲^r-C ott

-<A. . sO^C'.-7-T7

s*y&.^

c£o s*2- ^^
72 AyxA I y ft**.

-
U/t^f

^ ^&»»- 77wz r*-- ^

h.
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LESSON 37

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

JL- AJULlJ Y)
' sdJ

'

fUrifJ.
> Jd h Y) 7

I am enclosing the receipt in a stamped envelope. You may include this in your

V?n iJL yY i Jkn_ I A૲c sO CA xJ Q. d n W / / c૲ lr
expense items. I am inclined to think his credit is good. Do you expect it to come by

\yva f V^n c Ve^J y૲<૲n ૲ /\J Z(. ^J yxesin
2.express? Everyone came except the gentleman who wrote the letter. His experience

will be of help at the proper time. Will you enclose the bill? (57 words)

Shorthand Forms
end, incl

ex, ax, ox

ct ending

Abbreviations

WRITING PRINCIPLES

The word beginnings encl and incl and the vowel that follows are
expressed by a capital I: include *#t/ incline J^n

The combinations ex, ax, and ox are expressed as shown:
expect \k: express \^ic except \jld experience ~spxA.r)

At the end of words ending in c.t the £ is omitted: expect \ac
perfect pL protect pic act fc

enclose Jf enclosing *t૲ ' credit CA gentlemen J^~^ fgentleman t^1 m except \tf- accept 'o&b acceptance c^pn
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LESSON 38

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

s* u i; ,» h n^ >
- - ^ jy. yn ^ u

Will you take action on this information? The motion was lost. When will you take

lj siA: 7 y[ /vjci ^ jo^? Hlj ' LJ Xdt . ^ ruJ '
your vacation? What vocation will you pursue? This is a first edition. You need a

good education. The collection was for a large amount.2 We regret that it ig
rxys I ct tf

>U, I ~ /Md, Ut. s / », do y,
-

necessary to call your attention to the past-due bill. You will no doubt mention3 the

AU u MS
rate of sales. (62 words)

WRITING PRINCIPLES
Shorthand Forms

tion, sion The sounds represented by the combinations sion and tion and the
preceding vowelare expressed by a small mark written downward
and placed below the last letter or character of the word:
action 'c

( information K-lf-૲ , motion ૲ ଀ vacation nrc
vocation /vjc, edition lui, education ixlx. collection etc

'
attention 'Ln ' mention n Kl ' '

i i

Abbreviat ions doubt do

VOCABULARY BUILDING

( 1 ) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

quality clI railroad y^> requesting AJbQydL^

quantity
q\y^ reading AJbd^_^ requirements nJUUAyrriy

questions a-/ realize AJl2as9 result AjL&JJ-
quotation aJ-i really yu~ returned /lOA^i_
quote aj. receive ajl&aat returning AJbLnst*૲^-
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LESSON 39

READING AND REVIEW EXERCISE

Practice reading and taking dictation of the sentences and words until they can be read and written rapidly without re

ferring to the print.

With the exception of the letters, he will meet the extra expense. I shall be glad to

-y૲
~

d^^ pjj U Q_ I ~ c£i. t_૲ yIy" ft I tin V.

name the different people to be added to the class. I am a lways glad to favor you.

Are you unable to remain? I must return. They might secure the particular items

y^ A - h* fS
- l ^ ૲ l

f> 4 -૲ / i° <** /»
together with the finished goods. I wrote him to put off coming3 for ten days. When

aju. - J!3f JLsyi s / -v J* Ld rn rue 0 qMj . j -^ )yi^Le

you reach the last line, you will have less to do than any other class. He has already

been called upon. I would rather cause a full day to be added. I think the inclusion
v fa Sue x) yirf -

of this work is necessary. (100 words)

Abbreviations extra x particular a&c glad ai gladly cu- put p

VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

didn't (JL<L^

dinner d/ru\

evening £Arn '

knew nN

Mr. s\

Mrs. __^i^d

mother ^

ordered Q

play pjt-
real AJU
surely &1 ૲

tho ught H

tomorrow I /}

>

took be

waste

weather J^i
winter

young f^
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LESSON 40

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

act c

action

added a

already W/
always -jt/>

amount ^-૲T^

attention
i

bill \M

called <y

cause

class
1
CsUS

collection CsCC

coming

- 1

\

credit CA

different dJ/\ --->

doubt do

due <

edition jsdl

education

enclose J
envelope

TUrtfo

except \jup

expect y
expense \pn

experience \ha n

less than JUJ-n

to take IMc

express

extra

Wo

we are S"

past c^o

perfect '
proper /V"

protect pic

pursue /K
put p

rate aU

rather Jh
reach AJLC

receipt AJJuJ-

regret suue/^

remain
)

return /uJsisn

sales J/
secure /LVCA

stamped &-?-.
ten 10

together ¥*,
unable w
upon ,f*r

vacation
i

vocation

"i
wrote

yard

/yellow

we can /*
we have to be Jt-v^Lir
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LESSON 41

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION
(1) Study the shorthand notes below until they can be read rapidly and easily.
(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be
joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.
(4) Compare your notes with the text, and correct any errors.

Gentlemen: I think this letter will reach you before you return, but I express
doubt that our other letters will1 be finished in less than that time. Our sales for the
past several days have been an exception. This, together with1 the coming of a differ
ent line and class of goods, will cause us to advance our rate to take care of the inclu
sion3 of_the added expense. We may find it necessary to include the old price on these
goods rather than to* form an extra price list. When we wrote you, we were sure we
would need to include the form of the bill. However, upon5 receipt of the letters we
think we can meet that need. Yours truly, (112 words)

Gentlemen: Our information is that your bill is already very much past due. We
regret that we have to1 be particular about this. Upon receipt of this letter we shall

may give you proper credit. If the billus a check
we think it

so that2
proper

we
for you to take action to secure some extra

expect you to send
should remain due,
help. You might be unable to pay the full amount now but we shall be glad to put off
part of4 it if you will name the amount you wish to pay now. We are always glad to
help in any way we can. We are5 enclosing a stamped envelope for your reply. Yours
truly, (110 words)

READING AND TRANSCRIPTION EXERCISE

y^> c A-t A> *\ / si^e-k. v
" kf v yiu^i^n. A c \&^a dof o o J^J- uS> >&

a^3 ^d^ns-L^ etc "is-v-n- a.

U-# - f~3 La^L- y" - c -૲-

JtUcX, J- ^ is- & \».s*
jqSl^-4 ,77 rt^j 'G/' /i^Ls /?7_

-ft iV-- n* ^z^k*/

42



LESSON 42

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood. .

(5) Write the sentences from dictation until they can be written rapidly.

d \ uisO
~

Si< V s4 Usui ? fcL4 5, A OA3A . A ' cAsn

Do you understand the subject of his address? This is superior paper. They could not

5/0 AAS\. fasO s cUZca- uyyxjJ- ~
'U,_ M \

suppress the writer. This is a supreme catalog. Underneath the attached page you/ ^૲>
'
fJUt. U^n fxiM Id - yvc u 3 d" j y u^

will find the policy. It is not possible to do the work under three days. He will under-

go the trouble for the second time. They will underwrite the complete3 cost of shipping

hf ^ / a.
this issue to us. (67 words)

Shorthand Forms
sub

under

super, supr

Abbreviations

WRITING PRINCIPLES

The prefix sub is expressed by a capital printed S: subject SfCsubdue S*J *

The combination under is expressed by a small u: undergo uui
understand u/ underneath uuwdr underwrite uaa

The prefixes super and supr, and the vowel that follows, are
expressed by disjoining a printed small s.: superior 5,/i
supreme s suppress Sx3

writer AAA under u shipping sA૲-
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LESSON 43

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

Cd \r~ -v aLkUsiJ I axL^^ yd a. xi Oc cLa I

The condition of the factory at present is good. What connection does it have with the

,
4

company? The balance of the county is following through. We will give consideration

L -Asn. .- Cv' L
-

pcJyut
ft-

to the memorandum.2 Will you kindly convey our merchandise to the factory in the

morning? The enclosed paper is of concern3 to you. (61 words)

Shorthand Forms

con, coun

Abbreviations

WRITING PRINCIPLES

The combinations con and coun are expressed by a capital C.:
concern Qisvn connection Qc condition Cxi consideration C&Ia
convey Cv' county Qe 'account 'C

' '

memorandum 1 isn merchandise

VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

concert CJ?

conclude cdd
conclusion

Cdt
concrete CcaM

confess
cp

confidence
Cpdr,

consent

consequence Q^

consequently Q
r

constant OL^

construction
C-O^C

content a. .

contest CiJ
council cJ
count c

Saturday xdl

shipments 4-m/

single s4L~4

i£ company c p

stand A^

standard /^?
stated M

states MX
stating JX^
station 4
steel Jit
street J
style
Jj
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LESSON 44

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

t 1° c^p aIP Jd. t૲ YL >c v~ rx ^
I hope you will accept the additional load. I am interested in the account of the number

of weeks and months he will stay. He addressed the letter to me. He asked me to

cLfJtcJ
' dam CACtf/ La -nJ-. I yJr O^- )fi^«t / s / Zc I

zduplicate a dozen copies this month. It will be greatly appreciated if you will look at
~ X dii ૲J 4. ^eyi ^ s AjUj^f h

-
f^ Lr ^ . L /

the letter dated May 4. We are sorry you requested that the goods be shipped. It will

be a convenience to us if you will make a separate shipment. (78 words)

VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

connected (2-C

constantly Q/£*~૲<૲

constitution Qy&M

contain QJsn
convention Q/im

i
conversation Ov-lxJ

I

C/x.

4
convinced

credited
stuff

submit

substitute

sufficient
suggested

5-^

CcU superintendent 5
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LESSON 45

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

dAJL

duplicate

enclosed

following

greatly

interested

issue

kindly

load

look

memorandum

merchandise

month

months

morning

number

oblige

open

page

paper

policy-

possible

present

referring

refund

refuse

J

,଀*.

undergo

underneath

understand

/iASl

underwrite u/u

weeks

writer

writing

wrong

you'll

youth
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LESSON 46

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Gentlemen: We are shipping you on account a carload of superior paper. If you
will kindly look through1 the new issue of our catalog for this month, you will see a

factory number for each one of the items.2

We are sorry the writer of that letter was in error in referring to the subject

of the enclosed memorandum.3 A separate duplicate letter dated last week requested

complete information. In this connection4 we should like to present our new policy.
Please look through the catalog and send us your order as soon5 as possible. Yours
truly,

(105 words;

Gentlemen: This morning the attached page was received from your company.

You will note that we expect a dozen1 of each of the items of merchandise. We under

stand the company is not ready to accept additional2 orders to be shipped until after
three weeks. The express company shipped the balance of the order on the3 second.
If you will answer this letter and say what action we should take, it will help us to give
consideration4 to the order. Yours truly, (85 words)

READING AND TRANSCRIPTION EXERCISE

,n JC

ot^n-

A-e: ..
" '

-* ^3 C.
<3^is-

C^^-aCA, c^ /TT tyt
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LESSON 47

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.
(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be
joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.
(4) Compare your notes with the text, and correct any errors.

Gentlemen
in accordance w

We are advertising a new, supreme bed during the following months
ith our last1 letter to you. It will be greatly appreciated if you will

take the trouble to bring this to the attention2 of your men. Since we addressed the
advertising to you without asking you about it, we hope you will be3 interested enough
in it to open and read it. We think we have a good collection of material.4" It is all in
good condition and can be sent at your convenience. Yours truly, (95 words)

READING AND TRANSCRIPTION EXERCISE

) \

acquaint

adopted

affection

absence

absolute

acceptable }OdAHri
accommodate '(L૲^ili
accompanied V jxrut
accomplished )C૲&£&

harrangement AA/m
arrangements A^fsyns

ashamed *'-"-

association

attendance

blank

bound

VOCABULARY BUILDING

break InJc
breakfast
bridge
brief

bright
broke IrX^L

brother Lr^/h

brought i-U
brown tavern
build Ud
built Ui
bunch LryxJL

bureau h,
burn L^yyi

busy

cents

commission

committee

common

communicate

communication

compare

comparison

compelled

completed

concerning
conditions

confident

consider

considerable

convenient

cooperation

C&dA
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LESSON 48

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

He will forward the order to you. He forwarded the order to the shipping department.

He made upward of eleven dollars a day. The sales department will forward the

report. He started backward. The sales in the local department were going upward.

The service department will fill the original request. The salesman will serve

satisfactorily unless the representative calls too early. (73 words)

Shorthand Forms
ward

Abbreviations

WRITING PRINCIPLES

The word-ending ward is expressed by disjoining the symbol for w:
forward // upward ^o/ backward Ire /
department j5 dollars $ satisfactorily AA4-
representative Ajxlw

bought Lri

chance ୿n
character C/oqJ/x

children -£-^-o^vr-

church -୿-^2-୿

Club cll
dress

enjoy

s

ry

VOCABULARY BUILDING

etc.

family
goes

health

hours
live
miss

JtJjC.

November YhW

picture QsC£Si

secretary yOJX.

h
UruJ.

stop

third

though

tonight

war

world /tMl
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LESSON 49

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

-K- hi. ~ J* ^ kf ~

ft
. h» ku I - J'-

He will have the contract. The store will control the job. This is contrary to the law.

The contrast between the methods will continue. It is important to impress the

employees. His talk will imply that we need to improve the books. (41 words)

Shorthand Forms
contr

lm, em

Abbreviations

WRITING PRINCIPLES

The combination contr, and the vowel that follows, is expressed
by the letter k: contract tei; contrary ksa contrast kif
The word-beginnings im and em are written with the short j^and e:
impress :૲p^ employees jl૲-pJLt/ imply ૲joltimprove , ૲ -- ' "

important

courtesy c/xUaj^

decision doi

definite dJLrvl
difference cUsi ~n

division ojV
doesn't

don't

east

empty

end

entitled

IS

VOCABULARY BUILDING

estimate juLJI oh

package A^
pleasant aJLq/->
strong /OA_૲'

won't



LESSON 50

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

He is a successful American. He has an advantage in the examination. Yesterday he

/ JLUb I Ufa\ ayi^૲_ ૲' A- l yd lr Ov^P i C^v
informed1 me that it would be advisable to continue. You are at liberty to telephone

,J ^ sTSXs] yicu>- s&w 7 v u૲-
1

Hethose who are serving. Various methods will undoubtedly save half of the time.y s<&? ~ s$AJ I ~ XaAJ /kM U L yd' /x/ yJL Qa/
will start the story at the earliest possible3 time. I saw the method which gives

U ^-, ye. y YM -. / ૲^ cj
. U lj 'U^ LU -v I

control and which will enable him to make good. It is your obligation4- to tell how to

F ~
#-

fill the order. (86 words)

Abbreviations

explanation \ji/r>

extension \Jsn

i

extent \JU-~ \

favorable Lsir%J!rn!

forwarding I /଀૲଀""

undoubtedly YldLo-- yesterday ud

VOCABULARY BUILDING

front
fruit

fund

garden

gift
glass

H

/^૲ >
$

grade

ground

handled

handling

hands

indicate YLtLcA

individual Y\xxytrdJ.

industrial lioUdAX
influence YlJ Y]
ink v ^c
mquire

instance Y)Jn
instant riL^
instead rvld
insurance Tb^m
judgment ah
least MJ
leather JIM
lecture sLctA
led M
leg *1 .legal V
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LESSON 51

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

advantage

advisable

American

backward

between

birthday-

books

calls

collect

Ire/

clc
)

continue CJ>n

contract kJc

contrary-

contrast

control

department

difficult

dollars

double

JS

t

dM

duty dbb

earliest JLA-6

early JZSl-

eleven II

employees

enable

examination

February

-hf
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LESSON 52

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

( 1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Gentlemen: An entirely original story will start in an early issue of the "American."1
It is an important story and we think it will impress you. The "American" is serving
successful representative2 people and you will want the service it gives. A sample copy

will be forwarded to you if 3 you request it. If your concern would like to take advantage

of this annual offer, please forward your order4 at your earliest convenience. This does

not imply any obligation. Yours truly, (96 words)

Gentlemen: Yesterday we started to mail out our new law books. Do you think it

would be advisable to have1 some of these in your store? When I saw you last week, you

informed me that you undoubtedly would contract to use some2 of our various books.

Unless we hear from your order department to the contrary, we shall continue to3 inform

you about those books which we think you will want for examination. Will you please talk

this over with our* salesman when he calls? We shall be glad to serve you. Yours
truly. (90 words)

Dear Sir: We are at liberty now to tell you that we can save you about half on that
local job. We have some1 new employees and a new method which will enable us to fill
your order satisfactorily whenever4 you are prepared to place it with us. Perhaps you
should give us a telephone call whenever you are ready* for us to go forward with the

work. We think you will like the contrast between our old and new methods. Yours truly,4-

(80 words)

READING AND TRANSCRIPTION EXERCISE

j/
๱- ૲ /- -* ,

ksL* je-&^ (~/~ / 77/.

& h O

IM? CL^xf/^ aJ ^ />A c£* ^u £ ^£u!< no US. h,

// y /p L <f
-^L&^f Ov^n n . cellar- v -fa 7 <ft / s&o/\s£^ >V-

h ch r- ^૲j^/U. ru. , 6-fy. ^ >7, ^૲
-pJ<-e^s^~,

'
S?< ૲7-£^e.

js^-) >sU4 ^e --^7 £- '£ o e> >7, si'
/>/*5 ^/>^ /^ '*଀

FT3**
v -**&£

*
2F

" ill "* ffr£ ^J?%f>-^^ - v

n ^£<j £.c \ /LC^૲- ૲୿ r s fU6c- ^eL- f&4

/
*
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LESSON 53

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

He will display the machine to the manager. Will you discuss the costs in person with
-~ ti Y) u JQ-Ou: 7 ~

dsXAsn ^0 CSK . AjL / <®fif ^~

the man in your district? The design is correct. Remember to dispose of the

invoices and statements. We shall design the equipment to your satisfaction. The

distribution will follow your study of the figures. (54 words)

Shorthand Forms
dis, des

Abbreviations

WRITING PRINCIPLES

The combinations dis and des are expressed by a capital D :
display/^/' discuss <&co dispose/S^j

remember satisfaction ^J^a

VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

. sl.j

moment

national

notation

occasion
opinion

orange

orchestra

> i

,awsunn
opportunity n/i

-

ordinary )hWuul
period p,d
portion M
recommend

)

recovered Ajucsin.
reduce AJ^cU)
reduction suAx
regardless ajlLo
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LESSON 54

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

/ / L^ L£sC L o SA ^ eA - -' s ^ ^-~\ <- i-૲> x3 U.૲- <- o

Will you speak at our spring meeting? You will want to spend some time at our

special sale. He spent more time than he could spare in an endeavor to get space for

the sport show. His spirit was good as he spoke in response to their suggestions. 2

ft**. \T~ >c/*
Can you make an inspection of the accounts? (47 words)

Shorthand Forms

sp

WRITING PRINCIPLES

The combination sp. is expressed by a small printed s.: speak i£c
spring sAL_^ spend i..-૲ i special w

VOCABULARY BUILDING

appoint > -
/2A. » obtain

}IMn
power fKn

assistance obtained ^iriyy) public aL-tc
assistant
avoid

October

offered
4 quoted

replying ajujL-^
correspondence csvsn party samples ^jj/
even JtAST) payable speech sx£

exact \Jc per cent Vo spill d
examine v__ૼ perfectly ph- splendid %JL૲>

example ^-yJ permanent p૲r^ spoken ixCT7

exceedingly \juJU-- permission - p૲> spot

excess \jl4 plate spread w
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LESSON 55

READING AND REVIEW EXERCISE

Practice reading and taking dictation of the sentences and words until they can be read and written rapidly without re

ferring to the print.

-
<&c cLcLc A n cIjza. dsK.

The discount was deducted properly. The changes are not clear. Will you direct the

L Ulw h,/Uj f>

X^T7- ? ^n ft rvv^i

organization personally ?* I sincerely prefer to believe that he never makes a mistake.

yi jlIc Jv IJ
c

-v }y\

~

rot Ajlo&L/i
~

JJ
c h a ૲<A± -*૲

What effect will this fact have on the next results? The fact that we misjudged him

should cause us to hesitate to require the agent to explain the charges.3 Even if he

cL<U_

i ^Ayn
~~

ic -2sL૲ /

-
lran^_^

j j&cl Ir

AM^UA_ ^ (
.

-&-T7

decided to learn the touch system, at the beginning he should be required also to4- learn

-
(JUC£S

~
lurx/ A

fL&c- C
j \j*f j

~

JJ
c
.

h j p
i

I V
the details. The lines are particularly good except for the fa ct that he failed to say

exactly what makes them important. (102 words)

Abbreviations organization )/ia particularly a&c- sincerely /in next ro<

VOCABULARY BUILDING

placed

placing

pleasure

season

seat

secret

secure s<LZXLA

seen yCJyy\

sense sin

sheet

summer

turned

whom

whose

wide

wife

wild

wind

>a-d

N
૲
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LESSON 56

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

accounts

agent

also

beginning

believe

changes

charges

clear

correct

costs

decided

deducted

design

details

direct

discount

discuss

display-

dispose

distribution

district

effect

endeavor

equipment

T
'A

oyvc

dxLc

even

exactly

explain

fact

failed

February

figures

follow

hesitate

inspection

invoices

learn

J*sr\

length

lines

<Jlax. machine

3C makes

&c* manager

3fJ' meeting

misjudged

mistake

never

next

organizatii

rvnr

rvx

£<Ljasm
particularly

AJUry
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LESSON 57

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Gentlemen: We have your request for details about the design of our equipment. In

response we shall endeavor1 to give you the direct results of our study.
Through inspection our agent found last spring that the display machine2 required

exactly three days to do the job for your district. The machine had to have special

length lines and the3 design was not particularly clear. The fact that you wish to handle

accounts and figures on the machine makes4 it necessary to effect some changes.

We believe this machine will take care of the discount work in your organization. s It
will also handle invoices and even a beginning person can learn to follow the* suggestions

which come with each machine. If you require details, we shall be glad to explain about

them to you. Sincerely,7 (140 words)

Gentlemen: The next mail will bring you correct estimates about the distribution of

our costs. We have deducted1 all the charges except those that we decided were prop
erly a part of the cost. If through a mistake, w e2 nave failed to please your agent, do

not hesitate to speak to our manager. If you prefer to speak to me personally, '

I shall be glad to have you get in touch with us. Remember that we have never failed to

five

satisfaction* and that we do not wish to be misjudged this time. Sincerely,
92 words)

READING AND TRANSCRIPTION EXERCISE

£W tV if- -A -,
~

7*> *->& *j£?>

/Ich-x- Cqw- v
- eke ^ey&y ^ a V^^-w V"2> /૲ ZN ^Jt)"

sst^_^ r ~

&L*l£ *f-&v /uasc± y~i
-
nx ૲e\y /£t-_- x etc

. +e~L v£ L C sM^/ *A~S oU^ J'-jzy/^

-h
) h

^2

U

-૲ft
^
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LESSON 58

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

We shall notify you. Please specify what you want. Can you justify this high interest?
o^y y /Jl ~

/uLflfl.
~

OAjD y aJI * Iret. c v d-5
The members will ratify the report. The group will ratify the bid. Can you describe

the approved plan? Your description of the features2 of the plan is interesting. At

y y<L4^fl U&f i/5 I ~ LnU^+/ ^૲» c૲૲M-f pip*.
your suggestion I shall subscribe to the financial and commercial paper.3 The

-5-4, A ^^4. I J ~ PAm/. jg y a 5 Q ;૲^d /^<f.

subscriptions were entered for all the persons. He will prescribe an immediate rest.

They are eager to subscribe. (81 words)

WRITING PRINCIPLES

Shorthand Forms
ify The ending ify is expressed by a disjoined f: notify nJ I

specify sjl justify yj ratify nMl ' "

scribe, script The word-endings scribe and script are expressed by a capital
printed S: describe aTS~ description dS{ subscribe S6
subscriptions 5s5 prescribe pS

VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

couldn't CydL^s heart ૲& sister Ma

excuse Vcx> Vos> history -^oks tried l^{_

fellow U isn't xL^~^ worth
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LESSON 59

READING AND RULE DISCOVERY EXERCISE

( 1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

You have the ability to do the work. It is an impossibility for us to approve the plan.

The desirability of the job is to be considered. The feasibility of the plan is such that

N &d ir AAA i 'tyw \s I. l*4< CUntf *
yA~ A* L

~

,-૲J^,

you should be eager to approve of it. I shall advise you with respect to the impression

C-. l ^Ss±~
-yjo

s y Lr Jl૲p£i_ t A*. /LC
4 \ jLc . t

you make. I especially3 hope you will be employed at such work as you like. I

/us
- -

CUr^
n /*jt_^ -o

tf 'c ,1^/ Y)
-

-rp h s y
respectfully advise you regarding how your account4 s tands in the hope that you will

n*l
* v

if
-8 I / I.

notify us of your ability to pay it. (94 words)

Shorthand Forms

bility

Abbreviations

dearest cLz/isO

door

else

eyes

face

fear

fire

WRITING PRINCIPLES

The word-ending bility. and the preceding vowel, is expressed by

a capital B: ability '& impossibility :૲xm/^ feasibility Lua/3

regarding AjZ^^ respectfully As5

VOCABULARY BUILDING

haven't ૲
v >

kid cA

knowledge rxJu

lady hie

married

maybe

move

Mji

૲
-v-e

nature

others

suppose

sweet

till

wonder

wonderful
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LESSON 60

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

ability

agreement

approve

approved

beauty

bid

Christmas

clothes

'B

Irit

\M

csvd -d

commercial r_ si,a-{

considered
Q^CU\_.

describe a 5

description d 0

desirability cLxuiJd

eager

egg

employed

entered

especially

fail

feasibility

features

financial

fix

forgotten

F. O. B.

greatest

Ijuza/

Iff"

group

honest

hurry

husband

immediate

re,

impossibility -૲-jml/j

impression

interest

interesting

invitation

justify

labor

lately

measure

members

middle

natural

net

normal

north

notify

owe

owing

persons

plan

plenty
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LESSON 61

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Gentlemen: We are writing with respect to your request for financial information

regarding the person! employed in your department. You specify that because of the

short space of time you considered it an impossibility 4to_get a group to enter such a

plan. We are especially eager to describe these commercial3 features in an interest

ing way. The members of our organization have the ability to make4- the description

justify the time. If you approve of this plan, please notify us. Sincerely, (97 words)

Gentlemen: We have entered our bid in accordance with your suggestion. It is our

impression that if you approve1 the plan, interest will be high. We think it should be

approved. We will inquire about the desirability z or feasibility of changes, but there

is- very little time. We hope that your members will come to an3 immediate agreement
in favor of our plan as it now stands and that you will subscribe- to it. We also4 hope
that your men will send in their subscriptions. Respectfully, (91 words)

READING AND TRANSCRIPTION EXERCISE

o fat X Jc&

7? a ^Jl^/\ -1

^}. son

f o

VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

assuring

prevailing O

probable P

project p Lt

satisfactory A/isQ

satisfied s4Ad_

sheep
&Lf>

showing &~---

shows j&})
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LESSON 62

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.

(4) Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

tA ૲v-irn

This year he will study psychology and biology. The fi ridings of geology have been

^૲p.
~ s&is x> Ira. ," +J. trt IcJ dU- /i Jd_ XL

important. The story is based on mythology. Biological data are included in the

report. This is an interesting psychological report. The paper on biology is too long.

Usr>
- JLU v - I d. ~ sSu 'Iro

- >UbrJU <&, 4 Jd. Y) ~

It is not the politic3 thing to do. The story about the Atlantic Charter is included in the

ire ^&si C& id, ^cUc L AA
^

new book. The literature * class will meet today. He would like to write tor the

literary section of the paper. Literally thousands5 of customers were there. This

Xxi ^ a *-૲ /». U x. JU- h a / £?. h
letterhead is an extreme one. It is extremely likely that he will fail. This

r£M / Y) J &% lr ^^v^
neighborhood will in all likelihood be improved. (127 words)

Shorthand Forms
logy

logical

liter, letter

extr

hood

Abbreviations

WRITING PRINCIPLES

The ending logy is expressed by disjoining a small letter h
psychology xuyc V biology [n J mythology ૲ ,4

- J

The ending logical is expressed by adding c. and the final 1 to the
disjoined small 1: biological In £cJ
The beginnings liter and letter are expressed by a joined or dis
joined capital L: literary oBm literature S&yt literally ^f-
letterhead #C-d

The prefix extr is expressed by a small x: extreme x.૲
The word-ending hood is expressed by the letter h: likelihood -^z
neighborhood yiilrxJ)

thousands hf
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LESSON 63

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

h

T'
ct -* -&fL cfy. y*f Tjfi -

CJA-n ,n sun
This transaction has helped the college. We shall transfer the conference on science

/

~ O /l_ - a/ A rvo Ti 77. ^ -slJ j ૲ r

to the other room. The goods are now in transit. Will you arrange for my

transportation, as I am to be transferred on Monday? The hydraulic brakes held.

* y Mb kJUX y+t ,4૲ /૲ ' Jo. -ft s> ls JL^.
He will study hydraulics. We shall send them a telegram. The program is too long.

ji y Jtf
' /i*j*# / - fa. d s 'p yt- ~ *^An?

He will telegraph the report to the paper. Do you agree with the chairman? The

'f**n /J _J£_ ;ૼ yj. _- * -rM yc J XL- ppl.
agreement was mailed on Wednesday. Agriculture is agreeable work for some people.

He agreed to confirm the telegram. (93 words)

WRITING PRINCIPLES

Shorthand Forms

trans The prefix trans is expressed by a joined or disjoined capital T:
transfer Tu transaction T'c transferred "71^ transportation Tp/?

hydr The prefix hydr is expressed by the letter h: hydrogen h-ynhydraulic kZc hydraulics YJbc/ *

graph, gram The word-endings graph and gram are expressed by a small dis
joined g.: telegraph Ua telegram (Jq

Abbreviations Wednesday id. agriculture 'gA, agree h/> agreed >qA.
agreeable 'aXlf ' * '
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LESSON 64

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

u /IcAjLd slr-Uif
- & 'L૲pj l

The electric current will increase the volume. The electrician will attempt to make

UI Cc '/^J >Fi yf M. *- P^J-
the electrical connections.1 The appendicitis operation was followed by peritonitis.

->-v?-vy J Ur ,n new. j -d Ui^JJ £tf jtx. - cb,

Meningitis appears to be on the increase. He had tonsillitis last week. The doctor

-* yf -J. y* yxj^I I kJ h* lysJ s*U.

himself was ill. We ourselves need to control these3 physical things. The situation

>y CSVC 1*3 Y) U L lAs<f \

will correct itself in time. I trust you will be ethical in your article* (80 words)

Shorthand Forms
electr

itis, icitis

self

Abbreviations
Common Phrases

WRITING PRINCIPLES

The prefix electr is expressed by a joined capital E: electric £<
electrical ୿<J electrician £

The word-endings itis and icitis are expressed by a
appendicitis ,'a^~tJl tonsillitis Uyt^JJ! peritonitis pln-Jl

a capital I.:

appendicitis 'a^~.-f tonsillitis Uy^tAJl peri
meningitis ૲rvn^Jl
The prefix or suffix self is expressed by a disjoined small written
sj himself -i xj ourselves oxj/ itself Lxs self-esteem /ijudt. ૲

doctor cU\

Dear Doctor cLdsi
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LESSON 65

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

Unj-oo

connections C^C

current

customers

data

doctor

electric

electrician

ethical

extreme

extremely

findings

followed

geology

helped

himself

hydraulic

hydraulics

hydrogen

ill

improved

included

its

itself

letterhead

likelihood

likely

literally

literary

literature

mailed

meningitis

Monday

mythology

needs

-૲
~p*<}£.

i?
U

ruuL/

neighborhood yxAr^h

J
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LESSON 66

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION
(1) Study the shorthand notes below until they can be read rapidly and easily.
(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be
joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.
(4) Compare your notes with the text, and correct any errors.

Dear Doctor: Your literary articles on geology and biology agree with the data
which1 the science group has included in its literature. It appears that you have based
your findings on a large volume2 of data and that your work is an attempt to take
mythology out of the situation.

You have treated3 both biology and mythology in a politic way. We should like to
have you on the program at4, our next conference at the college. The chairman oTthe
program is extremely interested in your article.5 He is in charge of biological science
at the college and will write you and confirm this request. Yours6 truly. (121 words)

Dear Sir: Our electrician will be in your neighborhood on Monday. He will check
your electrical connections1 and current. In all likelihood the electric current itself
is all right but the operation of the telegraph2 system needs to be improved. We want
our thousands of customers in every section of the state to have3 good service.

If it is agreeable to you we should also like~ to have a man check on your use of
hydraulic * brakes. On this side of the Atlantic we have not given as much attention to
hydraulics in agriculture5 as we should. Yourg truly, (105 words)

READING AND TRANSCRIPTION EXERCISE

77 -

y? ૼ tec/. U* Vn y /c<^f . _^ ^> v J&y r
SIsC \

67



LESSON 67

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

(1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4 ) Compare your notes with the text, and correct any errors.

Dear Sir: There have been literally thousands of extreme cases of appendicitis,
tonsillitis, peritonitis1 and meningitis since our last report. These cases do not seem

to be on the increase. We ourselves2 are doing all the ethical things we agreed to do

and trust we have helped the physical situation. We3 have followed your advice with

regard to the psychological phases of treating the ill and find psychology has little
effect on cases of this kind. Yours truly, (90 words)

Dear Sir: The transportation company mailed a letter on our letterhead Wednesday

in which they said they would charter1 a boat to ship the hydrogen to your factory at

once.

I shall send you a telegram as soon as they* complete the transaction. When the

hydrogen is transferred to you our agreement will end. It is likely that the3 manager

himself will take care of the transfer and see to it that the goods are well cared for in

transit. Yours truly.* (80 words)

READING AND TRANSCRIPTION EXERCISE

C&3 hL -y-&n ^ hr^^__ c&>
~

~Tff <૲ji
૲& ଀J?

VOCABULARY BUILDING

'/
l

( filling
/r^""'

leaving JU/is-૲-*଀

In giving qw Thursday M

'. u
covered

C/^'~\. impossible ipdsvl yourself u/6

army

billed
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LESSON 68

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

A /> Ylc ~ cU Y) _^c.
- Yjrr, YL #rfO yo Y) \jL^

He will instruct the class in music. The instrument in the shop was in excellent
CJ. J! Y)c_ * f+^->.

- Ucsi At ??c_^
~ JfUS. '

condition. He instructed his friend. The teacher is instructing the students. The

A૲jjLrn Y)
cn JtJ Uk_^ Y) ^0 /he.

' Ylc /9 \JU~x.
employment instructions include training in shop work. The instruction was excellent.J Jr Yl h sisuY) sosp.

૲ c૲ Yl ^ ajlIm ~
^<£cL Stn ~

He will be in this vicinity soon. The community will release the students on3 the

opening day. Will you refute their claims? He computed the losses. The teacher will
iu

decline the application.4- She declares the certificate was mine. Let me congratulate

you. Regulate the news and you control the5 press. (100 words)

WRITING PRINCIPLES

Shorthand Forms
instr The prefix instr is expressed by a disjoined capital N: instruct Ylc

instrument Y)m instructed ffc instruction Y)c instructions Y]<li «

nity The ending nity is expressed by a disjoined capital N: vicinity /vc/^)
community c T)

ulate, ulation The ending ulate is expressed by a small disjoined u. The mark
for tion below the u forms the combination ulation: regulate rvau
regulation Aou congratulate CqsiUu congratulation CanUu-J-" " J,
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LESSON 69

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.

(2) Try to discover the rule that applies to the writing of each word.

(3) Study the rules and examples below the reading exercise.

(4) -Read each sentence again several times until the rules are understood.

(5) Write the sentences from dictation until they can be written rapidly.

c v P^
~

V> ? ^ h L- a ૲^ /, s
?

~
V°

Can you postpone the exposition? Will this be an imposition on you? The exposition

v

P
j. ^fL-p/ ^& _JLd siyy,.

~

pP ds n
-/Lc/

t y** v *

of postage stamps1 will be held soon. The proposition does not appeal to one of his

&P. c a >h/? ,n PJ /US
~ ૲,P v f૲ -d

»f

disposition. I am an authority* on postal rules. The majority of them had no

J૲S/P
yh

-
/vcju. v .W x^c yh .૲ &?/?. h

familiarity with the regulations. You should speak3 with more clarity. This

classification is useless. There will be a ratification of the order. (79 words)

WRITING PRINCIPLES

Shorthand Forms

post, position The combinations post and position are expressed by a capital P:

postpone Pp,r) exposition V° imposition ଀_ P postal PJ
proposition nP disposition J$p

rity The ending rity is expressed by a disjoined capital R:
majority > 0 familiarity / P/? clarity cY/P

fication The ending fication is expressed by the sign for tion placed under

the disjoined .f
j

classification oliii ratification aMI

VOCABULARY BUILDING

(1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

allow -2o

arm >

building

color cJsi

desire cLomx

f
it

Kparcel post of

feel

feet

fur

gone

position P

post P

success
A^>

suit aA
s

win /"
70



LESSON 70

READING AND RULE DISCOVERY EXERCISE

(1) Read each sentence until it can be read without referring to the print.
(2) Try to discover the rule that applies to the writing of each word.
(3) Study the rules and examples below the reading exercise.
(4) Read each sentence again several times until the rules are understood.
(5) Write the sentences from dictation until they can be written rapidly.

^ CJU H ? CJa SI L /XAsO id, u
Under the

૲7-

Will you circulate the petition? The circular w ill go to press today

C૲ x7 i /૲< je y AjlIm a- h AjUajU
circumstances I think1 he will retract the question. Their retreat marks an important

step in the situation. We hope he will retrieve z his losses. The simplicity of the

terms will increase their understandings. His tenacity is to be commended.3 (60 words)

Shorthand Forms
circu

circum

sity, city

anti

WRITING PRINCIPLES

The prefix circu is expressed by a disjoined capital, C: circular Caa
circulate CM
The prefix circum is expressed by a disjoined capital C. and thesymbol for m: circumstance C /6 circumstances Q . /J
The endings sity and city are expressed by a written disjoined
capital S: simplicity ^X-^jJ ^ tenacity U^J
The prefix anti is expressed by a disjoined capital A: antidote Q&lanticipate Q/vpH >

VOCABULARY BUILDING
(1) Cover the printed words and practice reading the shorthand words rapidly.
(2) Cover the shorthand words and practice writing the shorthand several times.

air -A circumstances:C-J inconvenience YlAlsir-esri y\

alone -/f court ' met -A
art -/? eat jd night YuJ
ball \M far ' ought ,1

beg h farm h- univers ity JTSlrt/0
circumstance C૲J gave <t weight /
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LESSON 71

VOCABULARY REVIEW AND DRILL

(Abbreviated words are underlined)

( 1) Cover the printed words and practice reading the shorthand words rapidly.

(2) Cover the shorthand words and practice writing the shorthand several times.

held

imposition

instruct

instructed

instructing

instruction

instructions

instrument

losses

majority

marks

mine

music

news

opening

petition

plans

postal

postpone

press

proposition

ratification

refute

regulate

M

ttc_

ric

n

1a/

-<r
n

rjbr-i/

PI

/vau

regulations ^1,

relations AjJ
If

release /uMj

retract ajM^c

retreat AjJsud

retrieve AjtJyuuir

rules

shop

simplicity

stamps

step

/k-p/

students Ja^~*

teacher

tenacity

IjUA

terms U-/
their h

thousand h

toward w
training

understandings

useless aJL

vicinity i/vY)

view
"A

years ua/
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LESSON 72

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION

( 1) Study the shorthand notes below until they can be read rapidly and easily.

(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be

joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.

(4) Compare your notes with the text, and correct any errors.

Dear Sir: Your application for employment declares you have some familiarity with

postal regulations.1 We have an excellent situation in your vicinity. The opening will
include work on the ratification2 of claims. We will provide instruction for students

who wish to accept our proposition. The enclosed3 circular is being sent to each

teacher in your community. If you wish further information please* call on us.

Yours truly, (84 words)

Dear Sir; You are to be commended for the clarity of your instructions. The

simplicity of the rules is1 a long step toward their clarity. What disposition will you
make of the useless certificate? The classification2 of the losses will help to regulate

the terms of the petition. I hope it will not be an imposition3 on you if we have to

postpone the release of this news to the press. Yours truly, (75 words)

READING AND TRANSCRIPTION EXERCISE

o^cJL^଀ -^ ^ /A-^f
PS yi<?u a \^C-૲j

7>

*>*..£
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LESSON 73

SPEED-BUILDING BUSINESS DICTATION AND TRANSCRIPTION
(1) Study the shorthand notes below until they can be read rapidly and easily.
(2) Type or write each letter first from the print and then from the shorthand notes with the print covered until the

typing or writing from the notes is as fast as from the print. (The underlined words in the printed copy are to be
joined when taking dictation. Do not underline them as you type or write the longhand.)

(3) Practice taking dictation at 60, 80, and 100 words a minute.
(4) Compare your notes with the text, and correct any errors.

Dear Sir; When do youplan to appeal to the majority regarding their understandings
about the shop rules ?* Their training marks a new step in shop relations. With the
decline of authority, it is held by some that2 the men will refute the rules. This view
is not mine. As a friend of the men, you can circulate among them and instruct3 them,I am certain they will congratulate you on your work. Yours truly. (73 words)

Dear Sir: He has been instructing at the music exposition for many years. It is
computed that he has1 instructed over five thousand students. His tenacity has helped
many to learn an instrument. His work stamps2 him as a great teacher. He has lost
much money in this work. It is our hope that he will retrieve his losses and* then
retreat to his home in the country.

It may be necessary for him to retract on his plans but he will* not be happy without
his work. Yours truly, (87 words)

READING AND TRANSCRIPTION EXERCISE

is Tyf7 Ca ૲Zd. 0- ^z. //2"c- -^૲r>^~1૲ -^ J
^P1-

h *, ^ ^jU _ ^^ Lt-e^ . ^ -J* -^-4
A? rxrs ~*3^r> t^r, . i<<3 J^૲' **-* /t t~° y^^- ଀ ^ ° IP

}lc h૲ . i hr? SLe^i^C £ ^& -*૲

O / _ A SL*^£> 'to Si'

74



PART II

ADVANCED DICTATION AND TRANSCRIPTION

This section of the text is designed to give further practice in taking and transcribing dictation. Each letter contains
a few new words. The new words are in dark type and the shorthand outlines are shown to the right of the letter.

If you need to refresh your memory regarding outlines for other words, you can refer to the vocabulary pages at the
end of the book. In some cases the vocabulary gives only the root form of the word. The addition of such endings as ly,
ing, ed, s, and er is not always shown since you have already learned how to make such endings.

When you have completed the beginning and advanced sections of the text you will have learned the shorthand out
lines for more than 3000 of the most commonly used words. These 3000 words are reliably estimated to cover 97% of all
dictated material.

SUGGESTED LEARNING STEPS FOR EACH LETTER

Step 1. Practice writing each new word several times in shorthand.

Step 2. Write the entire letter in shorthand until you are sure you can write each word without hesitation.

Step 3. Observe the English and spelling problems involved and be certain you understand them.

Step 4. Practice taking each letter from dictation at sixty, eighty, or one hundred words a minute, according to your own
ability.

Step 5. Transcribe the material dictated until you can do so without hesitation.

Repeat these five steps for each of the letters.

1

Dear Sir:

I hope you will pardon the delay on your order. The bag con- oAyn Ira
taining the tan cap fell in the mud. When1 we tried to wash it in a Uv> CAO \Z" y^
weak soap it was altogether a miserable failure. j&c s&f) ***\ ^"
The damage may be smaller2 when the laundry completes its £^.૲-7 -d -^ slL**~lAJt C. -pAJAS

work, so be of good cheer. &£A
Yours truly, (52 words)
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Gentlemen:

We are necessarily concerned over the excess population In your

area. Congress1 has told the treasurer to map out a plan with the

Department of Commerce to work out a Joint course of action2.

We hope the work will not be in vain, and that Congress will
not kill the bill when it comes up thereby making it3 impossible to

deal with the situation.

Yours truly, (70 words)

Dear Jerry:
I received your letter wherein you expressed an interesting

theory about marriage. In fact it1 was quite a sermon. I do not

wish to mar the ideas of one who is wed to such a point of view,

but when- you get old and lonesome, it will be your funeral.
Remember the last lap of life is often the most difficult'. Let me

hear from you again, as I enjoy your thoughts.

Sincerely, (72 words)

Dear Sir:

We are in the wholesale market for coffee, sugar, tea, grain,

meal, butter, fish and honey. Doubtless you know* that our terms

are strictly cash. We have inquired elsewhere but in compliance

with our memo we divided our2 patronage among our northern

friends.

If you will quote your minimum prices and dispatch a wire to

us soon with an3 itemized and revised set of delivery dates we
shall appreciate it.

Yours truly, (77 words)

Cf Up) L* ^rut GLcrta

.૲- d>isisd_ /jXsisru yiaJ^vi

tsL Asa A-t/o-tsa cLlknu

Dear May:

I am sure you will laugh when you see the pair of cases I tried
to sew. My hand is raw and it,s my1 intention to relieve the pain

with a special cream. The work is very rough and far from Ideal.

But I am lucky2 that they came out fairly well. If I knew how to

operate the machine it would have been unnecessary to-1 work so

long.

I am going to sit in the big chair now and take a nap as I do

not feel equal to staying* up any longer.

Lovingly, (85 words)

?/)aJ/ Yln>rs3

st/i*૲ -
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Dear Madam:
Do you ever envy the one who can write a song, a poem, or a

cute short story? Does your soul seem1 to die for lack of a tie
with the arts?
We can help you realize your ambitions if you have the strength

to throw2 off old ties. Our educational column in the magazines
and journals provides a universal medium3 of expression. We can

teach you to sell your materials.
Of course, we go unpaid if what we outline4 for you does not

result in success.
Sincerely, (88 words)

7

Dear Sir:
The executive desk we ordered hasn,t arrived. Can you tell us

what became of the order? It must1 be somewhere at the manu
facturer's storage warehouse. Heretofore our orders have been

readily filled from your2 southern office. We hope the cause of the
delay will soon be discovered and the desk duly shipped.
We are working3 at capacity and hope to catch our dealers

ready for our stationery supplies before they have a strike4. May
we urge you to write us soon?

Sincerely, (88 words)

8

Dear Sir:
I myself am at fault since the library sent me a notice twice.

I could easily have complied with1 this request, but I was behind
in my work then. The sooner I replace the book, the better it
will be.

In the2 meantime, neither blame nor neglect will improve the
prospect for better relations. I hate to depend on others3 to carry
out this responsibility.
For your sake I should not have overlooked the complaint

when it was first4 received. I appreciate your kindness.
Sincerely, (89 words)

/va- sdshisn

^ UK loUu L/"

Ale Olc

9

Dear Sir:
Not one cent has been spent on the campaign. The central

committee has been valuable and frequently1 effective. It is fa
miliar with the liberal newspaper and will insist on a recall elec
tion if2 the Justice is elected.

Our failure to develop suitable and practical vote-getting plans

in the3 cities has me worried. The worst that could happen is that

we might have terrible luck with the crowd at the banquet. We4

hope to make a wise choice; then they may cooperate.
Sincerely, (91 words)

as3 ^U^i c^yiU. 0/I cjyJ
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10

Dear Madam:
This is to report on the recent examination of your son.

He has two loose teeth that need1 attention. His ear and nose

examination show normal results. He reports his neck is sore. His
mouth and throat2 appear normal. Around his waist there is a

slight swelling. This may be caused by the rubber belt he wears.
His height is3 normal.

He says the coach wants him to give up chemistry, but I ad
vised against it. I hope you agree.
He says he4 does not smoke and I believe he would not lie

about it.
Sincerely, (92 words)

11

Dear Sir:
Our ticket agency is a short distance from the retail section of

your town. There is room to park, and1 you avoid heavy cross
traffic. We have a variety of plays from which to select and we
shall be glad to2 reserve tickets for you.
Going to the theater is a. handsome way to entertain. It is

easier; you3 don,t get weary; and your guest isn,t worn out. Yes,
it is a real treat.
We invite you to call us. Our reliable4 reputation has been the

foundation of our success.
Faithfully yours, (93 words)

12

A Point of View
The friendship of a dog is often of great comfort. The Joy of

owning a horse can lead to a1 rich experience. Man,s existence
often depends as much on such relations as on food.
I always feel sad2 for those who have omitted the delightful

and occasional friendships of dogs and horses. This remark may
sound3 foolish to some, but I never tire nor complain when I have
my favorite dog or horse with me. Nor do I4 envy the poet, the
minister, or the king when I am alone with such friends. (94 words)

13

Gentlemen:
We have drawn a check against the deposit we recently made

at your bank. Afterwards we shall check1 our signature to make
certain it is in correct form. It is our custom to stamp the date

beside the name of2 the city.
If your cashier thinks we need more capital to handle C. O. 1).

shipments, we shall try to keep a3 medium amount on deposit.

An enclosure is hereto attached in partial payment of our note.
This will4 pay the interest and principal from the first to the
tenth inclusive.

Sincerely, (95 words)

r\A -/ susa^L^'ruc /la

c^f. c -<ute

UU \ru J&n /vUX ^c

AjJ, U

Ua c૲-j*£Jn

cUes- cfaj opt

10' Jhsv
,<iAsn
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14
Dear Bill:
When the storm struck the wall and the row of nut trees I

thought it would blow out to sea, but the wind seemed to be1 an
engine of the devil.
I saw the wind rip out the rose tree, pick it up, and roll it over.

It was lost. But2 that,s not all. I got a photograph of the clock
and bell across the road as they fell over. The cat and pig were3
safe in the barn.
It was not simple for me to save your stove, pan, cup, and

hose. Goodness knows I tired. But I was tanght4 one thing;
namely, folk do not toy with nature. One must trust in the Lord
at such times.

Affectionately, (98 words)

15
Dear Madam:

We should like to make you a trial offer of our new pound
cake mix. I am sure you would find it helpful1 and you will for
ever bless the day we introduced it to you.
The pamphlet enclosed will, I am certain, command2 your at

tention. You will find it a great source of household aids. On the
opposite side of the sixth page you will' find how to make a nice
luncheon drink.
If you will return the card through your post office we will

send you a trial4 package of the cake mix that will make the kind
of cakes grandma used to make seem like a joke.

Sincerely, (98 words)

16
Gentlemen:
We do not claim we can move heaven, the earth or the moon

even an inch. But we are jealous of our1 ability to handle corpo
ration problems.
If you are involved in grave or severe federal relations2, we

can arrange our calendar so that we can assist you. We will do
the missionary work and sow the3 seed for future business. We
can reverse the trend of sales.
Our membership in the golf club provides golden4 opportuni

ties to collar some big orders. You assume no liability until we
produce.

Sincerely, (99 words)

> ^ /^

AM) As? ft*. SU!

lU cMoVL

!f A> rU

UuJ jOO 1

cM૲ -Awn W-
ru ft c^fA

yVvfcr oa!v stfsiA-eA LoJ
LAJl s4*d

17
To All Laketown High School Students:
This term your team hopes to beat all others and thus round

out a grand year. Even though1 we should suffer a defeat by our
neighbor, we have the courage to maintain our belief in our
ambition2.
Graduation exercises are not far off and we want them to be

outstanding. I hope you will join me in a3 resolution to forever
master the art of a generous attitude toward all men. We have
had a4 glorious year, it is essential now that we observe patience
and presence of mind in all we do.
I know you will5 not disappoint me.

Sincerely, (106 words)

La U૲଀ MA hp A<7^

CU Lf
i
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18

Dear June:

This session my roommate and I will go home for Thanksgiv

ing. She will announce her engagement at the1 institute. Her

sweetheart will give her a ring. Several soldiers will be there who

will take her and my niece to the2 movies and a football game.

I shall go swimming.

We will bring a trunk. I know this seems silly, but we want the

maid to3 repair a number of dresses for us. I have really been

homesick and also lazy. And I feel so ancient4 now that May is

going to marry.

I am such a poor correspondent that I wonder why anyone

writes to5 me. I,ll be seeing you soon.

Love, (106 words)

« ~ ૲.*-,/ MMr*-£4

y^^

1!)

Dear Jane:

I don,t know what I shall wear when I graduate. The new rule

does not make it easy to determine what1 would be in good taste

for the reception. I am going to wear my plain blue cotton skirt

and white sweater to the2 basketball game. I hope I do not look

too domestic. You looked darling in that dark model outfit at the

student3 activities program.

I need to study that English lesson for the junior test on

poetry. The Danger4 Theater program makes me so nervous that

I don,t dare think about it, but I do want to listen to it.

I,ll5 see you on campus tomorrow.

As ever, (108 words)

20

Dear Sir:

We find somebody made an overcharge on the dining set and

radio cabinet sent to you. The charges1 for the piano, the rug, and

the silver were correct. It is the company,s error and unless there

is2 some objection on your part we will grant you proper credit

on the fifth of the month.

Future shipments to you will3 be sent over the new Eastern

Coast truck route. We formerly used the Valley route but the new

route along the sea4 will cut the time by one half.

We have a new lumber depot under lease at this destination

which will help us5 to manage our costs better and limit waste.

Yours truly, (110 words)

21

Dear Sir:

We have a patent on a new carbon scale that will not rub off.

The new carbon is thin and stiff along1 the edge so that your sec

retary will not get a headache trying to use it. I am certain it will

score a2 hit with her. It will not get her hands dirty, and we war

rant each sheet.

Whether you order a million sheets or one3 dozen, you are

insured of a wholly satisfactory quality. We can tip you off that

there will be a4 rise in prices soon.

Unfortunately our plant is booked solid for the remainder of

the week. There may be a" short delay in turning out a big order.

Sincerely, (111 words)

oU^da d>U-^ d>uc ૲xCP crlA

A)db, cUrrd
4=^4// A^H A^

c£
Uc aJ i*-^-- <vlt

sue %

J^M dbp, A* ALU,

-^1
JLLLt ^

H^-/-<^V if
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22
Gentlemen:

None of the ladies likes the feature kitchen. All agree that it
is unusual. They do not think it1 will be suitable nor popular. They
prefer the modern rather than the fancy.
I think we can satisfy2 them if we use the latest pattern for

the corner and center arrangement. Of course, no one can guar
antee that3 we can prevent their criticism.
I am frank to admit that we should not manufacture this ex

pensive4 product unless we are positive that it will rapidly come
into fashion. I am most thankful to you for5 your sincere review
of the specifications.

Yours truly, (111 words)

23
To Our Customers:

Death takes a ride in every motor car that is driven fast, es
pecially when it is not1 in good repair. You do not want to end
up in a hospital because you forgot. Nor do you want to hurt2
someone because you drove a defective car.
We are equipped to render you the service you need before

you begin3 your holiday journey. We offer the highest degree of
intelligent service at the lowest prices.

Don,t4 sacrifice your life at the wheel of an unsafe car when
our garage is so handy. We have the finest machinery5 for every
purpose. We shall be looking for you.

Sincerely, (112 words)

24
Dear Doctor:
My son avoids society but my daughter likes the excitement

of travel, the stage, and political1 activities.
The fraternity to which my son belongs does not seem to suc

ceed in getting him to2 be cheerful. It would be a relief to me if
you could suggest some way to interest him in using his leisure3
time more positively. He is not religious. He respects his parents
and is lively at home.
We have engaged4 in a long search for some way to rid him of

his dull, exclusive attitude. We recognize that we may be mis-
taken-"* about him, but we suspect his mood may cause him trouble.

Sincerely, (113 words)

25
Dear Sir:
We can take possession of the desirable land at the foot of the

lake as soon as we settle the1 estate. The flat parcel of land near
the railway is not laid out to join the wood lot.

Since we are desirous of2 getting a clear title soon, we hope you
will cast your vote in favor of the deal. Can you tell us what the
taxes3 are for the farther removed part of the property?
We hope the deed can be executed and then an announcement4

will be made soon. Of course, it would be cheaper if the beach and
mountain property were taxed in proportion to-", their value. We
shall look for a letter from you soon.

Yours respectfully, (113 words)

run stcLe/' LexA ccsri

-૲-pUisn Uyr^u.

av૲, cyiU^-t-

£, son yuuvs

"J*

dJ- AaJ ૲pi jJf^"

M -? ,

2£2C >/ ruif

xisn svrLfi/ s<L4Ajje dlOi \xJLsm

yieU /dA^. /CcL'
ૼ/> M J \ '
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26

Dear Madam:

The necessity for truth is awfully important in cases such as

this. Nobody who is1 human would expect such strange oversight

on the part of a member of a faculty. It certainly is not a2 mark

of her faith, nor it is worthy of sympathy. I will seriously investi

gate who was responsible3, so that a misunderstanding like this

does not extend beyond herself.

Earlier this semester there was a* series of needless official

acts that we shall not want to repeat. I know you will be sensible
about any5 demonstration, and that you will lend your moral

support in every way.

Sincerely, (115 words)

૲๱ in L<£<Lt soAsn- /K.

jLA-n sish sOJIAjLJ ruuth ,/W

d.૲-nsdsi ૲!**-«

27

Dear Madam:

Did you ever hear a little boy say "Hello" or "Goodby" to his

dad? Have you seen the boy give him1 a hug or kiss when he re

turns exhausted at night? If you have, you know what a comfort

able feeling it is2.

A dad who is a pal to his son is a noble person; whereas if he

is not, there is often sorrow, and3 sunshine is absent from his life.

A child fed on tender care is getting good medicine. He may not

be a genius4, but there will be nothing false or soft about him.
Our school cannot, of course, take the place of a parent, but

we do5 offer much in the way of help for boys. We would be happy

to call and tell you about our school.

Sincerely, (119 words)

-a/ cJr
CsCd

28

Dear Sir:

A senior of my acquaintance will register for military service

inside of twelve months. He is1 fortunate that he can serve his

nation. He hopes to be assigned as an officer in the navy. He is a2

devoted and genuine young man. He is clever, has a good memory

and is a delight to have around3.

If you need a good man to work with your salesmen, you will
find he is a remarkable person. Wages are not4 too important to

him. He wants as much civil experience as possible. He will be
glad to correspond5 with you.

I hope it will be his good fortune to be with the largest firm

of its kind until he begins his" military service.

Yours truly, (126 words)

t.-> n -r^

cUA yn/V C&lrt -

CAsS

૲Msu

sue

I ଀G->-7 iy/
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29

Gentlemen:
We plan to lay chapter one on your desk soon. Our prayer is

that you will heartily O. K. it.
When1 the work was begun I sat down with mixed feelings.

I wondered whether I was a fool to try to represent such2 a fa
mous captain of industry in that way. In spite of it all I,ve stood

up quite well. If it hadn't made a3 hit with the women I think I
would not have gone beyond the first paragraph.
I am, of course, excited about4 the renewal of your appoint

ment as editor. Did it ever occur to you that sudden fate set the
scheme5 of the entire story? I am sure I have done no harm to
remind you of this.
I shall look for a sentence or« two from you soon.

Cordially yours, (126 words)

30

Dear Sir:
As guardian of Mark, I wish to voice the kindest relation with

his parents. They deserve earnest1 attention. I am grateful for
their capable manner, and the affectionate display they made on
his behalf.
The weekly2 visitor keeps him from being lonely. Furthermore

the keen competition of baseball has used his energy3 and given
him freedom he had never enjoyed.
I am certain when you interview him you will recognize4 that

his charming dignity is a delight to all of us. His happiness has

meant a fresh point of view for all5.
I thought at first I would go crazy. He stayed mad so much of

the time. His interests were dead and he was mighty8 hard to
bear, but we were patient and we will stick by him.

Sincerely, (132 words)

31

Dear Sir:
We offer for sale a rock lodge away from dust, noise, heat, and

close to a fine private fishing hole. The soil at1 the rear of the
lodge will not pack. And in the spring the trees are in full flower.
If you want spring fever to get into2 your blood, this is the place

for you.
There is a tennis court and a square frame chicken house with

a metal roof. There3 is a small race track just over the hill. A
stone oven in the rear of the house is just the place to prepare a4

basket of good things to eat.
The house on the hill across from this place was built at the

turn of the century5. Wherever you may go, you will never again
find a scene such as this. Birds, bees, a hen here, another there.

We cannot6 hold this offer much longer, so please call us if you
are interested in a map of the place.

Sincerely7, (140 words)

J଀ -QJUa AAs\

&&n £t-<: s\s~t4 cx^~~is4 s\^x
flk^-v/ dsasisis .£Asn/J q/ilLLf

-&1 ,__^ cCaft cLtot ૲pjesna

fcs%t J' ૲it
fj* CZ^ 'LLn

£*u Ud r
s£pn siHh

'cSu<> IM
l/isn yd^^yue si v
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32

To Our Customers:

Farmers themselves find it difficult to know whether to feed

corn to a cow and milk her, or1 feed corn to a hog and sell it, or

work for another at a salary. Seldom has the farmer been caught

in2 a worse combination of events. His inability to trace even a

temporary independent3 course has caused him to make unfortu

nate decisions.

If he could depend upon climate he could establish markets for-"

potatoes, poultry, meat, wool, or cattle. He could keep profitably

occupied. But rain is scarce, water supply5 is not steady, and birds

partly destroy his crops.

Our service is organized to make a thorough inventory6 of your

situation and to work out a schedule for you that will help you

make the right decision. You can7 depend on our honesty. You risk

nothing.

A call to us may prove to be very profitable and to ours mutual

advantage. May I look forward to hearing from you?

Sincerely, (173 words)

CAym oo ૲.*<. 77

si* c૲<snn /Vj

eta

,<^p± si)to stKSLj ^ph yd^Le

p/P- cUhJ csuasy

1 J

AIM _*/

INTRODUCTION TO THE VOCABULARY

When a word is written in word lists it is good practice to insert those vowels that distinguish the word from other

words that have the same consonants. For example, care and core, have the same consonants. By inserting thej>. vowel and

the o vowel in a word list the words are clearly read. If, however, the words appear in a sentence such as, "I will take
care," or "He ate the core of the apple," the words are easily recognized without the vowels from their use in the sentences.

In the vocabulary list on the following pages most vowels have been included. Many of these would be omitted when

taking dictation of familiar material. /
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VOCABULARY

a

ability

able

about

above

abroad

absence

absent

absolute

absolutely

accept

acceptable

acceptance

access

accident

accommodate

accompanied

accomplished

accordance

according

accordingly

account

accounts

acknowledge

acknowledgment

acquaint

acquaintance

across

act

action

active

U

V
w

>J

> \

>cAp

kJfW
)cAjpn

C
TO^Lf.

-ifU

>^-
'C
'<y

>c

P"
b)CAA

)

>,

activities

actual

actually

ad

adapt

adaptable

add

added

addition

additional

address

addressed

adequate

adhere

adjourned

adjust

adjustment

administration

a

au
<&M.

o

a

଀
Q
j

Olaa

Q/v6

%
y

administrative ( 1 y\Jj/\r

C
L

iA

Usirr)

darn.

(Lvnrm

Qvir%4

dan

CLxrva

QyirtQAn

(JbirisQ

UsirxJl

afternoon

afterwards

Uir

admire

admission

admit

adopted

advance

advanced

advancement

advantage

adverse

advertise

advertisement (JyvX/YY)

advertising Qs\r\_^
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all J aren'tanswering

Icon
%_'JLJ
&.'
'JU

'A
Us"

allow

allowance
allowed

almost
alone

along

already

also

although

altogether

always

am

ambition

American
among

amount

amounting

amounts

ample

an

analysis

anchor

ancient

and

angry
announcement QJDY\/YY\

ou
cun
al
aJO

annoy

annoyanc e

annual

another

answer

anticipate
antidote

anxious

(XdX

ru
ralrzh

any

anybody

anyhow

anyone

anything

anyway

anywhere

apartment

apparent

apparently
appeal

appear

appearance

appears

appendicitis 0^~^x

application O^OC

applied P^L
apply P^
appoint QA-^~^

appointment )QA-^~\sm

appreciate D/vo-

appreciated P^-'Z.

approval >pWT
approve f^N^~
approved -pW.
approximate PAX
April )fy\
are /*

ru>
ru/

fp
tf

argument

arm

army
around

arrange
arranged
arrangement

arrangements
arrival
arrive
arrived
art
article
articles
as

ascertain
ashamed

aside

ask
asked

asking

asleep

assigned

assignment

assist

assistance

assistant

assisting
association
assortment

assume

'/i/O^rn

H A

-rLnrt

)rmar

'/?

'

'fid/

-V

"£^
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'{JVYU

'*

-\n

im

W

aware

away

awful

awfully

awhile

baby

back

backward

bad

badly

bag

balance

ball

band

bank

banquet

barn

barrel

base

baseball

based

basement

basis

basket

basketball

bat

bath

battle

bay

be

beach

bear

A

I
\A./
\M

\M-

bh

(A-

unruqj

IAI

IrQ/m

\M

W-

vd

V

[rtt

(A

beat

beautiful

beauty

became

because

become

bed

bee

been

before

beg

began

begin

beginning

begun

behalf

behind

being

belief

believe

bell

belong

below

belt

benefit

beside

best

better

between

beyond

bid

big

(Alt

LrOC૲-

U
Irt

U

I
YrUym

a)
\mxJU

LrtdLd

\J

U
r
j
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bill iJ
billed Uf
bills vi/
biological InJLcJ
biology- U
bird I/?
birthday WJ'
bit w
black \A
blame \A-
blank ULc
bless Ut
block Uc
blood Od
blow tf
blue %
board

Vboat

l^dtbody

h-~bond

hbook

\rdlbooklet Wbooks

Lrfunborn
h,borrow

w-both

\Mbother

I4lbottle

W૲bottom

Hbought

bound IsO
૲^

box £*

cake

calendar
call
called

calling
calls

came

camp

campaign

campus

can

cancel

canceled

cancellation

candy

cannot

can't

capable

capacity
capital
captain

car
carbon
card
cards
care

cared
careful

carefully
carload

carried
carry

OC

df

C TO

c

C/rvd/
Cyy-t^J

1

on

C4D

chJrn

C*

%dnBd
)
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cV

oM-eA

-en

cheap

cheaper

check

checked

checking

checks

cheer

cheerful
chemistry
chicken
chief
child
children
choice

choose

Christian
Christmas
church

circular
circulate

circumstance

circumstances

cities
city

civil
claim
claims
clarity
class
classification
clean

clear

c. ^gyie

H
Grid

^.<
V

Cln
CM

J/J
/inst
dk-cl-J
cJQ

ci
cLa

clerk
clever

climate
clock

close

closed

closing
cloth

clothe

club

coach

coal
coast

coat

coffee

coil
cold
collar
collect

C O. D.

collection

college
color
column

combination

come

comes

comfort

comfortable

coming

command

commencement

cJyvc
cJym
cZl૲X

c^c

dx-

ex

I
did

cA cxidiCAA
C૲Jm

c^m

rvrn
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convention Cr/-n

c_

c >U

c

c

c૲
pJym

conversation

convey

convinced

cook

cool

cooperate

cooperation

copies

copy

cordially

corn

corner

corporation

correct

correspond

correspondence

correspondent

cost

costs

cotton

could

couldn't

council

count

country

county

couple

courage

course

court

courtesy

CV'

DC

c>

qaWA

CAU

CfLi~

ZSlAQA

Q/UL

C/l/5

c/
c^
CAnr\

cxJi

c
CJsa.

Ob

csu)

d?
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cousin
cover
covered

covering
covers
cow

crazy
cream
credit
credited
criticism
crop
cross
crowd
cry
cup

current
custom

customer
customers
cut

cute

dad

daddy

daily
damage

dance

dandy

danger

dare

dark
darling

s

C/V7

CA^

CA

CA

caU/2

C/Vf

(yvcrd

caa

c/L૲

cJ

dJd
cLdt
d'~

an

decide

decided

'n

dJsmjL

dignity
dining
dinner
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direct

dirty

djvc

dnJUt

dozen

draft

dsasn

7disappoint

discount

draw

drawn

dA'

dAsn

discovered Sc^i_ dream dsm

discuss J%CX3 dress cLm

dispatch

display

drink

drive dsusir

dispose

disposition

drop

drove OAAr

distance &in dry cUa.

distribution . M; due d

district cOisoc dull dJ
divided dbvxd duly

dr
division dor

d-

dsi

duplicate

do during

ISdoctor dust

document (dcm duty die

does

doesn't

dog

doing dL

each

eager

ear

earlier

XA

JLA-A

dollar t earliest JSl-J
dollars

domestic

t early

earnestd xCc

done dsn earth £aJ-

don't d^ ease

1
door

double

doubt

doubtless

dA easier JlsXtA

Ji/inyy)

dlrf easily

do

cUrld

east

eastern

down dom easy T

eat

edge

edition

editor

education

educational

effect

effective

effort

egg

either

elected

election

electric

electrical

electrician

eleven

else

elsewhere

employed

employees

employment

empty

enable

enclose

enclosed

enclosing

enclosure

end

endeavor

energy

engaged

jU

Jbdc

juLc o

4
it

Jill

U
Ld

I
a

1૲yJjLl/
£૲

-pAJyrr\

rmj
4.

Ybdiart
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engagement

engine
English
enjoy
enough

enter

entered

entertain
entire
entirely
entitled

envelope

envy

equal

equipment

equipped

error
especially

essential
establish
establishment
estate

estimate

estimates

etc.

ethical
even

evening

event

ever
every
everybody

nJ

, \siJJm

^૲\^lAa

YItAad

JLGul

X/ff-

everyone

everything

everywhere
evidence

evidently

evil
exact

exactly

examination

examine

example

exceedingly

excellent
except

exception

excess

exchange

excited

excitement

exclusive
excuse

executed

executive

exercise
exhausted

existence

expect

expected

expense

expensive

experience

explain

jba/vir)

Vc

V ~n

\dyvlt
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fashion
fast
fat

fate

father
fault
favor

favorable
favored

favorite
fear

feasibility
feature
features
February

fed

federal
fee

feed

feel

feet

fell
fellow

felt
fence

fever
few

field
fifth

fight
figure

figures

if

fa
P
uuws

V

f

FT

ile
iled
iles
ill
illed
i I ling

inal
inane ial
ind

indings

ine

inest

inish

inished

ire

irm
irst
ish

it
ive

ix
lat

loor
lower

iy

oik
ollow

ollowed

ollowing
ollows

ond

ood

Us
V
H

E
5

k
r
- -

- -p
$

fool

foolish
foot

football
for

force
foreign
forever

forget
forgive
forgot

forgotten
form
formal

former
formerly
forth
fortunate

fortune

forward
forwarded
forwarding
found

foundation

four
fo ur th

frame
frank
fraternity

free

F. O. B.
freedom

i

if
It"

ft'

K

lAJbd

94



freight
frequently

fresh
Friday

friend
friendship

from
front

fruit
full
fully
fun

fund

fundamental

funeral

funny

fur

furnace

furnish

furniture
further

furthermore

future

gain

gallon

game

garage

garden

gas

gave

general

generous

tyvd
rv&i

ahn

K7

yn/vl

genius

gentleman

gentlemen

geniune

geology

get

gets

getting

gift
girl
give

given

gives

giving

glad

gladly

gla,ss

glorious

89.

god

goes

going

gold

golden

golf

gone

good

good-by

goodness

goods

got

lt/YVU4

r

if4.

fr

'
Y
a*.૲-

fa
qJLcLon

qsnA

government n/irm

grade

graduate

graduation

grain
grand

grandma

grant

grass

grateful
grave

gray
great
greatest

greatly

green
grief
gross
ground

group

grow

grown

guarantee

guard

guardian
guess

guest

guilty
habit

had

hadn't

hair
half

OlAxLA

cyxi૲>

OAsC

f
r~

H

r-
OAyn

V
r.

-a

_/7

1
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heaven M~V~n holiday

-W

haven't

7

heavy -w
height -J
held M
hello J,
help Thelped -¥helpful w
hen ૲n
hence ૲ n
her -A
here -iA
hereto ~zaJ,
heretofore -&\jJ-1
herewith -$/iyi~
herself -14
hesitate

high 1*
higher ~XA

highest -J
highly -I ૲
hill -/
hills 4/
him -j૲
himself -A xJ
his xJ
history ~^&J
hit i
hog

hold %*
holding ~JUx *

hole
j

home
homesick
honest

honesty

honey

honor

hope

hoped

hoping

horse
hose

hospital
hot

hotel

hour

hours
house

household

how

however

hug

human

hundred

hurry
hurt
husband

hydraulic
hydraulics
hydrogen

I
ice

r\A

T
T-

71/
o

-naJd

-oV

1

J?

klc/

U6
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idea

ideal

if

I'll

ill

illness

I'm

imagine

immediate

imply

importance

important

imposition

impossibility

impossible

impress

impression

improve

improved

improvement

in

inability

inasmuch

inch

incline

inclined

include

included

inclusion

inclusive

income

inconvenience

Ldtf

1

if
-

--૲
-pL.

,~T

JP

,-૲
-p^Jlrf

-૲
pVJ

-૲
-pyv^r

-૲
TOA/lC

-૲
଀pA/irm

m

,YlC

Jhn

M

J

YhCsu-tsnr)

increase

indeed

ndependent

indicate

individual

industrial

influence

inform

information

informed

ink

inquire

inquiry

inside

insist

inspection

instance

instant

instead

institute

instruct

instructed

instructing

instruction

instructions

instrument

insurance

insured

intelligent

intend

intention

interest

TidUtA

tt/n

%
YUu

nJ»

rvld

nMA

Y)c

ruL

^--^^L

invoices

LAW)

>଀

\૲

'
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joint
joke
journal
journey
joy
judge

judgment
July
jump

June
junior
just
justice
justify
keen

keep

kept

kid
kill
kind

kindest
kindly
kindness

king
kiss

kitchen

knew
know

knowing
knowledge
known

labor

i/vrxA

yvnx
t
M
Mr

Ft

cJUn

cjp

cki

CA

lace

lack
ladies
lading
lady

laid
lake

land

language
lap
large
largely
larger
largest
last
late

lately
later
latest
latter
laugh

laundry
law

lay
lazy
lead
learn
lease

least
leather

leave
leaves

Ja

UcUy
JscL "

Mi
JJc

aaja
AAA/)

n
M-
Mamj
Ma

A°>~\AJrr
JLeA
JUyyn

La
JUJ
JIM

JUas^

leaving A°£AS~-~^

lecture AAjCA

led JU
left Jleg ^legal
leisure Jbb&\
length JLA-
less Jb
lesson Xaள
let JU
letter t

iZttletterheac */letters
JLBliability M-Jliberal
JLUUliberty
IaaWaJ.library
JUlie

^life

Juxlight
JUlike
^7,likelihood

Jc-likely
JL-Alimit

line JLu^
lines jLsrx/
link JL -c

list u
listed u_
listen AAAn
lit M
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literally
literary
literature
little
live (verb)
live (adj. )

lively
load

loan

sLVir
Jbsir-U
jLn

local JU1
locate

located
icJl

location ic
lodge

lonely

1 1

lonesome JUnA૲.

long JU
longing

>

longs

look

)

looking
\

loose JU
lord

4?lose

loss
losses

JUlost
lot JU
lots JU/
love JLw
lovingly
low I

lower
lowest
luck
lucky
lumber
lunch

luncheon

machine

machinery
mad
madam

made

magazine
maid

mail
mailed
mailing
main

maintain
majority
make

makes
making

man

manage

management

manager
manner

man's
manufacture

-Jt

map

mar
March
mark
marked
market
marks
marriage
married
marry
master
match

material
matter
matters
may

maybe
me

meal

૲T

--

% /manufacturers ଀૲-~y\JS\S

-^
_i^

__^
__*y

many
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memo miss

memorandum

memory

men

meningitis

mental

mention

mentioned

merchandise

mere

merit

message

met

metal

method

methods

middle

might

mighty

mile

military

milk

mill

million

mind

mine

minimum

minister

minute

miser

miserable

misjudged

TWO-/
J

^U

-wrt

଀-y^XlA

missionary

mistake

mistaken

mister or Mr.

mistress or Mrs

misunderstanding

mixed

model

modern

moment

Monday

money

month

months

mood

moon

moral

more

morning

mortgage

most

mother

motion

motor

mountain

mouth
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nevertheless Yl/irto

new r>

news

newspaper YiAJcuyi

next nx

nice YLL4

niece YUU)

night rud

nine 9

no
n,

noble nit

nobody nlrdj
-

noise nl<<9

none

noon

nor
r\A

normal

north
)

-

northern

nose

not n

notation

note

rd
-i

rd

noted rli
notes rd/
nothing

N

notice rhbo
)

notify
"tl

notion n

November n/V
) v

now YbO

number n૲଀in

numbers

numerous

nurse

nut

object

objection

obligation

oblige

obliged

observe

obtain

obtained

occasion

occasional

occupied

occur

o'clock

October

odd

off

offer

offered

office

officer

offices

official

often

oh

oil

O. K. or okay

old

n Jh/

s

rd

Inc

Lryc

E

c
I

CJ

(ft.
CA

dc
)

d

d

J-

p

r

omitted

on

once

one

one half

only

open

opening

operate

operation

opinion

opportunity pA

opposite
iflsQ^

or

orange

orchestra

order

)
૲

.A

ordered

orders

jAscdsi

/?

/?

ordinary

organization /iq

organized ,/^2_

original

other

others

otherwise Q,

(X yk

M

ought

our

ourselves

out

outcome

outfit

o

oa/

f
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outline

outrun

outside

outstanding

oven

over

overcharge

overcome

overdue

overlooked

oversight

owe

owing

own

pack

package

page

paid

pain

paint

pair

pal

pamphlet

pan

paper

paragraph

parcel

parcel post

pardon

parents

park

part

OTJsr\

o

OcL-

Olc
\૲

,n

M
ad

asm

'
ii

partial p/i&x

particular p/^c

particularly nMc ૲

partly

parts

party

pass

past

patent

patience

patient

patronage

pattern

pay

payable

paying

payment

pays

peace

peach

pen

pencil

people

per cent

perfect

perfectly

perhaps

period

peritonitis

permanent

permission

permit

ftes

%

/&4-
૲

%

jQAAyr)

/>
'

/At
)

p"

0£JC

p"

J

psrXsQX

fif*
V.

ph

p-p*

pa

p Ur)tX

P

P-

P-

person

personal

personally

persons

pertaining

petition

phases

phone

photograph

physical

piano

pick

picnic

picture

pie

piece

Pig

pin

pink

pipe

pity

place

placed

placing

plain

plan

plans

plant

plate

play

pleasant

please

if

-
rye

pic/nJc

pk^yx

PA

pjLA

fa
n>r)

fL^c

t^P

pxU

cJto

plh
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AT

possess

possesses
possession

possibility
possible

possibly
post

postage

postal
post office

postpone

potatoes

poultry

pound

power

practical

practice

praise

pray
prayer

precious
prefer

PP.
ptLtt
p<r~^

pun
ante

asvcMd

r'
ash

i- ଀ Pi
l

preliminary pAL-n^
premium
prepaid

prepare

prepared
prescribe
presence
present
president

press

pressure
presume

pretty

prevailing

prevent

previous

price
prices

pride

P
pA
p5pr
pr;
p<r^
QAs4

P#}
P^r-
pLe

/Ob૲

p w?
nAUs4

primary p '

principal aAyn

principle

print
printed

prior
private
privilege

prize
probable

probably
problem
proceed
process
procure

produce

product
professor

profit

profitable
program

progress
project

promise

prompt

promptly
proof

proper

properly
property
proportion

propose
proposition
prospect

p\A
pA>V
pAAsQ

p&tA
p?
pen
pcU,
pdc
Pit"
pU
pW
pr*
pr
p-*
pn૲ J
pA૲/-Hpr
pr-
pprdj.
PPP,
PM
pP
p^c
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protect AsapU rag

proud

prove

provide

psychological

psychology

public

publish

pull

pump

pupil

purchase

purchased

pure

purpose

pursue

put

quality

quantity

quarter

queer

question

questions

quick

quiet

quit

quite

quotation

quote

quoted

race

radio

fyurd

pisui

/UsCsCCl

/0<OCJ

pJrtC

Pf

Pry

PC

P/°*

I

I

/Vd

akU

railroad

railway

raiment

rain

raise

ran

range

rapidly

rate

rather

ratification

ratify

raw

reach

reached

read

readily

reading

ready

real

realize

really

rear

reason

reasonable

recall

receipt

receive

received

receiving

recent

AA

A/'
A^y-n

A^n

As3

aW)

)-

AM

AM,

AJUi__

A-&d sid

Asd-

Asdj.

Ajd

AJ-

/UA

AjLyn

AJOtyruiA

AJtycJl

ajullI

AJLAJSir

AJL4JS1£_
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respectfully /V5

response AJ&S n

responsibility AJt/SY\J3

responsible AJSS YXAri

AJtsaJU

AjJrud

ajlAajw

AjJsmn

s

ruru^

ric

rod

rood

AA

rCp

russ

AAA.

rod

roc

roommate

rose

rough

round

route

row

rub

rubber

rug

rule

rules

run

rush

sacrifice

sad

safe

said

sake

salary

sale

sales

salesman

salesmen

same

sample

samples

sat

satisfaction

-CO

satisfactorily

satisfactory

satisfied

satisfy

A, A-O

AAT

aJtx

A4J
Am

sdkrCl

dtd

s4sd

yak,

/AAA૲૲y\

)

aX$
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AA/l/a

juLe૲-

ASlrtA

a*

^t

sheep *4-tAD

sheet 4-lI.
ship &
shipment &nnr\

shipments I >&m/
shipped *£.
shipping ^-^
shirts +4/
shock -

shoe *n
shop '
short )&

shortage *M
shortly &-
should *d
show *-
showing -

shown
)

shows *>,

sick /u:
sickness /L<srL4
side s4A

sight /uU
sign AASn
signature
silence /uJn
silent aaL૲*

silk ydLc

silly ^h
silver /lLwi
similar ^j*
simple A>~-n*
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A૲Cjj
AY)

A*£,
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staying /d~-^

steady dUu
steam /OJL

steamer XLt.૲-'l

steel /&&£

strange Xi^y
street /Q

strength <&\ r
strictly /SaX.-
strike /JSUX.

strong ^d^X__^

sLcL૲>

struck
student

students

study xLcLt
stuff xU
style Asd.
subdue jd

subject

submit

subscribe 5<S

subscription *5
subscriptions *4
substitute

succeed

success

successful

such

sudden

suffer
sufficient

sugar

suggest

suggested

suggestion

suggestions

Msuit
suitable

sum
X

summer s
sun

Sunday

sunshine Atru&isn
superintendent 5

superior S, A
supper

supplement

AAlL.supply

support

suppose

suppress Sxd

supreme 5

sure
surely *Q-
surface
surprise

If*suspect

sustain

sweater

sweet

:£
nil

sweetheart

swell
swimming

sympathy

system

table

lietake

Hc^ntaken

taking \!<^
talk lie

tan

taste OS

taught a
tax iU

taxes (V
tea u
teach \jUL

teacher \jUA

team \JL^
teeth U>
telegram
telegraph
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h
that's h,
the -
theater WXa
their h
them /૲
themselves

then hn
theory hAj
there h
thereby hJr
therefore
these

ftthey
thin hi
thing v ^

"»;

thousands

h

U

ton u
tonight
tonsillitis

UyxaU

too Is
took U
top

total uJ
touch

toward

u

town Um
toy u
trace L^o

track ink
trade UJd
traffic
train
training U^^
transaction Vc
transfer

I

transferred
transit
transportation
travel
treasurer U^y>-
treat UuU
treated \ajU_
treating IrxJil-^
tree

trial
tried Uu_
trip
trouble
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truck rvdUc until
true
truly
trunk
trust
trusting
truth
try
Tuesday
turn
turned

twice
two

type

unable

uncle
under
undergo

underneath

understand

und e r s tanding s

understood

underwrite
undoubtedly

unfortunate
unfortunately

union

universal
university
unless
unnecessary
unpaid

k-

I*

X

LufDnM
,s૲c/
u
uua

s

Tilo

Tifd

unusual

up

upon

upper

upward

urge
us

use

used

useful
useless
using
usual
vacation

vain

valley
valuable

value

valued

variety
various
very
vicinity
view

visit
visitor
vocation

voice

volume

vote

wages

Jut

1
)

«£

)
\

«A
went
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were

west 3
western At
wet A
what

Aૼ
whatever

AY
wheel

A*
when

whenever

where S,
whereas /&

wherein

AT.
wherever S,V

whether A-
which \£

while ^J
white ^
who

\

whoever -y
whole -/
wholesale ૲

c<lr

4-wholly

whom
V

whose

1
why

wide

A^wife

si§Jwild AzAl

ill

illing

in

ind

/"

^^¥

/*

writing

written fiAsn

wrong

wrote

yard

year

years

yellow

yes ft
yesterday iPO

yet fi

AA

r .

you

you'll

young

your

yours

J

A
yourself ad

youth
*-jA~
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SUMMARY OF PRINCIPLES

Sounds or Sound

Combinations

Pre

fix

Suf

fix

Letter

Group

Expressed

by

Illustrations Page

Ref.

a
j

ache J0 2

ad X a adverse
<^W<7 34

an X
rL

answer g^^ 25

anti X & (disjoined) antidote tf^ 71

awa X
j*

await "i
J

3

ax X \ axis \j 38

b L- bay lr> 7

bility X a_ feasibility
L^<?

60

c (hard) c acre Mcy>^ 3

c (soft) 4 race j/)Ja 2

cess X X X p recess /h£/Zp 14

ch X £ chase -^jJ) 7

circu X
Q (disjoined) circulate C&. 71

circum X £_ (disjoined) circumvent C૲ v~~~^ 71

cis X X X

f_
criticism a,/^? 14

citis X
1^

(disjoined) appendicitis -k-^T^7 65

city X ^ (disjoined) felicity '//J* 71

con X c convey ^Ov-, 44

contr X
k contradict /p^ 50

coun X c county C/s 44

ct (ending) X c convict
Csૼ^ 38

d TL delay M' 2

des X A destination jQ^On 54

dis X B discuss jQ^z^' 54

e jL check j£^ 2

electr X £ electric £. 65

em X
.e employees

jl૲^JZu/'
50

en X
T) envy /l^ 15

encl X J enclose ^ 38

ever X X ]/ (disjoined) whenever snl/ 14

every X X V (disjoined) everybody /-ylrb 14

ex X \ expect
y^..

38

extra X
7C

extreme lx 63

f
/

fee Ip 2

fication X
0/ (disjoined) ratification %y/ 70

for X v'/ (disjoined) foreign /$ 19

fur X y '..(disjoined) furnace tyyui 19

g (hard) i gay Oa
>

7

g (soft)
/

(undotted) large Lc\j 7

gram X
V0

(disjoined) cablegram ////*ૼ 64

graph X
^

(disjoined) telegraph l£Q/ 64

h /- height ,// 4

hood X h neighborhood -nj^tjj 63

hydr X h hydraulic h^tc^ 64

i (long) l, (undotted) align ,^U^n 3
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SUMMARY OF PRINCIPLES

Sounds or Sound

Combinations

i (short)

fy

m

Pre

fix

Suf

fix

Letter

Group

f.

Expressed

by

(disjoined)

Illustrations

trick ^C-

ratify y^i

impress ¥-
^-fi^

Page

Ref.

59

50

in

incl

mg

instr

itis

1

letter

liter

logical

logy

ly

m

ment

n

nc

nee

nd

ng

nge

nity

nk

nse

nt

oi

oo

other

ou

out

over

ow

OX

oy

per

2L
insight ft&jZ.

£. include 4vL

including >A£૲ ±

Yj (disjoined)

^J
(disjoined)

instrument Yljri

tonsillitis (yrua/-^

tt
(undotted) just

keep if.
~7L

x

x
2

laugh ^

z
letterhead jfy

literal ?!L
disjoined) biological InJJ
(disjoined) geology T

૲ (disjoined) lonely -at
maintain

222.
mental 7?^/ comment

2L.
neighbor y^

rancor
ALr-<S>-

position

post

n
(disjoined) reference

fund

siAjsin

j£
(dotted)

(disjoined)

^
(disjoined)

^~>

(dotted)

N^

a.

&

(dotted)

๱
P
-

±

(disjoined)

rung

range

vicinity

bank
%nj^

dense
cLl

enter

dough

choice
^
^04.

room

otherwise Q

bough 2tf-

-m

outcome

overdue

how

oxygen

»e <ZJy

without Yo
7^૲

-Q

ic:-

p

person

Tl

A^2L-

WJ1.

disposition '

$^p

postpone

15

38

1 1

69

65

63

63

63

63

3

33

33

30

25

1 1

69

33

30

25

24

_2
25

8

26

25

38

24

19

70

70

pn

pre

x

X

f-

(disjoined)

(disjoined)

private

prepare -f-
u

pro
A
(disjoined) proceed '

,{^

19

19

19
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SUMMARY OF PRINCIPLES

Sounds or Sound

Combination s

Pre

fix

Suf

fix

Letter

Group

Expressed

by

Illustrations Page

Ref.

pur X n
(disjoined) purpose o n^ 19

q
f

a.
quick ajr 29

%-
qu *

I.
quest 4L-/7 29

r reign /^ 3

rd X /? afford >U? 15

rity x ff (disjoined) alacrity "-JL/? 70

rt X /? alert >J£ 15

s (hard) ?
raisin

yj^,
1 1

s (soft) L case ^ 2

scribe X s inscribe yV£ 59

script X s transcript
~fS 59

self X X
^ (disjoined) selfish ^j^. myself t_^

65

sess X X X 0 assess
*Q

14

sh X L shave i&v 20

sion X (disjoined) division c/sy- 39

sis X X X

v
basis [fity 14

sity X ^/(disjoined) diversity dh^L.J 71

sp X
_S

special 5^/ 55

St X J conquest Cq.d'
24

sub X s subdue <£J 43

super X j (disjoined) supervise sins? 43

supr X ૼ (disjoined) supreme , f
43

sus X X X 2_ sustain oy^ 14

sys X X X

?
system ,fQ.J 14

t

/(
.

(uncrossed) time ^Li૲ 3

th X

/- (crossed) theme /^

4

thing X ,. ૼ anything y^ ^ 1 1

tion X ration ^ 39

trans X 'T transfer -jf, 64

u \ duty ^yy. 2

ulate X u (disjoined) formulate />i__^ 69

ulation X u (disjoined) speculation ^^c,u 69

un X '/
} unfair ytf<^ 15

under X X oc understood ^<£/ 43

V \S have -i/ 4
w / work ^ 3

ward X ^
/ (disjoined) reward 'j>mJ, 49

wh / when £ 3

X

/

relax 'a^S* 15

X

y (ending) £ ready ^^ 7

y (initial) u yes
^0

3

z

7

zone / 1 1

7 /-
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Oh**-

a
about
accept
account
acknowledge £
ad a
add a
administration <2૲n
administrative 6L-~Ar
advertise
after
afternoon
afterwards
ago
agree
agriculture
all
already
altogether
am
an
and
appreciate
approximate
are
aside
at
automobile
away-
be
because
before
business
but
by
can
cannot
certificate
circumstance
circumstances C૲,/
city
company
correspond
count
credit
decide
department
difficult
discount
distribution

/*-

i

Ir
c

fU*

ABBREVIATED WORDS
ct letter
C&1 like
ft likelihood
0 make

manufacture
membership
memorandum
merchandise
Mr.
Mrs. __*
misunderstanding
more
necessary
neglect
never
nevertheless
next
not
oblige
of
opportunity
order
organization
organized
other
our
out
outside
over
paid
parcel post
particular
people
please
position
post
post office
practical
prepaid
principal
principle
privilege
quality
quantity
question
quite
railroad
railway
recognize
regard

-=A

yuuj

ywui

0

remember a^^.
represent yi^o
represents, tive/z^irrespect yv*
respectfully ^o-s
right /i4.
satisfaction xU^
satisfactory
satisfy
secretary
'self
ship
short
shortage
side
signature
sincere
sincerely
splendid
street
sufficient
suggest
superintendent 0$
surprise
that
the
thereby
therefore
thing
thousand
to
under
undergo
understand
underwrite
undoubtedly
unfortunate
unnecessary
unpaid
us
well
will
write
year
yesterday
you
you'll
your
yourself

VU4
t

hJ-
H
h
L

uvu_

SK.

v//
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