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Abbreviations 
3 4 U 8 9 10 

approximate, 
advertise America, n approxi- April associate August 

mately 

12 13 14 16 7 18 19 20 

certify, ; : 
average boulevard bureau catalog certificate child children Christmas 

-* 

21 227 ar a\23 24 25 26 27 28 29 30 

company corporation credit day December department discount doctor East envelope 

32 33 34 35 36 37 38 39 40 

intelligent, 

February federal feet, foot figure Friday government inch independent | intelligently, 
l intelligence 

42 43 45 46 47 48 49 50 

January July June junior magazine manufacture March maximum May 

51 52 53 55 56 57 58 59 60 

memorandum] merchandise mile Monday month mortgage North November 

61 62 63 64 66 67 68 6 70 

number October ounce page pair parcel post percent place popular 

71 72 7 4 7 77 80 

post office pound 

81 82 83 84 8 86 87 88 89 90 

; subscribe, superin- 
senior September signature South square street ethesiplion Sunday fondent telephone 

91 92 93 94 95 96 97 98 99 100 

vice- 
Thursday total Tuesday present volume warehouse Wednesday week West year 

absolute, 
absolutely 

adminis- 
trate, ion 

amount 

1S 

capital, 
capitol 

44 

54 

minimum, 

minute 
miscel- 

laneous 

6 9 

paid 

3 7 5 6 78 79 
represent, 

president question railroad railway represent- room Saturday SEuO I 
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PREFACE 

SPEEDWRITING, an alphabetic shorthand system, was introduced in 1924 
and is used today throughout the world. Sounds are represented in SPEED- 
WRITING by the use of the letters of the alphabet and the common punctu- 
ation marks that are used in longhand. If you can write longhand, you can 
write SPEEDWRITING. 

Organization and Format 

The order of presentation of the principles, brief forms, and standard 
abbreviations is arranged to distribute the learning load equally among the 
lessons. This text is divided into 40 lessons. Each lesson contains one to three of 
the sixty-five SPEEDWRITING principles with ample examples, as well as 
reinforcement of the principles already studied. 

A small selection from the 151 brief forms—representing 211 high 
frequency words—is presented in every other lesson. In addition there are 110 
standard abbreviations, most of which you already know. 

The reading exercises contain more than 18,000 words of shorthand 
practice material presented in a shorthand notebook format. Each reading 
exercise is followed by a key, which is marked in 20-word units for ease of 
dictation. 

A “Recap and Prevue”’ follows each group of five lessons. Each is designed 
to reinforce material already covered and to motivate the learner’s interest in 
what follows. 

Emphasis is placed on the nonshorthand elements of transcription in the 
commentaries in each lesson as well as in the recap and prevue sections. This 
material is designed to be learned concurrently with shorthand. 

The appendices provide an easy reference to the principles, brief forms, 
standard abbreviations, states and cities of the United States, and provinces 
and cities of Canada. 

viii 



Preface ix 

Objectives 

The objectives of Principles of SPEEDWRITING are to: 

1. Develop your ability to recognize sounds. 

2. Develop your ability to apply the rules of SPEEDWRITING to the 

sounds. 

3. Develop automatic writing of SPEEDWRITING. 

4. Develop fluency of reading from shorthand notes. 

5. Develop your ability to construct new shorthand outlines. 

6. Review preferred spelling, grammar, and punctuation in preparation for 

transcription. 
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LESSON 1 

1.1 SPEEDWRITING 

You are about to study a system of shorthand in which letters of the alphabet 

and marks of punctuation are written to represent the sounds that make up 

our language. It is a scientific system composed of rules that can be employed 

for the writing of all words in the English language—words used in business, 

law, medicine, engineering, the arts—all fall under a shorthand principle. In 

this course, you will be trained to apply these principles as easily and 

naturally as you now write longhand. — 

1.2 Write what you hear. The spelling of words in the English language often 

includes silent letters. We write ¢-e-a even though we hear only ¢-e, and k-n-o-w 

when we hear n-o. 

bail bal know mo sign Aer 

fee be own low ah tea le 

few fee safe Aap type Lp 

high ee sigh Me view vn 

If you write what you hear, the word edge will be written because the d 

and e are silent and the g has the sound of 7. The word goal is written 

because the g has a hard sound. The word gauge contains both sounds 

of g and 7 and is written . Hence, we will write in shorthand 

when we hear the soft sound of 7 and q when we hear the hard sound of 

g. 

By the same token, some words are spelled with s even though you hear the 

sound of z, such as does and pleasant so we will write Shwe Similarly, when 

1 



2 Principles of Speedwriting 

words are spelled with ¢ but pronounced s as in rice or city, we will write 4 

Then some words are spelled with y and pronounced 7 such as type, so we will 

write ¢ 

In the case of words written one way but pronounced in differing ways 

according to usage, we will follow the sound: 

I will use that. Of what use is it? 

I have read this. Did you read it? 

1.3 Writing SPEEDWRITING. Since you will be using your natural pen- 

manship as much as possible, you will find this an easy system to write. 

Most people normally speak two to three times faster than a writer can 

record in longhand, so the writer will need to resort to various techniques to 

increase the speed of recording. 

One of these techniques is omitting all silent letters, which shortens the 

spelling of words. The examples in 1.2 illustrate the omission of one or two 
letters for every word. In addition to the omission of silent letters, omit any 
unnecessary strokes on letters at the beginning and end of a word. Look at the 
word fee in 1.2, Can you recognize the letter f when the beginning stroke is 
omitted as in ? The same is true for the letter b in Ga& . Look at the 
word safe. The letter f can be identified easily by omitting the final stroke: 

ce examine the words sigh, high, type, and tea. In the first three words 
the letter 2 is not dotted, and in the last two words the letter ¢ is not crossed: 
Vay Ay a lip » te — . Whenever you raise your pen and move it 

back to complete a dot over an 7 or a cross on a ¢, you have slowed your 
writing. 

Practice these words: 

ate all lay Le rule r2ecZ 

deep Leap leat Lf say 42 

file pL lease Leg seal «acl 

goal gee new ee see AL 

hope hope robe 20-¢— tape lage 
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1.4 The language of shorthand. Every activity has a specialized language, 

and shorthand writers have their own vocabulary, too. Here are some of the 

words we will be using from now on without further explanation: 

Shorthand. Most general references to shorthand apply to all systems, 

alphabet or symbol. Shorthand and stenography are also used interchangeably to 

refer to the total process of taking and transcribing dictation. 

Longhand. Material not in shorthand is usually referred to as longhand, 

whether typed, printed, handwritten, or reproduced. 

Transcription. This is the process of turning one kind of record into another. 

When, stenographers turn their shorthand notes into longhand, the product is 

generally known as the transcript. Most stenographic transcripts are typed in 

the form of business letters. 

Context. When we decide to use sea rather than see in the sentence, “The 
> sea/ see is high today,” it is because of context. The meaning will indicate the 

correct words. Always read for sense. 

Outline. The shorthand representation of a word. 

1.5 Sounds 

a. Vowels: Single vowels are either long or short. These are long vowels: 

a as in hate, ¢ as in eat, 7 as in sigh 

0 as in rope, u as in few and cool 

Any vowel that is not a long vowel sound is considered short: 

a as in hat or fact, calm or tar 

e as in tell or when, serve or earn 

1 as in did or give 

o as in cot or on, off or cough 

u as in cup or honey 

Occasionally vowels are difficult to distinguish, as in her or hurt, because the 

sound is obscure. This is of no consequence. Remember, any single vowel that 

is not long is automatically short. 

b. Sounds other than vowels are consonants: 3}, /, 7, etc. 

c. Positions of sounds: Each word has a beginning, an end, and a middle. 

When we need to refer to position, it will be in these terms: 



4 Principles of Speedwriting 

Initial: the sound at the beginning of a word, such as the 7 in item or the 6 in book. 

Medial: any sound between the beginning and end of a word, such as the long 

vowel a in bai or the long u in huge. More than one sound is audible in 

polysyllabic words; hence, in the example sesquipedalian—pronounced sess- 
quee-pe-day-lian—medial means any sound between the initial s and the final 
Nn. 

Final: the sound at the end of a word, such as the fin leaf or the d in build. 

1.6 Medial short vowels. Omit medial short vowels. 

a. In one-syllable words 

build Le, ee rough Af? 

bought 4 hug Ag said da 

did dd jig 4 tell 

felt fee off of yet Yl 

b. In polysyllabic words 

bulletina AZ, happen4 Agen senate And 

citizen Alan knowledge mG visit uy 

deposit Apal level ETE, writtend A220 

4 Consonants are not doubled in SPEEDWRITING unless we hear double sounds, 

1.7 Medial long vowels, one-syllable words. Write medial long vowels in 
one-syllable words. 

bail SxZ gauge Va lease C2 
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deep cle goal get sign AK™ 

file pe league 4e9 tape (ap 

1.8 Initial and final vowels. Write initial and final vowels, whether long or 

short. 

a. Initial vowels 

Oe add add. ease 9) off 

aid ad, edit 2A office 

ahead Aa egg LaG) unit - 
b. Final vowels 

do, due, 

dewO cle heavy Avré tie 

follow fe ready pole value 

happy Ape revenue /t&U7rie who oS 
4 Please note that u will be used for the sounds of 66 and u. 

1.9 Capitalizations. Use a short wavy line under the initial letter of a word to 

indicate capitalizations. 

Ada ada Ed el a Philip £0 

Bil L Faye fa Ted Le 
u 

Daisy Lye Henry Ame Teddy cde 
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Capital letters are used to represent certain sounds rather than the way they 

are used in longhand. It is not necessary to indicate a capital letter for the first 

word of a sentence because you know that this word must always be 

capitalized. 

1.10 BRIEF FORMS 

Some words are used so frequently that they warrant shortening so they can 

be written extremely rapidly. We call these shortened outlines Brief Forms, and 

they should become part of your automatic SPEEDWRITING vocabulary 

as quickly as possible. 

Take a look at the first Brief Form list below; you will notice that these 

outlines are not written according to sound. Because almost every one 
reproduces some element of the longhand word, you will be able to associate 
many of the Brief Form outlines with the longhand; for example, the / in wll, 

well, the s in is, his, the n in im, not will help you learn these rapidly and easily. 
The period is the simplest punctuation mark, requiring so little effort that it 

has been reserved for the frequently used word the, and it is called a dot. 

are, our, 

hour ow is, his Ug to, it a 

can —C that Cw we & 

for ,) the. will, well Z 

in,not mm 

1.11 The shorthand pad. While you are in school, use two notebooks, one for 
homework and one for dictation. Your homework notebook will be used as 
your teacher prescribes. Your dictation notebook should be spiral bound so it 
will lie flat. Use a rubber band around the front cover and slip used pages 
under it. You can then open at once to the page on which to write. The line 
down the center is meant to divide the page in two parts: write down the left 
portion and then down the right. Write on only one side of the page. When 





Duhep u L Uw be Lp Dita a Ape pee a2. 
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you reach the end of the pad, put the rubber band around the other cover, 

turn the notebook around, and a complete fresh side is available for writing. 

Date the notebook each morning in the lower right or left and draw a line 

under the last of a previous day’s dictation. You will soon be taking letters in 

dictation; skip a line between letters so that the beginning and end of each can 

be determined at once. Left-handed people who write upside down will turn 

the notebook so the spiral is next to the body. In this way they will avoid 

rubbing the wrist against the spiral edge when writing. 

Always use a pen for shorthand and carry an extra one in case it runs dry. 

Pencil points break and become dull. A pen will produce readable notes with 

greater ease. 

1.12 READING EXERCISE 

Observe the short backward slant for the period. The question mark is the 

same in SPEEDWRITING as in longhand. The word count in the Key is 

measured by syllables rather than actual words. Each superscript number 

represents 20 words. 

Dida a oe pine? OL FLA ef 

@ G Z fll LZ A LL» Zs AA qa AY tcl. 
Y € 0) U 

GEL Gly eae Bae Pa fia. ofa? el cro _ 
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KEY 1. I hope you will tell Bill to type the bulletin. 2. Did you see Henry? 3. I will 

file the bill for Philip. 4. Do you know” Ted? We will visit his office. 5. I know a few 

who type well. Do you? 6. We will set a high goal for our office. 7. Use*® a heavy tape 

to seal the unit. 8. Will you let us know if we can get a new file for our office? Ed 

cannot® tell us. 9. Do you own a yellow robe? 10. If you do the job well, we will pay 

you for it. (75 words) 

1.13 REMEMBER ... 

a. Write what you hear, omitting medial short vowels, 1.6. 

y 
e 

budget bot job fe none mm 

far fe judge df said dc 

b. Initial and final vowels, 1.8 

asset aa often ofr us 

body bde own &77 use 

ud 

Ld 

enough anf so Ao yellow yee 

c. Silent letters, 1.2 

die ade half hf sigh ge 

d. Long vowels in one-syllable words, 1.7 

rule bat Ve fale ee view Olt 



LESSON 2 

2.1 More about writing. In paragraph 1.3 you learned to omit the 

unnecessary strokes on letters at the beginning and end of a word as well as 

the cross on the ¢ and dot over the 7. You can readily see how these omissions 

speed your writing. 

For the same reason, you will learn to streamline two letters—m and w. This 

is done by eliminating tedious up and down movements in this manner: 

U0) aa Le (Le eat 

away AB men LZR ER wage tog! 

manage Saad f model ~3r2@@ way, weigh We 

may 352 money 22> ne win,won U7 

me ale my ee wisdom 4r> 

memo >> +o sum,some g > women C7 »% 

2.2 Underscore the final sound of the outline for ing and thing when these 

suffixes are added to a word. 

a. -Ing 

billing (€ filling 

editing ol paying 
_— 

filing fe selling 

4 The brief form for will is WA 

visiting ual 

weighing We 

Ka R willings 2 

10 
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b. -thing 

nothing 4, something g + 

2.3 Write capital c 6 for the sound of ch, called chuh. Note that we take 

the c in the longhand combination ch for our shorthand. 

“attach all. much, match 7—4C© such 2 

chief Cf reach eC teach CeC 

each 2 rich 220 Gunes 

2.4 ABBREVIATIONS 

Longhand abbreviations are normal in most writing, and many have been 

transferred to SPEEDWRITING. A glance will enable you to absorb most 

of them as part of your automatic and immediately usable SPEEDWRITING 

vocabulary: 

vice-president [/P paid pea 
| and 

company C0 president f? (ampersand) ¥ 

2.5 COMMENTARY 

Did you wonder why for and ¢é_ for you were not on the first 

Brief Forms list? Strictly speaking, they are not brief forms at all. The sounds 

alone are enough to spell out the longhand words. But /% __ is listed because 

it stands for our and hour in addition to are. 

The underscore should be short and appear immediately under the final 

sound of the word. You need not be concerned about possible interference 

with the next lower line of writing: In longhand, we ignore letters which of 

necessity are written below the regular line of writing—f, g, j, p, q, y, z. The 

underscore is in the same category. 
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2.6 READING EXERCISE 

KEY 1. Can you do something that will teach the women to type well? 2. You may 
use my office. Let me know if you will use it. 3. We are hoping a message will follow 

telling us that you will visit the company, 4. Are you ready te do® the typing? I will 

do the filing if you will do the typing. 5. We are happy to follow the rule the 

vice-president® set for visiting. 6. Did you depost the money in the office sak? I did 

not see you do it. 7, We® are billing you for the metal file. It will match the unit in the 

office. 8. Qur president will see the men who™ sell the new model if you are willing to 

edit the bulletin. 9. Qur chief is away and I do not know his™ goal. 1Q. May I pay the 
women for the filing? (/28 weres) > 

aa 
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witch MA 

reacting 

| ‘ & N 



IESSON 3 

3.1 Write hyphen for the medial and final sounds of -nt and -ment. 

a. Final sound of -nt 

ant aunt) 22 — hint, hunt A- sent 7- 

don't Zo- paint pa- want, went “7 

event -é07— resident yk - wont o- 

b. Medial sound of -nt. When -nt is the last sound before -ing, write the hyphen 

for -ing under the hyphen for -nt. 

dental d. Sys mental ~“7- L rental /t- L 

hunting A = painting he = rentings | 72. 

4 Mental is Ses because ment is an initial sound. The same is true for the word 

meant ~W— 

c. Final sound of -meni 

assessment @ddé— judgment dt] = payment Va = 

attachment a¢(- management PG settlement <2¢€@- 

d. Medial sound of -ment 

regimental ry -L 

14 
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3.2 Write for the sound of wh. 

what Crt when Crm which V*C 

3.3 Write capital s 8 for the sound of sh, called shuh. Note that we take 

for our shorthand the s part of the longhand combination sh. 

effidient 2fS = rush 7556 show 

issue hee shop Lp sufficient 

push ps should bd wash, wish oa 

3.4 DERIVATIVES 

A derivative is a word formed from another: 

cant 2. — polishing plf shouldn’t a 

didn’t di oad pushing ps showing bo 

issuing hu shopping Sp wishing wf 

3.5 COMMENTARY 

Did you notice in 3.1 that no vowel is written in resedent - while there is a 

vowel in paint Ra- and won't Le- ? The rules applied to letters of the 

alphabet apply also to punctuation marks; i.e., omit medial short vowels but 

write long vowels in one-syllable words and all initial and final vowels. Please 

observe also that the hyphen is short and written close to the word to which it 

belongs. Any letter which follows the medial hyphen, such as the / in dental 

a-Z , should be written very close to that hyphen. 
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3.6 READING EXERCISE 

Circle commas in your shorthand notes. The reason will be made clear later, 

but please begin the practice now. 

OD Lie OS ee Les ¢- aa 6 C rer 

bit, £9 2» Lea do. dla gl Vi or 

phlteg ¢ 1 wr C g- aa 

Ps) MR ds a4 = mm _# bi 9 Mie bi ans rere Nt EIA Ore 

bld Cray fo Lr 

Oar De Te, 
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DLS eA ag tt EE : 7 “ LEH" Zé 

Sh WA Lz SE flo o 

ye 2m — AZ A -— VLG La 2 2 all . 

KEY 1. I want to issue a new bulletin showing our leasing policy, and I want it sent 

to the rental agent” in our building. 2. Won’t you let us know when we may see the 

new building? Should we want to rent a shop, what is the* rental fee? We do not wish 

to sign a lease. 3. When do you want to paint? I sent a memo to the agent, so you™ can 
do it when you want to. Let the agent know. 4. Fill in and sign the lease and mail it to 

me. Don’t delay getting® it in the mail. 5. I meant to tell you to rush the job. We want 

to hunt for a new office when we finish the job.!” 6. In the event that I don’t see you, I 

will tell Bill to give you a message letting you know when I can see you.!”? 7, My chief 

aim is to add to my knowledge so that I can get ahead in the company. 8. When will 

you finish!” building the unit I want for my office? Is it deep enough for my file? 9. 

Who is painting the ceiling in my office?!® 10. If the bus does not run, you can reach 

our shop if you will follow the map that we are attaching. (/78 words) 

3.7 REMEMBER ... 

a. Medial and final -nt, -ment, 3.1 

Medial and final -nt: 

hunting, 

absent oe Gan. teee Cass hinting A = 

agent a4 — evident 2ed - sent J- 

Medial and final -ment: 

sentiment 4M—-— sentimental A-—-— L 
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b. wh, 3.2 

whale ee wheel wel whip 7 

Gast, 3 

bushel bEL mesh pS, sheep hep 

fish fad shape bap shoe a: 

finish pwnd Ai 5A 



LESSON 4 

4.1 Word development. We use simple words as parts of longer words. 

Hereafter such combinations of words will be incorporated in the Derivatives 

paragraph. 

a. Words with for 

afford aft forget 

effort oft forgive 

force has form 

b. Words with in 

incentive jyrg-v” indent 

incessant rdd- infant 

incidental smed-2 inform 

k9e formal 

ter formula 

Vee fortune 

inhabit, 

ma— inhibit 

af intoS 

nf involve 

4 Both syllables come from brief forms in 1.10. 

pre 

eh 

4.2 Plurals. To form a plural, add s to an outline that ends in a letter of the 

alphabet; repeat the punctuation mark when an outline ends in a punctuation 

mark. 

a. Outline ends in a letter of the alphabet 

19 
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assets asts hours® Ag offices ofts 

companies® Cad items Chea) pieces pes 

debts GEE jobs jes units lints 

4 See 2.4 for the abbreviation for company and 1.10 for the brief form hour. 

b. Outline ends in a punctuation mark 

agents a4 = invents Jmer-— paintings = 

billings Le judgments bats _ paints pe -- 

= 
—_— 

buildings bed mailings al payments pe -- 

4.3 Possessives, contractions, adding s to verbs. Follow the procedure in 4.2 

with the exception of d, on the next page. 

a. Possessives 

companys Cod ita Ly president’s e 

chief’s Cfo men’s and women’s ee ane) 

4 See Commentry, a. 

See Commentary, 6. 

b. Contractions 

it’s Ls that’s lon what’s wrt4 
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c. Adding s to verbs (see Commentary, c). 

follows jes pays 

gets ys reaches 

hunts A -- touches 

types Lfos 

sells 686 

wants _s—- — SEY 
we 

d. Exception. In 4.2, the pronunciation of each basic word remained 

unchanged with the addition of s. This is not true of the change from say to 

says and do to does. ‘Vherefore we write: 

does as doesn’t a, z says 4 

4.4 BRIEF FORMS 

entitle Bed perhaps hie auto CL 

have, of, 

NMETV: pl = this 4 firm F 

on G0 would a letter x 

4.5 ABBREVIATIONS 

month jd catalog(ue) Cal year a 

week U# memorandum4 we v7 

4 You will find the outline for memo in 2.1. 



22 Principles of Speedwriting 

4.6 DERIVATIVES 

entitling mL accompany &to somebody ade 

informal nfl accompanying @to somewhat aie 

informant mfr = accompanies geod haven’t uU- 

informing mp accompaniment 4¢@o- wouldn't a- 

canceling cel inhabitant mA&- firmsS 0 

months  )~ 907 involving mate presidents4 ee 

weeks Ube affording afed autos (hs 

years “4 forgotten tale letters® Ca 

hours A4 fortunate jer letterhead4 dKhdl. 

4 See Commentary, 0. 

4.7 COMMENTARY 

a. If you are sometimes uncertain about when to use zts and when to use 7’s, 

you can tell the difference as follows: /t’s represents zt 7s and nothing else, ever. 

If you read the sentence in question with zf 7s in it and it makes sense, it’s is 

correct. If the sentence makes no sense when you read it with z¢ 7s, use its. Try 

this for yourself with these examples by substituting zt 7s where italicized: 

It’s/Tts a fine day. 

This is my book; here is it’s/its cover. 

In the first sentence, zt 1s makes sense, so zt’s is correct. In the second sentence, 

it 2s makes no sense; zts is therefore correct. 

b. The capital letters in 4.3a and 4.6 demonstrate again the omission of 

unnecessary initial strokes. When the outline is continued from the point 

where the capital letter ends, the speed of writing is increased; see firms 
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and presidents ie . We need not, then, be compulsive about returning to the 

line of writing. 

c. This is the third person singular of the present tense. 

d. Some words in 4.2 end in the sound of z. As long as the pronunciation of 

the basic word is unchanged, however, we add s, just as we do in longhand. 

Although we have listed contractions in 4.7), business correspondence 

usually does not contain contractions. A good rule to follow is this: transcribe 

contractions only when contractions are dictated. 

4.8 READING EXERCISE 

Ve C Ki 4 an ar. i Lae LY CA 

Ao mak L OM, — A _ Se Ev, 
V0 ° 

B Att — Lee A LLED yy a= A a me 

a c= WZ Le a L- Ae, Fi XN Y CL en aD) La 
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@ th 41 l_afs com a an 

TO Jao es ft dy mg 

Ba gigs a Ae Liters OT 

EWS IEE dew Ie ae Dif + deca gl _ 

Ie WS pan 9 ie £ f2 

he 6 en Sl a aE IS SPIES 

Alta we \ nae a ee 

@ d,-. dp alr eS 

KEY 1. Don’t forget that we want to accompany you when you visit the new 

buildings this week. 2. You sent a letter to”? the President, didn’t you? Perhaps 

somebody forgot to mail it. 3. I didn’t know that my dental bill would be* so high. I 

hope I can pay something on it this month. 4. We have sent you our new catalog. If 

you should see something® you want in this catalog, won’t you let me know so that I 

may rush the items to you? 5. I don’t know if I will ® have sufficient money for the 

payment of my debts. I have not forgotten that payment is due this week. 6. I sent! a 

memorandum to you telling you when you will get the units you want. Did you get 

the memorandum? 7. The!?? President of our firm hopes that each citizen will aid us 

in our efforts. Will you? 8. This is to inform you that!* the item you want is ready and 

we are mailing it. Let me know when it reaches you. 9. If you wish, Bill will show! 

you some of our new models when he visits you. 10. Doesn’t the shop sell our men’s 

and women’s shoes? If it does not, tell '®° our Vice-President. 11. If we do not get the 

payments, you will force us to cancel the policy this month. 12. My? budget limits 
the money I use each week. (207 words) 

4.9 REMEMBER ... 

a. Plurals, 4.2 

Outline ending in letter of alphabet: 
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fees fee models eta views C*ttd 

memos 2 5707 sums 22>-——7-d wages eae 

Outline ending in punctuation mark: 

attachments Cae - events @27—- _ residents aad a 

_dénts em Tenis ee showings Lo 

b. Possessives, 4.3 

citizen’s CG le league’s Lege Bill’s bly 

c. Contractions, 4.3 

Vil WIA you'll iL it’s La 

d. Adding s to verbs, 4.3 

files f-& seals habs signs Atm 



LESSON 5 

5.1 Write ¢@- for the sound of k. 

back, book be check Ce package fos 

cabinet CEnZ desk te skill «ach 

copy Cpe mechanical errs A took, talk Le 

5.2 Write 7 for the medial and final sound of ow (see Commentary, a). 

allow able house oe mount —~_7-— 

doubt gol how) “feL= now p~t_7 

down A_— pw loud (<7 town a 

5.3 Salutations and complimentary closings 

Dear Sir ds Gentlemen 4 

Dear Ada 2 ada  MydearSir4 dy 

4 See Commentary, b. 

Cordially yours Cee Yours very truly 

Respectfully yours /Lew Very truly yours 

REE Sincerely yours ge. Yours truly 

26 
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5.4 DERIVATIVES 

cashing cf copies Cres packages (eae 

checking Ce copying CRE skills Becks 

checks Ces houses A_-a talking Ge 

towns : 
5.5 COMMENTARY 

a. Since ow is a combination sound, the union of the two vowels ah and o0, it 

is neither long nor short; as a result, (7 will always be written for the 

medial or final sound of ow and does not fall under restrictions already 

established for single vowel sounds. The principle applies to medial and final 

sounds only so ouch is written ot and ow! is written otcZ 

b. Each word in the salutation is capitalized except for dear in the 

combination of My dear. ... Only the first word is capitalized in a 

complimentary close. 

c. 9.3 does not exhaust the list of either salutations or complimentary 

closings, though it covers some frequently encountered examples. 

5.6 READING EXERCISE 

Indicate a paragraph by doubling the punctuation mark at the end of the 

sentence. In the KEY the paragraph is indicated (P). 
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ae Lf 

rE x fu ere £ so. 

a4 = = htt. 2 AL Yf 

IOP EN III Le 

(gM ne nF . Cee 

(ND 1781 Aaa eat stb Ze 

oa 7 es el BP ee ALA ye 

Jam era! QD Ala! Ce 

ee eee thu a pe ee 

LZ IEE DS, a Oe fj 44a == Lr 

_ tee ie nw plazas 7? Lee 15€ 

: £1 4 ee ae a es 
eS en ae ee 

bu dn A Woes 

@4itlu GZ ¢ sz (a RIE 

Be Va A -e? la Ada.—- 3 Ae fi 

ees (7 a: ee RE EE OR offs \ 

te tro= Ua L les Ser ae (Sciam 5 

PC 72 tidlila A pa 
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Ly bo a YD EA ey Ai, 

—ppaef AC a CO? _ 

a a, Pe re 

pja2_—Ah 71 pa~¢ 
aa AD cay Os Wh C7 — 

ee eee 

KEY |. My dear Sir: I know I lack skill now. I want to get a job in this company 
when I finish college. (P) May” I know if you will have something for me? 
Respectfully yours, (3/ words) 2. Dear Sir: Do you want to have a cottage in the 
mountains that you could use for hunting and fishing? We have such a” cottage that 
we are willing to rent for a week. (P) If you want to see it, let me know. Cordially 
yours, (36 words) 3. Dear Bill: I want to look for a new house. Do you have something 
in town that you could show me? (P) If you have nothing now,” will you let me know 
when you do have something? Sincerely, (30 words) 4. Gentlemen: We are issuing a 
new booklet that shows the value of our policies. (P) I know you will want a” copy, 
and I will have it sent to you soon. Yours truly, (30 words) 5. Gentlemen: Will you 
check to see if you can mail the package of books this week. Our company wants us to 
use the*® books when we talk to our agents who are selling for us. Yours truly, (33 
words) 6. Dear Sir: This is to inform you that we will finish the house soon. (P) Do you 
want us to do the painting? If so, will you”? let me know so that we will have the paint 
when we are ready. Yours truly, (34 words) 7. My dear Sir: Do you know that we cash 
checks for residents of our town? (P) Do visit us soon to see what our shop can” do for 
you. Sincerely yours, (25 words) 8. Gentlemen: I have not forgotten that payment is 
due for the rental of my office. (P) In my letter to the” agent, I said that I would pay 
the rent when the painting is done. (P) Perhaps you can check on the agent so that 
we* can settle this soon. Yours truly, (46 words) 9. Dear Bob: Don’t forget that I want 
to accompany you when you talk to the agent. (P) How much do you want to pay” 
for such a cottage? I may have enough for a down payment, and I may want to see 
some cottages that I can* afford. Sincerely yours, (44 words) 



30 Principles of Speedwriting 

5.7 REMEMBER ... 

a. The sound of k, 5.1 

car Cre cause 

case CAM college 

cash ct could 

b. Medial and final ow, 5.2 

COW 9 C= mountain 

downtown Awl 

oF key 

Coy lack, look 

Ca sick ws 



RECAP AND PRENUE 
HANDWRITING 

If you have been working consciously to modify your handwriting, you 

probably found yourself omitting initial strokes in longhand as well as in 

shorthand. This is the time to evaluate your writing. 

There are two ways to join ~~ to other letters. The choice is the 

writer’s. Compare joinings in these representative words: 
ae? 

Allow pr eee ah _~- 

cow Care. Ce 

down AM an 

house h-v Ar_-s 

now re ro 

oe ea um 

In the next five lessons, we will continue to learn how to write new sounds and 

more brief forms and abbreviations. We will also learn to omit more letters in 

writing shorthand. 

While you are now one-eighth of the way through this book, you have had 

only the barest introduction to shorthand thus far. You are about to discover 

that SPEEDWRITING goes beyond abbreviating longhand and substitut- 

ing convenient letters or punctuation marks for combination sounds—you 

will learn other logical principles which constitute the scientific basis of 

SPEEDWRITING. Among these will be the return of an initial stroke for 

specific purposes! 

31 





ES POIN..O 

6.1 Overscore the final sound of an outline when the sound of ed is added as 

a past tense. 

ay Words:ending in a letter of the alphabet 

allowed Qé= finished fr& signed gen 

damaged Lag limited poe typed lp 

filed pe listened Zaoy used Ley 

b. Words ending in a mark of punctuation 

dented aL = invented VAL — rented Jos 

hinted, 

hunted A= painted re = wanted |= (Cs == 

6.2 Numbers. Write arabic numerals for numbers. 

someone “27 / 2men 2-7 50firms 40 Ho 

4 maps 4 pd 3women 2U- > 86autos 86 Cha 

5 letter- 

heads 5 Lhe 3,764 policies 3764 (hace 

33 
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6.3 BRIEF FORMS 

whom 4-5 

be, by, buy, necessary, 

AS Oe during * 
been, but iL help hp necessarily sm2e 

describe, 

description ea like Ze why Y 

6.4 ABBREVIATIONS 

North 7 South & corporation BAG 

East iA West Gey 

6.5 DERIVATIVES 

asked AG being, buying b helped Ap 

asking AC described ed helping Ag 

asks Ad describes edg helps pps 

Eastern Goes Southwest Eee 

6.6 COMMENTARY 

The hyphen for -nt and -ment is generally written in midline, as in => Lae 

underscore is written below it and would appear generally close to the line of 

writing, as in jee = ; on the other hand, the overscore is written above the -nt 
_ 

hyphen, as in Fe = 

Everyone’s shorthand tends to become distorted as the speed of dictation 

increases. Under these circumstances, it is likely that the position of these 
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hyphens will be misplaced. This should present no concern. The context will 

warn against such a transcription as “We have painting the chair” instead of 

painted or “We are painted the chair” in the place of painting. 

6.7 READING EXERCISE 

Z. iP ma IC zy Z Ze g Ute. 
oa y, // Y) 

4 Z 
Ae S, — e Y-CC re é fie — A 

— GA Y UIS— Ge 6 @ tg hs aly A CILLA Cee 
— — 

—~<_ +O — 2 a re L AAA A. “Lm! Z¢ —Te £ 

74 OO Os at APs al So. a vA CAA —_ ay) “4 
& 

Le J —nre y STU e 44 A jel (ZS 
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hla. Lhd Let 5 AA aw ai A 

pe eer Leela Be Lee 

@_4: a Corp . yo an CRéa 

G y, y 

Ka <4 cS! AEF i Z 2 r A_ +4 = 

e —~_ é TB Le a AZO SPS iB Lig \ 

a LEP Z 4 A LX} Ho 

2S Es omit MS AS Ges ee 

ee 

KEY 1. The bottom edge of my lamp damaged the finish on the top of my desk. 

What can be done? (/6 words) 2. Why have you not been to see us during this month? 

We would like to help you when you buy items for the office. (/9 words) 3. My dear 

Sir: I would like to know which of the women would be willing to give two weeks to 

help check the bulletins”? for the mailings to be sent during the month. (P) When the 

mailings are sent, we hope to have enough money for the new building. Cordially 

yours, (44 words) 4. Dear Sir: You have billed me for three tickets that have not yet 

reached me. (P) Will you check to see how this happened? Cordially” yours, (2/ 

words) 5. Gentlemen: My budget is so limited this year that I doubt very much that I 

can buy the car you showed me.”? (P) Will you let me know how much I would have 

to give for a down payment? Yours very truly, (36 words) 6. Dear Sir: A description of 

the catalog used in our mailings is attached. (P) Why not use it for the mailings you” 

wish to have sent? You could attach a copy to a letter typed on the letterhead 

described in the catalog.” Yours truly, (42 words) 7. Gentlemen: A corporation in the 

Southwest wants to use the maps like you attached to the bulletins you sent.2? Who 

sells the maps? Yours truly, (25 words) 8. Dear Sir: When I talked to you, I asked you 

to sign two copies of the lease and mail the copies back to us. Why have?? you not 

done this? Yours truly, (25 words) 

6.8 REMEMBER ... 

-ed as past tense, 6.1 

allowed GL issued hz reached eC 

filled fe mailed  —yaZ yeuted Yee 



LESSON 7 

Male Wetem C eeatar the sound of th called thule 

death ZL tectth Le though 

heath ALL them (- thus 

than, then, 

methods Als thin4 ln wealth 

4 See Commentary, b. 

7.2 Write IG for the final sound of lee. 

a. Words that do not end in / 

badly LAL evidently cunt L hourly 

easily Lyk family /€ readily 

efficiently ef o- cL highly Al yearly 

4 See Commentary, c. 

eg 

pate 

We 

But knowingly is nog and willingly is Ly (see Commentary, d). 

b. Words ending in / 

incidental, 

chill, chilly C@ hill, hilly AZ incidentally 

37 
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7.3 COMMENTARY 

a. The utilization of f, for the sound of th as well as ¢ could not have 

been a complete surprise; you have already learned the brief forms for that 

La and this Lh , which forecast 7.1. 

b. Do you always know when to use then and when to use than? The difficulty 

most usually arises in sentences like this: 

Today is colder than/then yesterday. 

The test to be applied is whether a comparison is being made with something 

else—one has to be colder, hotter, sunnier, better dressed, uglier, shorter, 

thinner, better, smarter, more ignorant, heavier, etc., than another. Once we 

make a comparison, we use than. To help you remember this use this diagram: 

comp a re 

(del @ a0) 

The two middle a’s match, so the word to use is than. 

c. The base word is ready ,>d@@ . The final e disappeared in readily because 

the sound of the original final long vowel ¢ changed to a short vowel sound 

with the addition of the suffix /y. 

d. In 2.2 you learned to underscore for the final ing and thing. ‘These two 

sounds must always be final with one exception. When Jy is added to an ing 

word, attach the / to the underscore. 

7.4 READING EXERCISE 

7 Va 
a. ZH) A (Li fe 0 Ki -~dad —w p—t Zi 

es WY 4 "ae ‘gy; L Lt —_— cd A HA 3H \ 

ot_ “) — A—in Aa - Fe Z f 

i a1 “Ao ca 
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QA WN) 

A vA co oC rid ‘os A) foots XX s Y Le, (Leis 

( EZ. 2. | ye. J hifidd dA. J Gp LL Pa VIA YE. 

fs Z eed eet L va TA aa Le a- L id 

; V 
) oN AJ 

u- A Sey Ws 

b Np bL AA Le ? ZZ 
CG) 

— told ~ A be — (7 O, mm 7 2-6 

Z L CA 4 éaf- ZA mn fl £2 2 Po 

_S—_ 

AACE ET ES CRY PO ees 

LOZ, 4 phy CJ Z 

KEY 1. When you have finished typing the letters, will you then file the copies in my 

desk file? (/5 words) 2. Dear Sir: Our agent sent us a message telling us that the houses 
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in the valley are badly damaged. (P) Checks will ® be sent this week to the families 

who own the houses to pay for this damage. Yours truly, (36 words) 3. When will you 

visit them? Could you do this one day this month? Let me know so that I can get in 

touch with them to let”? them know. (2/ words) 4. We are typing very rapidly and 

filing efficiently now. The head of the office is teaching us to” do this. (2/ words) 5. 

Each of the new items will sell rapidly if you will use our selling methods. If you want 

help, let us know. We” will ask our agent to visit you to help you. (29 words) 6. Will 

you allow our agent to show you why the policies we issue are of such value? (/6 words) 

7. We would like to help you, but we can’t have the men check each piece in the five 

cases. (/4 words) 8. I forgot to tell you that I took the key to the filing cabinet. If you 

want it, let me know. Then I will ? have it sent to you by mail. (25 words) 9. I would 

not pick this type of lamp for my desk. I do not like the shape of it. (/4 words) 10. My 

dear Sir: This letter is to inform you that we have now finished the cabinets that you 

wanted, and we are” now ready to paint them. Do you want them to match the desk? 

Yours truly, (33 words) 

7.5 REMEMBER ... 

att 7d 

thik le thicket lef thud /Z 

oh Up er 

duly dLe€ monthly eG weekly VAL 

highly Ac& rapidly Apadl yearly 4k 



LESSON 8 

8.1 The combination -r principle: Attach a hyphen to an initial letter 

combined with r. 

a. The initial consonant sounds combined with r will be called bruh, 

tT cruh, a druh, b fruh, qF gruh, F pruh, c truh. 
Pe 

oe 
- 

bred, bread Zo free fe privilege PG 

crush ch group eae promise ed 

drop ap premise pot true Lee 

try (fs 

b. The initial vowel sounds combined with r will be called 2 air or are, 

E  ear,® ie ike; OD ore, Lee Ure. 

alr” 22. earn Ent original og 

article -wle€ iron Zm urbanD =zeby 

eal err A or, ore iZ urgentU ye 

4 This form of ¢ lends itself better to attaching an initial hyphen. 

O See Commentary. 

c. The initial combination sound of sh and th combined with r will be called 

shruh, C thruh. 

shred bed. through = Zza throw Co 

41 
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8.2 BRIEF FORMS 

as, was 3 known 

great q price 

man /j,7-— their, there 

8.3 ABBREVIATIONS 

amount Cae discount 

credit Cry percent 

were, with 

woman 

SPN your 

CLs total 

pee number4S 

(jm 

Te) = 

Ze 

Lot 

VaaT ZZ 

4 Number and known are both 722 . Although one is a Brief Form and the other is 

an abbreviation, you may learn them as you do as and was. 

8.4 DERIVATIVES 

argument eis - ironing 

early <Z ironed 

forthwith ee prices 

greatly Zé within 

originally4 ogrk yours 

im therein 

Ii thereof 

pis theirs 

an truly 

Us urgently 

4 Same shorthand outline as original; see 7.26. 

8.5 COMMENTARY 

SS 

If you print d in lower case, dill is ad . You can attach the hyphen at the 

top asin d drill instead of 2fZ . 



Lesson Eight 43 

You cannot have missed the fact that earn, urn, and urgent sound alike but 
that we write &z, for earn and 2 for urn and ty — urgent. This was 
deliberately done so that when you transcribe you cannot help but spell urn, 

urge, and urgent correctly and automatically. 

In order for the hyphen to be attached to an initial letter, the sound of that 
letter must be combined with r. Letters which are pronounced independently, 
not blended together, do not qualify; e.g., @xrg array and 2zZe erotic. 

8.6 READING EXERCISE 

Orhd@uvraitrlys ~ L Bada! 20.7 7 Ape 

te ee ND oe re 

placa le nm Co a mz ee Ae rea 

la ws d XX a aL D x aN ite e 

J) (Z 

eg ALL A ty 4+ AA ae a des 

Z LAST J A_/-Z A 2 bt atg me 

Y = 7 
i—)_ zs OFT = LL ae BO205 il 

) y, 

2 J A, KL L4 4 &) A i. J ZF 0 RO (C= 
fe 

Kit =-- rs og — A Me CZ EE 4 74 Fe “A 
f) (7) 

4, VY 
Ler (2 J la fi A CoS AD-7 A} phe 

A AL — 2 Zi DN | AO LL HA 
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Rad. 

dn lb hp War Arce yl = uw + ¢ se 

@2 c p10 uw la eae lex 

en ace bt we Co. ut. 

po bY we Cady + @ da: & rpnL hop 

thda 2p haf ¢ lait Cd he pee 

e | UP mm £ Cfae 1 a ee 

DEES ARSE SO, SE OP ee ae os EE 

A a pp ye ee | er de ws Lee 

eae 

Lee 

offs. aes eae Z La 
Y, 

A A eT “2 “oO 

@ nd. ~ YY 
A \ N\ A IS 

KEY 1. As head of a family, you will want to know of the new health policies that 

our company is now issuing. (20 words) 2. This was a critical year for our company, but 

we are happy to say that our profits were high. (/8 words) 3. Dear Sir: We have been 

trying for two weeks to reach you, but you have evidently been away from your office. 

(P) I” wanted to tell you why our company policy prevents us from granting a 

discount on bills that are not® settled within a month. Yours truly, (46 words) 4. My 

dear Sir: We were very happy to get your monthly check in the mail today. We have 

credited you for the”? amount of this payment. The articles you want will be sent in a 

day or two. (P) By the way, do you know that you® can earn a discount of 2 percent 

by settling your bill in 30 days? Yours truly, (56 words) 5. Gentlemen: Our firm is 

growing very rapidly, and we are proud of this growth. (P) This brief message is to tell 

you” that you and your men can be proud of what you have done to help us. 

Sincerely yours, (34 words) 6. We can promise you that our company will try to do the 

printing of your catalogs and letterheads” efficiently and rapidly. (24 words) 7. Early 

this week I met with a group of men from the office and listened to their arguments. 

(16 words) 8. My dear Sir: It was truly a great privilege for me to visit with you and to 

see the new methods being”? used by your company. Very truly yours, (28 words) 9. 
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Dear Sir: I originally hoped that I could see the President and the Vice-President in 
their offices”? one day this week, but I cannot do so. (P) Will you tell them that I will 
get in touch with them in three or four days? * Respectfully, (42 words) 

8.7 REMEMBER ... 

a. Initial consonant combined with 7, 8.la 

brief bef dry qe growth got 

Boe int ot fraud fe profit ppt 

brown fee freedom pre proof poy 

critical whol fresh je travel Zu 

drama “oe grill a trick, truck Zo 

b. Initial vowel combined with 1, 8.16 

arches a earth FY oral ya 

army @W 12 iret Ee organic Zig 

art 22 Irish DEK orbit wed 

urban tzBn 

c. Initial combination sh and th sounds combined with 1, 8.1¢ 

— 

shredding ake / shrouded ws thrill ZA 



LESSON 9 

9.1 Omit medial long vowels in words of more than one syllable. Compare: 

Lal tailand nl2 — retail. 

appeal ape hotel AZ proposal sept 

coupon cfm ordeal oll recent d- 

deduce das patient p&- tilea 0 

4 The double ?’s could be mistaken for LL , Capital u, unless they are crossed. 

9.2 DERIVATIVES 

legally4 Ge prepaymentU Ppe- producing pts, 

locally 42 prevented Fae reducing ~o¢ 
— 

recently ”d-Z prevailing pool freedomU pee 

4 The basic word ends in /; see 7.26. 

O The basic word is pay pe. The long a is not medial in the basic word so it is 

retained when ment is added. The same is true for free ye when dom is added. 

9.3 COMMENTARY 

a. If a brief review will avoid misunderstanding of 9.1 and 9.2, please see 
Recap and Prevue, page 54. 

b. The prefixes re, de, pre, and pro appear in 9.1 and 9.2 without special 
introduction. When one-syllable words are so prefixed, omit the medial vowel, 
whether it is a long or a short sound. 

46 
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c. When the base word begins or ends with a vowel, retain the vowel when 

adding prefixes or suffixes. 

9.4 READING EXERCISE 

pps bev i9@ hp t Vo Se AS ES. 



48 Principles of Speedwriting 

ALL plac. AL dig ie (@Q) "a Ata “ ALA Za 

4 
(G, CG £2 JCA A< ft \ A Zz laa. —_— Yan 

V4 C 
ae Ma, ZA A AGvye2 ° LT} 72 CH 44a 

KEY 1. The local campaign that you proposed will be of great help to our cause. (/3 

words). 2. I will, no doubt, be away during your scheduled visit. If I don’t see you then, 

you can see the head of our” regional office. (23 words) 3. A number of men in the 
office have said that the machines we are producing this season have been selling” 
rapidly. (2/ words) 4. Our travel agent tells us that the companies cannot reduce the 
price of air tickets. (/6 words) 5. It is a privilege to print your recent article in our 
monthly bulletin. (/5 words) 6. My dear Sir: Have you decided to buy the town house 
I showed you recently? (P) The doctor who owns it is now ready” to sell. The price he 
is asking is within the limit you are willing to pay. (P) If I could see you briefly, I 
know we could settle the details. Sincerely, (49 words) 7. Dear Sir: We are happy to 
inform you that we can now provide the aluminum cases that you wanted. (P) Let us 
know the number you want and when you want them sent. Yours truly, (3/ words) 8. 
Dear Sir: This is to let you know that the payment on your health policy is due, but it 
did not reach us yet. (P) I ® know that you recognize the value of this policy and that 
you don’t want to drop it. (P) If you have forgotten that payment is due, will you 
mail your check today? Yours very truly, (3 words) 9. We recently decided to use your 
new machines in our retail shops. When can we obtain them? (/7 words) 10. There is 
no legal basis for asking us to pay for the damage done to your house. (15 words) 

9.5 REMEMBER .. . 

Medial long vowels, 9.1 

aluminum bY Le = ideal ill regional r*o-£ 
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broken Ze preventing jee schedule <deel€ 

detail 222 reduce 2d taken Lom 

deep depp safe 4af league Leg 

deeply ape safely Afl legal Lgl 

brief bef base Las broke Gon 

briefly FA basis Ata broken Bem 

Bee aw el ae pel mail —eaZ 

release nla repeal ppl airmail ail 



LESSON IO 

10.1 Write Y for the sound of o7 (see Commentary, a). 

appoint apr — join yb a oil ge 

boy See) loyal Lg point r-Y - 

choice Cae noise he, voice ae 

10.2 Months of the year. \Use capitalization marks in your notes if you need a 

reminder. 

January jee May V5.2 September ap 

February fe June jad October OC 

March ~rRY’ July re November mer 

April fie August aq December A@ 

10.3 BRIEF FORMS 

between £0 fail, feel fe situation 

busy 3 field fee subject 

she, shall, they 

ship those POL FE 
50 



10.4 ABBREVIATIONS 

department Apt 

Lyre” 

invoice ime- 

room ean), envelope 

10.5 DERIVATIVES 

departmental Apl-L disappoint4 dlsafor - 

Lesson Ten 51 

LL telephone 

joins ON oe 

invoices CYUO ~— disappoints4 £12 py -- disloyal Hable 

rejoin ee disappointing4 dsapy 

disappointed4 Ada p= shipment Ue 

4 See Commentary, 0. 

10.6 COMMENTARY 

I disobey 4 Aarta 

a. Like ow, 5.2, 02 is a combination sound, a union of two vowel sounds; it is 

neither long nor short. Hence 

irrespective of restrictions on single vowel sounds. 

for oz will always appear in an outline 

b. ‘The vowel which begins an outline for a base word is retained when a 

prefix is added. Incidentally, 10.5 marks the introduction of the prefix dis. 

10.7 READING EXERCISE 

) a ge, =) = A= Ss 
by, 

L AU C/ aG “ BS arn 
~ 

Y, 

A LA L i Aad 6 O 
bee 7) 

(/ 4 

YZ, Tt 2, ; tg Z Y Ai i) 7, 7 7 
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WPM PL er Mme __ 

yy, 

é a < F. AL~AA— A (a 

ec = 

Ae ee Le LE 

Ot. JO.  ¢ Uy y 
ow 

4A-d ALA La 4 

y Y 
y, 

AA OV-z pod ae. 7 

AL LA Ce Aba ¢ 

(7 
Eh BD A y Ae <, mele 

CL, 

Ae A SA KAtn_b 
C) M, 

(La no AQ LA “CA 4 gO = 

(/ 

A PO Z 4s 

Bai, 
A ALE 

a—_ rw Z ~F 1 Kt L- 

~)<J 

V4 

4 y SCs 

twrttzda dha 

——_ 22 LE é k2fa- 

b, OA 
li Cae es DP oy, 

(/ 

/74 L Aves 7 Paw 

(Gene 

D 2 -t2iana 41 Aa2_C 

a a 
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KEY 1. Dear Fred: The woman you sent to us on August 12 is now typing and filing 

for us. She is very efficient” on the job and loyal to our firm. (P) It is my belief that, if 

she decides to remain with us, she will be* a great asset to the company. Yours truly, 

(49 words) 2. Dear Sir: May we know why you refuse to pay your bill for the boys’ 

shoes that were shipped on June 9? We billed you in July,?? August, and September 

but did not get your check. (P) If we do not have it by October 10, we will have no* 

choice but to ask for legal aid to obtain payment. We know you want to avoid this and 

will, therefore, mail us what™ is due. Very truly yours, (65 words) 3. My dear Sir: We 

know that this is a very busy season of the year in your shop. You have, no doubt, 

forgotten”® that payment is due for the shipment that was sent on January 4. Your 

check should have been mailed in* February, but as you know, it did not reach us. 

(P) This-letter i is to ask that your check be sent within a few days. Yours® very truly, 

(62 words) 4. I fail to see why you cannot reduce the prices you are getting for oil and 

gasoline. (/6 words) 5. You can avoid delay in obtaining your shipment by mailing a 

check for the toys that you want sent to you on”? May 10. (2/ words) 6. I feel that the 

local campaign that you proposed for February, March, and April will be of great 

help to the”? retail shops in our town. (24 words) 7. We are indeed happy to know of 

your recent appointment as head of the regional office. (/7 words) 

10.8 REMEMBER ... 

o2, 10.1 

avoid auvgd- Hoyle pigl soil 

doily Lil recoil rege toy 

foil ty roil tug void en 



RECAP AND PRENUE 
NOWELS, PUNCTURTION 

You are now one-quarter of the way through the text. This is an appropriate 

point at which to consolidate the principles governing vowel retention and 

omission which have accumulated thus far: 

1. Write all initial and final vowels, 1.8. 

ahead afl data ae, yellow “fe 

2. Retain the initial vowel when attaching a prefix, 9.3c. 

reappoint Of - disallow daaaot- disarray AL Ara 

3. Retain the final long vowel when adding a suffix or an s, 4.2 and 9.2. 

freely jee payroll part valued EE 

highly Ae renewal Ant prepaying PRE 

highway Aan truly CL renews 4U-retgd 

4. Write the medial long vowel in one-syllable words, 1.7. 

base bas broke orc safe tof 

54 
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9. Retain the medial long vowel followed by a punctuation mark, 9.2. 

moment “Nw - payment ae oe truant Lez cox 

6. Retain the medial long vowel in one-syllable words when adding -zng or -ed, 

2.2-and 6.1". 

filing pe mailed >a signed den? 

7. Omit the long vowel if the pronunciation of the basic word changes when a 

suffix is added, 7.3c. 

happy pe to happily hpl ready nde 0 readily pal 

8. Omit the medial long vowel in polysyllabic words, except -ing or -ed, 9.1. 

airmail zw i& briefly afe chiefly CL 

9. Omit medial short vowels, 1.6. 

head Ad caught CL, foretell fee 

10. Combination sounds formed by two vowels are neither long nor short and 

are written according to principles, 10.1. 

mouse ~—“\_+Jd coil col 

devout gurtort devoid dam 
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Please observe that we write vowels in seven common situations and omit 

them in only three, which eases the burden of learning considerably. That is 

not the only purpose such simplification serves. If shorthand is to be a useful 

tool, transcription of notes must be accurate and rapid; obviously the more 

there is to read in each outline, the less likelihood for error in the 

transcription. 

You have just reviewed ten situations illustrating the retention and omission 

of vowels. The more consonants written in an outline, the fewer vowels needed 

for recognition of the word. You can then expect more principles pertaining to 

vowels. 

You have learned to use just one punctuation mark to represent sounds; 

other common marks of punctuation will be used. There is a total of five 

capitalization principles, and you have learned two of them. And lastly, you 

will be learning more combination sounds. Throughout the remaining lessons 

you will constantly be using all the principles, brief forms, and abbreviations 

that you have learned in lessons | through 10 while you are learning new 

principles, brief forms, and abbreviations. 



LESSON 11 

11.1 When a word ends with a long vowel + ¢, omit the ¢. 

wdate ga wheat 

late ha might 

meet  ~eavZ typewrite 

ire 

11.2 When a word ends with a long vowel + v, omit the v. 

ba brave receive 

pave fre arrive 

believe L& drive 

11.3 DERIVATIVES 

arrival arte devoting 

await az dislocated 

zt 
belatedly be indicating 

dedicats Acas insight 

derive Bre inviting 

57 

AA’ drove 

Caza grove 

ae behoove 

receipts, 

devo. receives 

Aabea repeatedly4 

milla revival 

srae revived 

snvet meetings a & ORE 
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delighted abo predicated pace achievements ale -- 

promote rR 2 

4 The overscore for the sound of ed is always final with one exception. Attach LZ 

to the overscore for the sound of /ee. 

11.4 COMMENTARY 

When adding a suffix or s to words which end in a long vowel, 11.1 through 

11.3 above, retain the final long vowel; see Rule 3, Recap and Prevue on page 

54. 

In 11.2, we introduced the prefix be. 

Students who enjoy playing with the sound of words will find that wheat and 

weave have the same SPEEDWRITING outline. The problem this presents is 

exactly like the distinction we are regularly forced to make between sea/see or 

there /their or here/hear. The solution is automatic; i.e., context dictates that we 

associate wheat with agriculture and weave with textiles. 

11.5 READING EXERCISE 

@) 1, ide Ziff (222 
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FLA AL A 2A ALO Z. LEG BD FEE Sy \\ 

QD ALO ve, Qa CAAA L2 
(ZF 

KEY 1. I have your letter in which you indicated that the white sheets and pillow 

cases I bought will be shipped in three”? or four days. (24 words) 2. I believe we can 

retain our present rates for a few months. We shall try to do so. (/5 words) 3. Dear Sir: 

You are right when you say that we failed to allow a discount. A description of our 

discount rates is?° attached. Yours truly, (23 words) 4. Six men from our group will be 

in the meeting that is scheduled for May 17. They are driving to Trenton and ”° will 

arrive on May 16. (25 words) 5. The receipt for your watch is being mailed with this 
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letter. (0 words) 6. This is to invite you to our meeting. I would like to have you join 

us on April 10 in the Bright Building on® Route 5. (2/ words) 7. Dear Arnold: When I 

wrote to you on February 6, I indicated what we have been doing to promote” the 

building of a new highway. (P) As a resident of the town, you will, no doubt, see how 

such a highway would help® eliminate heavy traffic that runs through the middle of 

town during the rush hour. (P) I invite you to aid us® in achieving our goal by voting 

for the passage of the bill that is now before the Senate. Sincerely, (80 words) 8. Dear 

Sir: We are in receipt of your check and are happy to know that our light-weight suits 

and coats are selling so well” in your shop. (P) I have sent you one of our new 

catalogs. I believe you will like the new items. Sincerely yours, (40 words) 

11.6 REMEMBER ... 

a. Long vowel + ¢ 

calculate cholka cheat 

eliminate | “2-555, seat 

hesitate hale sheet 

locate Lea sight 

b. Long vowel + v 

gave q~ leave 

pave fae achieve 

deceive doe arrive 

FARE A 

vee 

height 

boat 

coat 

root, route 

cove 

drove 

groove 

yr & Pe 

tes 



LESSON 12 

12.1 Write 5 for the sound of kw, called quah. 

acquaint4 Aga equip Lop quit Ze 

adeqtate adgl frequent IB - quite er 

equal “gt quick GO quote Ta 

4 Write a long vowel sound preceding a punctuation mark. 

12.2 Phrasing (see Commentary, 6): The joining of words to make a 

shorthand outline. 

Lecane 7477 we are to be LL 

you willbe wl itis, #2 

she would oh there have been Lod to see 

to do 

5 

12.3 BRIEF FORMS 

ain, Many = go, good G little 

an,at & he, had, him A purchase 

charge Cy keep 4 i too, thought SE 
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12.4 ABBREVIATIONS 

doctor de junior Hie 

secretary, 

second ALé@éc@ senior 

Mr. Ja) Mrs. 74d 

12.5 Salutations (see Commentary a). These include proper names or titles. 

Dear Mr. Dear 

Gray ow 4 Doctor Smith Atle AWN 

Dear Mrs. 

Chase CONG Cae Dear Bill Abe 
~ 

12.6 DERIVATIVES 

analog4 ala acquaints i -- equipped yg e 

analysis4 alas acquainting LG a= equipping <—G9P 

analyticald Q@@el acquainted See = equipment 497 — 

animal4d @ i acquit age frequently IB -£ 

annotated ala equally Lg quickly Ack 

annoy ad charges Cs quicken Fie 

anticipate4 ati pa purchases RCs secretarial eck, 

thoughts lod ago ey 

4 See Commentary, c. 
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12.7 COMMENTARY 

a. Write courtesy titles in the body of a letter as you write them in a 

salutation: Mr.“ ) Mrs. 6 . Although the text shows a capitalization 

mark beneath each proper name, you can eliminate this practice if you 

remember that proper names are always capitalized. 

b. The reward of phrasing, 12.2, is economy of movement; nevertheless, it 

should be used with discretion. Our introduction to phrases consists of 

pronouns and verbs in that order and the preposition to with simple verbs, 

instances in which phrasing has proved to be most successful because these 

combinations are easy to write and read back. 

Phrasing is a personal invention. While suggesting that you practice the 

ones we use, we also encourage you to observe your reaction to each and to 

discard any which result in hesitation in either writing or reading back. On 

the other hand, overly enthusiastic phrasing will produce difficult and 

therefore unreadable shorthand outlines. 

Such phrases as LL or ZS or LY may tempt you to transcribe 

them as contractions instead of as J will or there is or we are. The most effective 

guarantee of an error-free transcript in this respect is to insert the apostrophe 

automatically in your shorthand notes when a contraction is dictated. You 

will then differentiate at a glance the contraction cL Til from o@ I 

will. 

c. Now that an has appeared as a brief form, it is used as a prefix, too, as we 

are using can and for and in. 

12.8 READING EXERCISE 

er 

‘ 

y, Z Zi 

us 
Cpa 

MT (LAT A A tA (Lau A Fax 

y — yy 
f LN) e GA_A CLO 4 Z —“4 fp — 

y, K rr 

Vez. Z L Vm. A — L, A 4] 4 a, 

7 y 5 // 
QE O41 ALLA — / 4 aU 
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2a. Lis ee bt m< 

Pe rs SRT he i 

— 2rd W 5 é Fi ; 44 

24.04 4, tA oe hfe 
wv 

Wj 
Cd —“ —L? g /. \had 

; IES Gey. Tt 
[) 

SYINAA OJ ALA Fi — 

GD. (| e 

ae 6, 

LEGS, = a UW 

ae KLA 4, 

Ge AD) ET . 
as ~v— —_ 

/ 4 
TAKA A Vows AB VA 

g Ad (A AA Lo eo 

pi ‘aaa 

A Sf, f p27, 
{} — 

AP — A a wh 

ZL 
J 

D ms 

f) Lee, Ie l jo, 2 

Z a a PIL S 
“~~ vu 

At g aaa) 4} Va 

Y) ie 

$ LO, Le Q YA 

Ke. Le 1% ie: ZY) Ge 

Oe 2a ae N0- 
~ G/ 

= Se 



sw O © yt. 
v, 

J = 

(] BA fe My J- Co SELL 
“ae =e, 

WW, — j 
A a LE LG b- 

~ (YY 

4 
ae a l)fA 4 8 ~~ an 

= D 

ALA it. aa A ws 

Kr ALG A) Ls \\ 

a a ALA 4O—_ J -+ 

AL AO iz LA 

7 

CYL 4, O A, g cs CUA 

—_ | JO 

LEC, Ai" — Ld L Ld 

Y/ 
——— A_— 11 O11) 

ff \\ A 7} 4, 

2 

fT fox Y 1 <T! AA 
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\\ 

“1 fA 4 

a 

Se, La LE 

U/ 

a~ tle F 

ira, 2 TF, 
F 

d Tt hm go ceery 

ALEK LY) Vi © LEZ, Jo ae 

Bh ae La Le 

LEO ws ALA 

AJ A PL atl \ O25 Oa 

CA <4 Ee = 2. 

AL AAHpe oO 
ad 

Se 2 a 
~ 
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KEY 1. Dear Mr. Smith: We shall mail our revised catalog to you if you will fill in 

the attached coupon and mail it? back to us. (P) The catalog should reach you by 

November 20. Sincerely yours, (34 words) 2. Dear Mr. Price: I am in receipt of your 

airmail letter dated February 3. (P) The lighting equipment” you want will leave our 

company on February 14 and should arrive by February 18. (P) Freight® charges will 

be added to the original purchase price and will be indicated on your bill. Very truly 

yours, (6/ words) 3. Dear Mr. Front: Forgive me for not writing to you before this late 

date. I know that we had an appointment on” July 29, and I tried to reach you to say 

that I could not keep it. I did talk to your secretary,” and she said she would give my 

message to you. (P) If you are free on August 4, I would be happy to drive you to™ see 

the building I have located for your new offices. The rent being quoted is within the 

limits of 8° what you are now paying. Sincerely, (86 words) 4. My dear Mr. White: The 

attached sheet should be added to the catalog you received from us early this month. 

(P) This”? sheet shows the many new items we are selling and indicates the rates to be 

charged for typewriting* equipment you may wish to purchase. Yours truly, (46 

words) 5. Dear Mrs. Gray: Your check for the articles you purchased on May 7 arrived 

on August 19. You can,” therefore, readily see why we cannot credit you with the 10 

percent discount that is allowed for payment within® 30 days. (P) We have followed 

this discount policy for many years, and the company feels that this policy® should 

not be broken. Cordially yours, (66 words) 6. Dear Mr. Bridge: As you know, we have 

frequent meetings for our men in the field so that we may acquaint them with our” 

new models. I believe you would profit greatly from such a meeting and that you 

would be delighted with what you* would see. (P) May I anticipate having you join 

us on the night of September 10? Very truly yours, (59 words) 7. Dear Mr. Billings: I 

have received your bill dated August 7, but before mailing my payment, I would like” 
you to check the amount you say is due. (P) When I purchased the items, you said 
that there would be no shipping charges. You have evidently added such a charge to 
the amount of the original purchase. (P) May I know the® reason for this? Yours 
truly, (64 words) 8. Dear Mr. Bright: If you are not too busy, I would like to have you 
visit me during the week of January” 3 so that I may show you a model of a 
downtown hotel that is being built. (P) This hotel will be quite* an achievement for 
our corporation. Sincerely yours, (50 words) 9. Dear Mrs. Wright: If I am too late for 
our meeting and you cannot wait, will you leave a message with my secretary”? in 
Room 905? (P) I will telephone you between appointments to let you know what the 
situation® is at present. Perhaps we can then meet at the Health Department on May 
6. Sincerely yours, (56 words) 

12.9 REMEMBER ... 

kw (qu), 12.1 



Lesson Twelve 67 

quaint Po — quintet ge quota pp 

quilt Get quiz G3 squash dayS 



ISSON 18 

13.1 Write ot for the sound of old. 

bold fol gold gee od ot 

elds elk hold Aet€ sold dd 

fold fo€ mold oOo’ i Cae 

13.2 Write C for the medial and final sound of ake (see Commentary, 
d). Write @e€_ for ache because it is an initial sound. 

bake Le fake Ke sake 

brake, 

break Oe lake Le take le 

cake C& make Jae Wake: (oA 29-C> 

13.3 BRIEF FORMS 

appreciate Op given4 ‘fe line & 

declare dec. held, hole, 

easy <9) whole AL put, up fa 

find, fine ye kind Ce 

4 I is also give. 
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13.4 ABBREVIATIONS 

street 0% boulevard Gerd post office Jee 

avenue ve place pe day ol 

13.5 DERIVATIVES 

er 
fe 

e 

breaking, 

forsaken pen beheld Lke braking oe 

golden4 gebm behold bke€ intake mde 

shaken on define fe refine tf 

manifold —>fle€ finally fe Cae Yee 

alignment ake - easily axl places pls 

awake AU kindly (a4 upheld 0 pre 

awakened &“C™ wholly AL uphold 0 phel 

breakage ocy 

4 See Commentary, a. 

O See Commentary, b. 

13.6 COMMENTARY 

a. The medial long vowel sound cannot be omitted because ol 

represents the sound of old. 

b. We have a new prefix in Pp for up. 

c. We have twice mentioned that it is not necessary to indicate capitaliza- 

tion in shorthand notes when you recognize the need for them from general 
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experience (see 10.2, 12.5, and 12.7a). Obviously street addresses are in the 

same category. 

d. The principle in 13.2 applies to the final sound of ake, only. The sounds of 

eke, ike, oke, and uke are written according to previous rules. 

leak Goo hike Age folks foc 

dike dee joke [ee 

Cae 

dice 

beak bec 

Pn 2, ae tyke Ee. woke 

peak eee pike ce duke 

lee teak 

meek 

13.7 READING EXERCISE 

DdAaa b=: 4. fe Le “ideo a ae 

2 ea a ae PA 

O ? Z 
A sf we ye 7 £1 Ze ‘ aa Z, = dg 

Y, (ae >) 7 Lu J( LAL pf CE é 
= 

Kus La Able —3- J g 
A a cM A O-i—J 

Vy, 
Gf Wy 

a -1/-C#H Gi PF A ra (A -_— — 

ior _ Ze g L Y eed # LA LM A KX 

AaA a 42 L- fA i, fo |, i 

YY, 

4, GL 
AA oVYLO A a — o> NX 



Tas 

Lesson Thirteen 71 

42 1G LD G) A PDu pee Orne fine 2 

mA LA e Aa “oo L, L pig x A 

Lg Lew A, mn i Lo 4 b y zs CA. 

Arte ~ 77 cA AI EE oOo Cte 

é, Zan \ 

S 

Pas a 

@ we, ee tA A 

A Qe 

IZ, A o L e 7 ?7? 

| Pee Y 
Y 

Ag SY) Z A D AA CA eCe e 

OG fj ’ Ad 4 & A d_— 

2O.~ 

KEY 1. Dear Mrs. Brent: Our fine line of items is sold in a great many shops in your 

town. Many women who have” purchased them have told us that they are delighted 

with them. (P) I believe that when you have tried them you will feel as they do.” We 

shall appreciate your letting us know your thoughts. Sincerely yours, (53 words) 2. 

Dear Mrs. Gold: Do you want to take a trip this year? Our Travel Department is 
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ready to help you with the details” of your trip. (P) Why not telephone our office and 

let one of our agents show you how easy it is to travel * by air or boat for very little 

money. Very truly yours, (53 words) 3. Dear Mr. Place: I have your letter of April 19 

in which you said that the adding machine we sold to you” was damaged when it 

arrived. I know it was not broken when it was sent from our shipping room, but I have 

the feeling* that it might have been damaged on the truck. (P) I shall see that a new 

machine is sent today. Yours truly, (59 words) 4. Gentlemen: Your hotel was chosen as 

the site for our showing of new toys. (P) A letter giving the details will * be sent in a 
day or two. The date for the showing is September 20. Yours truly, (36 words) 5. Dear 

Joe: We want two or three local boys who would be willing to help us during our busy 

season. (P) I thought you”? might know of someone. If you do, would you ask him to 

drop in to see us? Sincerely, (35 words) 6. Dear Mr. Street: It is my basic belief that 

each one of us should have a voice in the choice of our new vice-president.”° Is this 

policy followed in your firm? (P) I should appreciate your thoughts on this subject. 

Cordially yours, (40 words) 

13.8 REMEMBER ... 

a. old, 13.1 

household ere Ts 

b. ake, 13.2 

takene ieee shake es opaque Che 



LESSON 14 

14.1 Medial consonants combined with r, Omit 7; capitalize the medial 
consonant that precedes 17, called capital bruh, Cc capital cruh, 
B capital druh, F capital fruh, G capital gruh, P caputal pruh, 

and 7@} _ «capital truh, thruh. 

abroad aSid adrenalin akyrGn reprint 

fabric fre refrain t/ approach 

decrease LCs refresh We ok electric 

prescribe pack agree age introduce 

melodrama nk degree Age philanthropy 

14.2 DERIVATIVES 

afraid Qe pilgrimage P44 fabrics 

agreements age- - reprinted »”4f= approval 

decreasingly ALS g secrecy ALLL electrical 

increasingly rly refreshment ns philanthropic TERS 
14.3 COMMENTARY 

Please note that SPEEDWRITING capitals eliminate the need for raising the 

pen unnecessarily. In the case of capital fruh and capital truh/thruh, the first part 

of each capital is joined to the previous letter without lifting the pen. Capital 

73 
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truh/thruh offers particularly useful practice in continuing the outline from the 

top and not returning to the line of writing. Since this is the only principle 

presented in this lesson, you will have ample opportunity to practice these 

medial capitals. 

14.4 READING EXERCISE 

"ls 

(F/ 

ee Lee CD 
y, aS 

{/ 
L F7 OC A Co ay AT) a iA bi, a J) 



Lesson Fourteen 75 



76 Principles of Speedwriting 

eG ee ani / Me get 

KEY 1. Dear Mrs. Grant: We appreciate the patronage you have given us lately, 

and we hope you will go on” patronizing our shop for many years. (P) We feel that 

you can find cotton fabrics, silks, linens, and woolens that will suit*? you. Many have 

told us that they are delighted with our line of fabrics. You, no doubt, feel like this too. 

(P) If © there is some way in which we can help you, let us know. Sincerely yours, (73 
words) 2. Dear Mrs. Smith: We are holding a gold watch on which you put a deposit 

in May. When you gave us this deposit,”° we told you that the watch would be held for 

two weeks. (P) This is to inform you that, if you do not pick up the watch® within a 

day or two, we shall feel free to sell it. Kindly let us know what you want us to do. 

Yours truly, (60 words) 3. Dear Mr. Thomas: With the approach of the new year, I 

wish to tell you how much I appreciate the help you”? have given us during the old 

year. I feel that our program would not have been so good were it not for your efforts* 

in our behalf. Sincerely, (45 words) 4. Dear Mr. Robbins: We have set October 15 as 

the date for our monthly meeting with the heads of those?® companies who have been 

selling our line of electrical equipment. This will be our final meeting this year. (P) 

I *® would like to have you and your secretary join us on that date. Cordially, (54 

words) 5. Dear Mr. Mann: March and April were cold months this year, and the 

damage to our fruit trees was very great. Therefore, we” find that we cannot decrease 

our prices as we had hoped to do when we wrote to you in February. Very* truly 

yours, (42 words) 6. Dear Neil: Your fine article on the increasing number of jobs will 

be printed in the November issue of ”° our bulletin. (P) We may want to reprint this 

article in January, too, in which case we shall get in touch* with you. Sincerely, (44 

words) 7. Dear Mr. Lake: The head of our Credit Department told me today that we 

have not yet received your check for the” filing cabinets that were shipped on May 

23. As you know, you agreed to pay for those cabinets by“ July 15; but I am afraid 

that you have forgotten this agreement. (P) Will you be good enough to put your 
check” in the mail when this letter reaches you? Yours truly, (69 words) 8. Gentlemen: 
We received a telegram today saying that the price of the fabric we are getting from 
abroad ” will increase this year. (P) I want to let you know that we, too, will have to 
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increase our prices in July. If you purchase fabric from us before July, you will pay 
the low prices that we are now charging. Sincerely yours, (58 words) 

14.5 REMEMBER ... 

Medial consonants combined with r 

inbred mkid discriminate dAaC—ma airdrop 2lif 

abridge ae incriminate ml-oima bedraggle ora 

aoe fate abga. secret LCL cadre exp 

abrasive atsae- secrete Ce caldron chk 

afraid a/?dA. program Ge deprive AK 

defraud a+} telegram ug- reproof WM 

infrared mAtd regret rye reprove ye 

infrequent nl 73- photograph £47 disprove Wages 

erica eer ee 

aus me 
or 

Lio 

citrate 

citric 



LESSON ‘15 

15.1 Write 1 for the medial and final sound of tiv. 

a. Final sound of tiv 

active QAeu- elective elec motive sro 

attractive @/7C~ infinitive fre- relative pher 

defective A few 

b. Medial sound of tzu 

effectively efeve positively Pal subjectively Ayre 

deductively Ado productively podeul tentatively L- vot 

inductively miterl repetitively ptt 

15.2 Write aif for the medial and final sounds of shun, vowel + shun, 
and n + shun. They may also be spelled tion, sion, sston, cian, or shion. 

a. Final sound of shun 

action ae introduction oT reduction ndey 

deduction adey production pales section ac 

election bey protection qpotey selection ale] 

78 
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b. Final sound of vowel + shun 

decision At physician al television 

fashion HY qualification gy vacation 

nation “ded| session ay valuation4S 

4 See Rule 3, Recap and Prevue, page 54. 

eet 

©. Final sound of n + shun 

attention at invention fr] prevention 

dimension Ay mention as 

d. Medial sounds 

R 

These are derivatives; see 15.3. 

15.3 DERIVATIVES 

appreciative cece inductive »r1ae1~ definitively 

declarative dec derivative @10v~ repetitively 

descriptive hear receptive pes selectively 

emotion ay, actions a fs additional 

inattentionS MBL qualifications 54-44 provisional 

inquisition “Vf Gi relationshipO rUyS professional 

national, 

promotion ay additional adgl nationally 4 SANT 
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occasional, 

reaction Nee | provisional pete occasionally hay 

emotional, 

requisition AFG evaluation® tty emotionally eg 

4 See Rule 2, Recap and Prevue, page 54. 

0 See Commentary, a. 

© See Rule 3, Recap and Prevue, page 54. 

15.4 COMMENTARY 

a. The sufhix ship in relationship derives from the brief form in Lesson 10. 

b. Yes, the outline <a represents both motion and mention, and a 

represents provision as well as prevention. 

15.5 READING EXERCISE 

ge ; EE 

Bp r ts _dley Ago ee 

pflarc_2 Ap uw 

p10 4 LZ ? f dag 



Lesson Fifteen 81 

— 

Z AJ KoA A KK. 7 fami y Lt 

Vy) 

AL» 2f ve a dacy — easly bp faa. _3_ 

ad Sy oe De £ ae aa aps 

Lt a Z vs ns a 

ee epg ama 

haat pL 2 polt a 42 

Bee ae fe LL See as aoe 

Ses Lime eS adyl 

—A dito f a cy & 

leh dsl _f uw 

pace ele Senet arcane Ms Se on Sapte 
2 = 

KEY 1. Dear Mr. Fielding: I am taking this occasion to tell you how happy we are 

to have you visit our group.” (P) Your selection of fashion as the subject of your talk 

makes the program very attractive. I am positive* that this subject will be attractive 

to many who might not have put forth the effort to be there. Sincerely, (97 words) 2. 

Dear Mr. Gold: We know that our relationship will be a good one and that the 

introduction of our line will 2° greatly increase your profits. (P) Can we help you 

promote this line? If so, let us know. Yours truly, (36 words) 3. Dear Mrs. Brown: In 

my letter of April 27, I mentioned our critical production position;” and I hope that 

you can help us provide a solution. (P) We shall have a discussion of this situation in* 

our June meeting. Sincerely yours, (46 words) 4. Gentlemen: We regret to inform you 

that there will be a little delay in shipping the household items you”? purchased on 

June 17. (P) The tentative date for shipping will be July 15. (P) We hope this delay 

will not* cause a critical situation for you. Sincerely yours, (5/ words) 5. Dear Mr. 
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Place: I have sent back the form you asked me to fill in. (P) As you can see, I have 

been a secretary” to a local doctor for many years; and I feel that my qualifications 

are such that I could easily* fill the position with your company. (P) If you wish 

additional information, do not hesitate to write® me. Sincerely, (63 words) 

15.6 REMEMBER ... 

a. Medial and final sounds of shun, vowel + shun, n + shun, 15.2 

educational edegh divisions Ags devotion 

invitation moy position (Ga ocean 

location Ley television Lh promotions 

session AY fabrication fP discussions 

lubrication L&ey solution 

b. Medial and final sound of tiv, 15.1 

43) af 

active Qeer attractive 

actively acvul attractively 0 



RECAP AND PRENUE 
PUNCTUMTION 

You are three-eighths of the way through this text, and you must by now be 

accustomed to the pace and routine. This is, therefore, a good moment to take 

a look at the role of punctuation in correspondence, the ultimate goal of most 

dictation. 

Material. that is well punctuated is easily and correctly read. Badly 

punctuated material, on the other hand, may bring the reader to a bewildered 

halt, force a return to the area where understanding faltered so that the 

offending passage can be reread, and necessitate a review of the entire letter 

because the point or train of thought was lost. The reader may congratulate 

himself on having understood it all, but.it is the duty of stenographers to 

prevent confusion in the first place. 

No matter how defensible the theory behind punctuation that gives rise to 

confusion, stenographers almost never have an_opportunity to explain. Thus, 

arguments about the pros and cons of punctuation are irrelevant when we in 

business are faced with the consequences of misread or misunderstood 

material. What we are after, then, are business statements that are universally 

clear. In striving to achieve that goal, stenographers should have a concomi- 

tant but equally worthy objective: to avoid having to analyze every sentence; 

that is, insofar as the dictation permits, to punctuate as automatically as 

possible. 

For this first part on commas, semicolons, and sentence structure, our theme 

will be: Jt is cold. I need a coat. The variations on the theme will carry out our 

two simultaneous mandates of clarity for the reader and automatic response 

by the stenographer. 

1. It is cold. I need a coat. 

Here are two simple sentences. They are always correctly written as two 

sentences, but they could also be written together, as in 2. 

2. It is cold; I need a coat. 

83 



84 Principles of Speedwriting 

on 

Here the two sentences are joined by a semicolon because they are so obviously 

related. 

. It is cold, and I need a coat. 

The two sentences have been joined by the conjunction and as well as by a 

comma. Please keep in mind that pros and cons are irrelevant; if you get this 

point accurately, then 4, 5, and 6 will be understood. 

. However, it is cold; and I need a coat. 

. It is cold; and therefore, I need a coat. 

. However, it is cold; and, therefore, I need a coat. 

When there are two sentences joined by a conjunction and one has a comma, 

the comma before the conjunction turns into a semicolon. The same is true if 

both sentences have commas; the comma before the conjunction becomes a 

semicolon. 

. I know it is so and that you love me. 

No comma anywhere, please. The first sentence, up to and, is correct without 
punctuation and is complete; after and, however, “that you love me” is not a 

complete sentence. The word that is not a conjunction. Therefore, in such a 
sentence as “I know that it is so,” no punctuation will appear because there is 
no conjunction. Conjunctions in addition to and are but and occasionally or and 
for; so and because are sometimes treated as conjunctions even though 
technically they are not. 

In the following series, we no longer have two complete sentences: 

8. 

2) 

Since it is cold, I need a coat. 

Because it is cold, J need a coat. 

10. When it is cold, 1 need a coat. 

Each italicized portion is incomplete and cannot stand alone; it is subordinate. 
The only complete sentence is “I need a coat,” and all others introduce it. 

11. As it ts cold, 1 need a coat. 

12. Df it rs cold, 1 need a coat. 

13. While it is cold, 1 need a coat. 

14. Now that tt is cold, 1 need a coat. 
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As a rule, whatever precedes the subject and verb of a sentence is introductory 

and should be a signal to us to set it off by a comma. 

15. I need a coat when it 1s cold. 

16. I need a coat because it 1s cold. 

17. I need a coat if it is cold. 

No comma is needed when the subordinate clause follows the main clause. 

In the following sentences, we demonstrate other introductories: 

18«However, it is cold. 

19. Furthermore, it is cold. 

20. Unfortunately, it is cold. 

21. Moreover, it is cold. 

22. Therefore, | need a coat. 

23. However, is it cold? 

In each of these cases, the word preceding the subject and verb is introductory 

and set off by a comma. 

Commas are also called for in these circumstances: 

24, Our anniversary is Monday, May 4. 

Separating day from date. 

25. On April 8, 1972, the shop opened. 

Separating month and day from year. 

26. The store will close on November 25, Thanksgiving Day. 

27. Our president, John Smith, will be present. 

These two sentences illustrate the comma used in apposition; i.e., when we say 

the same thing in different ways. 

28. I see, though, that she is here. 

29. This is my sample, however. 

30. Joan, who dresses well, was promoted. 

Parenthetical commas are identified as commas setting material off which 

could be included in parentheses and therefore omitted. 
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31. Our flag is red, white, and blue. 

32. The sweaters were green, brown, yellow, and. white. 

Place a comma before the and, just as we did in 3. 

33. Here is a stamped, self-addressed envelope. It is a beautiful blue color. 

We need a comma in the first sentence because and sounds right between the 

two adjectives. 

Do you know about the period which is acceptable following a courteous 

request? 

34, May we have your check by return mail. 

35. May we have your check by return mail? 

We expect the check in reply, not an answer saying “Yes, you may have our 

check by return mail.” However, the question mark is always correct. 

Commas and periods always go inside quotation marks in business corre- 
spondence. 

OONmeYesamlnessald. 

37. I have your book, “Better Days.” 

If, however, your employer insists on their going outside, do it. This is not a 
life-and-death matter. 

Use of the hyphen: 

38. Here is a self-addressed envelope. 

All expressions which include se/f are hyphenated. 

39. Your past-due account totals $40. 

40. Your account for $40 is past due. 

41. This book is well known. 

42. ‘This well-known book belongs to me. 

Use a hyphen when the noun follows a compound expression; when no noun 
follows, there is no hyphen. 

43. It is a nationally known product. 

44. It is a newly painted room. 
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There is no hyphen when the first part of the compound expression ends in J. 

These illustrate apostrophes showing possession: 

45. That one sheep’s wool is black. 

46. That one woman’s hair is brown. 

47. That one mouse’s tail is curly. 

48. That one boy’s tie is red. 

All singulars call for the apostrophe + s. All you have to know is whether it is 

singular or not. 
grta «e 

In the following sentences, assume three of everything, so we have plurals: 

49. The sheep’s wool is black. 

50. The women’s dresses were all blue. 

51. The mice’s tails were cut off. 

Just take the plural form and add apostrophe + s, 

52. The boys’ ties were red. 

except here: We would add apostrophe + s but it sounds strange to say boys’s; so 

we remove the s which follows the apostrophe. 

53. These are yours. 

54. Ours is here; theirs is there. 

55. Here is its label. 

Pronouns do not require any apostrophe to show possession. See 4.7. 

From now on, the Reading Exercises will include many of the punctuation 

pointers we have just identified for you. Don’t hesitate to return to these pages 

to confirm the reasoning behind any example that puzzles you. 

One detail must be added here. Shorthand notes do not always incorporate 

material which later shows up in the transcript. For instance, notes do not 

always indicate capitalization. Similarly, notes may not always incorporate 

the hyphen illustrated in sentences 38, 39, and 42. Nevertheless, the person 

who dictates to you may wish to ensure its appearance in the transcript and 

may mention the hyphen. Always follow such a request and write the hyphen 

in your notes then and there, even if its appearance in the transcript would 

have been second nature to you. 
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We cannot use the same hyphen we write for nt/ment. The hyphen to be 

transcribed as a hyphen is written 7 in your shorthand notes. Let us say the 
dictation was, “It is a well-known book.” You write in SPEEDWRITING, 

Ls a. 2 ms bc. When you add the hyphen, the phrase looks 
like this Vowuctie = Careeotoeos 



LESSON 16 

16.1 Attach a dash to an initial letter combined with I. (See Commentary, a. 

This is the combination-/ principle.) 

a. The jnitial consonant sound combined with / will be called —~@_ bluh, 
—2" cluh, ZB Suh, Eo gluh, —72 pluh, and ——  sluh. 

black om flight mit plant ore a a 

sleight, 

club —rf- glad — ae slight, sly. ("Ae 

cllent4  —twze— play PRU nae slow — to 

4 See Recap and Prevue, page 54. 

b. The initial vowel sound combined with / will be called —@ ail or al, 

—eE eeorél, — ie oril, —@ _ ol, and —te ui. 

ailment —— FP = else — es olive — pu 

alimony — ome ill, aisle —z ultimate ——nwZ42Z 

element ——e-_ illuminate — zo yg ultimatum -—zL4Z >, 

16.2 Omit / when a medial consonant is combined with it. 

oblige ot recluse Steg reply 

problem pb, inflate fa supply #4 
89 
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include med duplicate Apta, legislate 4a 

16.3 BRIEF FORMS 

about ak has ad over ie 

came, come, 

committee £ move -— Ze please mai 

ce customer ae order a under 

16.4 ABBREVIATIONS 

inch im pound Lb- cent, cents © 

dollar, 

ounce 25 dollars4 a 

4 See Commentary, b. 

16.5 DERIVATIVES 

gladly abl clinics —Cm"€s obligation 

slowly oe? clipped op inclusion “Vie 

lightly de  dlipping —tp inflation my 

plantation —7?—- 4 clippings ~~C2  deflationO Ly 

allegation 2G] illegal4 gl applicationO fgg 

alibi —2he chents —Ce-— platform —pff> 
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alley=*.——7.¢; illicit —z0el duplication Apc 

elemental —€- TA illogical4 eck legislation4 a al 

supplement Ap - legislative Lyae- 

4 See Commentary, c. 

ONote that the final a in the root word is included with the principle for writing 

p, for a vowel + shun. 

* . 

Bene bk today ld 6 pounds 6 L668 

become bk today’s lds 2inches 2 “N6 

income Pe daily AL overdue Oke 

welcome Lk ordered rd) overhead okd 

displeaseS Ap ordering iy) oversight OS 

hasn't Qd— orders undergo ltg 

movement t= 3days 3d undertake Cfe 

remove /t-—2%~- Bounces 8 ff undervalue Uvbr 

4 Although please is a brief form written , there is no practical way to include 

the dash in the outline for displease, so it is omitted. 

16.6 COMMENTARY 

a. Be sure the attached initial stroke is easily distinguished by its length 

from the much shorter hyphen. In order for the dash to be attached to an 

initial letter, that letter must be combined with /. Letters which are joined but 

combined do not qualify; e.g., election, a&_»¢/ aloud. This explana- 

tion is the same as the one offered regarding letters combined with r. 

b. Express money as follows: even sums: $95 Sd. $50 50d $1 (a 

ee ate sodden sy 0ce 29° Fo140 4 gl 75 1 
c. Note the introduction of z/ as a prefix, 16.5. 
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16.7 READING EXERCISE 

fac otF 1 10 uw (4 ao. bra 

la € Lh a ae ee 

a) TAX NY: OMe YA LO Ses 

3k ag en ee ee 
tm _egp = ma—p- | a fy o 86 ab» 

3 hdh dag bead | go awe 6 gh f _ 
_m th syg + pdeq as gels ul 

b- Lr Zs = 3 z By ge 

ha \ 2% —e jeugd | 2 Cae = 2 2 ne jig 

—lbeph th Leoepe = 7? j a Aa! nl as SO 

QL day sha LM) eZ etitedy ~ 4 2 

AI GO oka 4 Pu PBF he La, f, Z tH a \ AA 4 Ha A 7 

‘Ce tL a LL fr Ne XN (Ce A 4 AA LA 

ye. Lai NORE \ Geyer 

DE a8 vot 7,5. a 4 Og Z, Oo = 

th, _— AL mM” Ot 024 rrncog 4 Wa 
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Eons soso Zs w lle 2! Sp ae 

6 an. paws as 

es kee Se a Ota 

fae fn ko Pad (eee ee ete 

laa aed ae = 22 A4d- —ne Ld 

eye ore CAS ALO _\\ bees homer Ig 

eae G2 th atrG Ge rm: 

aple». © Soo 4 pope (a ub ir Cf 
L ee ee ba- OO + mre ee 

(ia (7s Cyn 4 th 

tie ie hie 9 ore Ztk_o 

4 Bi 0 Ba OVI 

Alaaeaar>u AA J 

wv 

a2oOI Ag QZ g _ 
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La, 0 Aree 2 ee us VLE 

KEY 1. Dear Mr. Allen: I regret that I am obliged to tell you that there will be a 

slight delay in supplying” the clothing you ordered. As I mentioned over the 

telephone, some of our equipment in our plant was badly*® damaged by a flood in this 

section; and production has been very limited in recent weeks. (P) We are making® 

provisions to replace this equipment within a few days and should then be in a 

position to make shipment® to our customers. (P) I would appreciate it if you would 

try to be a little patient. Sincerely yours, (99 words) 2. Dear Mrs. Blake: Will you 

please fill in the attached form for application for credit and mail it to us? (P) It will 

take about 10 days for your charge plate to reach you through the mail. If you don’t 

want to wait for it, you can come into* our shop on Eighth Street and Grant Avenue 

to get it quickly. Yours truly, (53 words) 3. Dear Mr. Early: When you came to see me 

on May 12, you told me about your plan to rent a house on the lake” for your coming 

vacation. (P) I have located a pleasant five-room cottage that I would like to show 

you. It rents*® for $150 a month, and this price includes the use of a fine new boat. I 

know you will find the® cottage well suited for your family. (P) If you wish to see it, 

telephone me so that we can make a date to® drive to the lake. Yours truly, (85 words) 

4. Dear Mrs. Flood: This is in reply to your letter of March 7. (P) The supplement we 

are mailing to you should ”° be added to the catalog we sent in February. It shows our 

line of albums and gives the price of each* item. (P) Please do not forget that shipping 

charges will be included in the purchase price if your order is® over $50. Yours truly, 

(64 words) 5. Dear Mrs. Clay: Some months ago a committee was formed to look into 

the national problems of education.”° The head of the group has agreed to come to our 

club meeting to tell us about the findings of the committee. Included in his talk will 

be a discussion of the legislative action being planned to help those who® want to go 

to college but do not have sufficient money to do so. (P) I am mailing this invitation 

to you in the hope that you will want to be present on the night of April 19. The 

place chosen for this meeting'” is the Grant Hotel on Elm Boulevard. Yours very 
truly, (/// words) 6. Dear Mrs. Floyd: Your letter dated March 6 has come to my 
attention. (P) I do not know why the blue and white robe” you ordered has been so 
slow in reaching you. If it does not arrive within a few days, let me know; and I will 
duplicate the order and rush it to you. Yours truly, (50 words) 

16.8 REMEMBER ... 

a. Initial consonant combined with /, 16.1a 



Lesson Sixteen 95 

blew; blue: ° ——ére flag HF plan I a, 

block Be flashlight Fh pleasant POT ay 

blouse —~QaL-o7 flimsy Up Gee plenty —?p -Z@ 

click, clock, 

clack, claque —ge glove mang slice deg 

cloh — eZ glow was slip ary & 

clothe —cot glucose neces slogan erry [G 

b. Initial vowel combined with J, 16.16 

ail ar. i elevate — Gea illusive — &do~ 

album —@t eloquent 5 Sa ultra. —%7™ 

alkali —we& illumine —2— 9» ultrasonic ey re 

eel, ell —é illusion $e, 



LESSON ‘7 

17.1 Write a joined slant for the final sound of er and ter (see Commentary, 
a). 

a, Final sound of er following a letter 

bigger by/ manager any refer of 

builder G&/ manic 7 a erichenunee aa 

cover ye occur oe’ rubber nh 

error E/ officer afe~ summer Ve 

fewer pr paper ppm washer ety 

her AY power ie 

b. Final sound of ter following a letter 

after af editor ta’ matter ey 

better ee factor fe water ee c. 

chapter Cpe latter La, 

c. Final sound of er following a mark of punctuation 

center ie hunter iA winter eee 

96 
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17.2 DERIVATIVES 

a. Write the overscore for ed just above the joined slant: 

featured fo lowered by preferred pf 

b. The underscore for ing has plenty of room to fit well beneath the slant: 

wt x 
fy 

- 

centering 4 aA honoring gery occurring ot’, 
-_ 

c. Double the final mark of punctuation to form a plural or possessive; see 

4.2b: 

hers hd officers ofet papers pppoe 

d. Omit the medial long vowel when adding anything but ed or ing to a 

one-syllable word; see Rule 8, Recap and Prevue, page 59: 

briefer of” cheaper Ge teacher Vibe 

e. Since ol is written for the sound of old, 13.1, it does not change for 

derivatives: 

folders Vaile holder Aol” policyholder plechel- 

f. Long vowel sounds are written before punctuation marks; see Rule 5, Recap 

and Prevue, page 595: 
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elevator ton’ later La’ believer bee’ 

prior jou lower Ze mower, motor on 

answer aa” earlier EL’ procedure pay 

ers 

buyer iw factors f74 purchaser 

chapters Get flyers a <a wintered 

dollars4 VIZ higher fa winters Hs A 

eraser bre newspapers mg wintering (la & Lf 

erasure ad 

4 See Commentary, 6. 

17.3 COMMENTARY 

a. Because we particularly designate this as a joined slant, you might surmise 

correctly that we will later use a slant that is not joined. 

b. We write & for dollar/dollars with definite sums of money: $1 

/ a and $82 §gZ d: see 16.66. However, write these out as dollar 

and dollars ZZ“ when no definite sum is mentioned: 

Give me a dollar for this. 

gr ne a AL { Ay 

Make-believe dollars have no value. 

avert AlLZ - mo vl. 

17.4 READING EXERCISE 



Lesson Seventeen 99 

CL ee LS RE ALLO SL DO 

Ge te mn ad la. he uw hae © 

ey ee 

mo hs hor, &  M rer. Ac 

iM a ALA A 4 2 ” —4 44 

4 At te A A i A CAAA —T | * LZ 

J Va 

ALY A 4 i ry 4. LFS oO” A A 

fl] 

7 Y 

Va ave AG La LP 7 [CK <5, VA 

£ YW, 
0F th aa a r-fH £ 

f] 

Y, Gh) Cie y, 
Me = Cam aU A 74 i A Cd A <) Ld 

" 

a a Al bs gp V ALL he ue ve 
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(aa fae ial Nae 

AY Lar’ an. 

eee 

— 

tml atl, das Wiad ok \ 

3 dan 3 6 ee 1 |) pf a —pe: 2h 

ia Aaey tr. k. 

LLC, Or B24— \ 

l/ ~~ {/ 

Aa A mn 2 fF] Jd 

Y 7 
ZI? E Dd ‘ CLA 

aay WY 

CHO LZ f— 
SE A: 

(L_- — Fo SE, 

22 (eo a Lo 4 

Vy, 
mn a Lo aw ae Set 

hep Crse Uf pa-if 

KEY 1. Dear Mr. Chambers: This is in answer to the letter in which you referred to 
an error in the order of * paper that reached you earlier in the week. You were quite 
right when you said that the error was ours. (P) I do not know” how this occurred, but 
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a duplicate shipment was sent to you today; and it should arrive in a day or two. 

Sincerely yours, (62 words) 2. Dear Mrs. Majors: In checking our files, we see that you 

have not used your charge plate for many months. Therefore, you may” not be 

familiar with the new shopping center we have built to replace our old one. May we 

invite you to drop* in to see us. (P) You will find that our shop is bigger and better 

than in former years. We have never before® provided our customers with a greater 

selection of fine fabrics in a choice of colors (P) Come in and let us® show you how 

you can buy what you want with very little money. Sincerely yours, (94 words) 3. Dear 

Mr. Black: You are quite right when you say that our older models were cheaper, but 

none of them had the many” fine features we have built into our new gas heaters. (P) 

If you will let one of our agents talk to you about them, you will be quick to agree 

that we have ‘never sold a better heater. (P) The folder that I have attached to this® 

letter will help to show you why so many of our customers prefer our new model. 

Yours truly, (78 words) 4. Dear Mrs. Ash: The officers of our teacher’s club have voted 

in favor of giving a dinner to honor” our former President. We plan to have a dinner 
for her later in the month but have not yet set the date. (P) As soon as we know 

when the dinner will be held, we shall let you know. I hope you can come. Sincerely 

yours, (58 words) 5. Dear Mr. Rogers: Our office manager has told me that your 

payment of $653.89 ”° on our invoice of July 28 is overdue. When you purchased these 

typewriters on credit,” you agreed to make payment within 30 days. (P) May we have 

your check or else a letter letting us know when® we may hope to receive this 

payment. If we do not receive an answer to this letter within a few days, we® shall feel 

obliged to take legal action. Yours truly, (89 words) 6. Dear Mrs. Fleet: We shall have 

a discussion of the coming election for our October program. (P) Do you know” who 

is running for office? Do you know the qualifications of the men who are running for 

office? * (P) Too many voters do not have enough information about the men we are 

asked to vote for in an election. You can now become informed. Sincerely yours, (67 

words) 

17.5 REMEMBER ... 

a.Final er following a letter, 17.1 

chamber C7f~ eager as honor 

me major BO proper 

nature ne wife color el’ professor 

familiar laa pressure 

neighbor 

picture cee 
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voucher om similar pind BA shopper 

offer of dinner am favor 

b. Final ter following a letter, 17.1 

debtor CES factor lame detector 

c. Final er following a mark of punctuation, 17.1 

painter pre olf 

x 



LESSON 18 

feo Woeeel Hor the mitial and haat sound of a. 

a. Initial sound of al 

al all, Awl although 

b. Final sound of al 

ball dal fall 

crawl vak hall, haul 

drawl dal mall 

18.2 Write 

a, Initial sound of aw 

audit acd awning 

awe a 

b. Final sound of aw 

draw aa raw 

law ba saw 

103 

altar, alter aklo 

yz2 tall 

fal 

nal 

wall 

yawl 

@ for the initial and final sound of aw. 

an ought 

Aa withdraw 

Aa 

ARS 
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18.3 BRIEF FORMS 

advantage a7 future yc sail, sal =S 

again, 

against oo, member KS save, several du 

business b-o out® ote where 2) 

4 See Commentary, a. 

See Commentary, 0. 

18.4 ABBREVIATIONS 

feet, foot fe nmulete—— se square so 

figure KF page P 

18.5 DERIVATIVES 

auditor ad/ members lg outline 

audition ads membership AES outlined 

awesome adn remember Vo ek outlining 

drawer la’ resale eS outside 

sawed Aa sales Sy saves 

sawing Ma salesman S@o-— saving 

drawings da salesmen S$a—y > - savings 

lawyer4 hey businessman Soe severally eet EP LE 
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lawyers4 by businessmen “O-€-—-71.. whereas a 

elsewhere —€Ed—~w 

4 See Commentary, c. 

18.6 COMMENTARY 

a. We.write (4 only for medial and final sounds of ow; see 5.2. 

b. The printed s appears here for the first time. We have been using the 

regular s as a brief form since its introduction as zs, Ais in 1.10. 

c. Did this surprise you? Try pronouncing it again. 

d. The medial sound is not covered in 18.2, so it follows Rule 9, Recap and 

Prevue, page 55. Never write medial aw except in the final a/. Illustrations 

are: 

ballroom bona falsely fee in ye 

false j& fault f~f& walnut UCL 

18.7 READING EXERCISE 

ack A pst FY, A—>r<J Atm : 
aed 

“4 

17772Jaa (2 le ey ED + ot a a LL J O53 

Y 

v7 a JL = 71 a 4 J~t SU g 

U 

a Va L- V BL va A FEL, 

Y Y Y Vy 
Wy VY, 

a 4 AA L A = LVFIA—L (VAL 

A A ot L s FiCA ZA (A Z 

y 4 Ge << rw£ eo, 4 Atif cd “A LA 
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40.0. pag la UL eo Le ec 

Oey er Ae ea oe OF: 

{4b aaa ALZ 

+ (hi A> tag log (ad 

fli & £ we 

ce dee LK, Cre 

Uy \ af v J A Pe ga 2 

kee CAL. / 30 pl 2 J- 

Lo Com An (QU te 

a cere Li hfe 17 

poe 5, aay Pc 

ern J-C 

my 

ae nN 
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Y 
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hy IP oe Py 
y 

Poe el a a a 

( ThE 

fe cy ee Mee ON iie ad aN SE ol 
Meee an 2 RL 

PA OO ae 
Se 2 OO 

Y 

U 

ve o- fe Af A I, PE 

| Z 
© as “428. « ne tf le 

LVL b — LL. bk Ze rz sa” N 

be fe _f(Sies . 2 = 7, (oa 
1] 

Ai 4 Y ; 

ee ee 

A ya = ALAA 

Y, 

KEY 1. Dear Jim: I saw your picture in the newspaper today and was happy to 

know of your recent promotion to” the position of professor at the local college. (Pel 

hope you and your wife will come to see me after you” are settled. Cordially, (44 

words) 2. Dear Mrs. Hamilton: As the owner of a retail shop, you no doubt wish to see 

your business grow in future” years; and you want to increase the number of 

customers who purchase their daily supplies from you. (P) The attached folder*® will 

show you how this can be done. It outlines some of the procedures that have been 

followed by a great many® retailers and tells how you, too, can increase your sales 

during the year. (P) After you read the folder, I hope you will® allow one of our 

agents to go over the details with you. Yours truly, (94 words) 3. Dear Mrs. McGraw: 

The attached sheet outlines the major features of our book club. After looking at it, 

you will 2 see how our members save money by taking advantage of the lower prices 

and higher discounts we offer.” (P) Would you like to have up-to-date books at such 

low prices with discounts? If you want to become a member of our™ book club, fill in 

the membership form and mail it to us. All future savings will be yours when you do 

this. Cordially® yours, (8/ words) 4. Dear Mr. Bradley: This is in answer to your letter 

of October 30. The bill we sent covers the”? amounts you owe on our invoices of 
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September 17 and October 8 for the shipments of white envelopes* and paper. (P) 
Inasmuch as these were sale items, we sent one bill covering the two shipments. I hope 

this meets® with your approval. Sincerely yours, (66 words) 5. Dear Mr. Doyle: The 

nature of our business is such that the sale of our lumber falls off during the winter 

months” but picks up again in the summer. Therefore, we can offer lumber at a lower 

price from November through*® February. (P) Would you like to take advantage of 

this offer? You can do so by placing an order now. Sincerely® yours, (6/ words) 6. Dear 

Mrs. Hall: We find it necessary to move much of our supply of fine cotton fabrics 

during the fall *° to make room for our winter fabrics. (P) The catalog that is being 

sent with this letter will show how you can* increase your supply of cotton fabrics for 

very little money if you place your order now. You will find an® order form on page 

10 of the catalog. Sincerely yours, (70 words) 

18.8 REMEMBER ... 

a. Initial and final al, 18.1 

befall fal pall oa 

aly’ all right al At altered 

b. Initial and final aw, 18.2 

augment ag — auditor @gv~ 

jaw ae paw jee 



LESSON 19 

19.1 When a word contains a medial vowel followed by d, omit the vowel 

and write d. 

code cad need yds succeed het. 

read, reed, 

feed, food fe rude 

made ae seed, cede 

trade Za 

wide coll RR 

419.2 When a word contains a medial long vowel followed by z, omit the 

vowel and write z. 

choose, chose C; praise 1, these bs 

cruise % raise a4) wise ai) 

lose 4, size, seize £5 

19.3 DERIVATIVES 

arise, arose Goce preclude ped decode dca. 

aside aad rudely rae uprising faa: 

beside Lael. widely Atl providing pee 

besides bids wisely A raises BS 

109 
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outside orcad indeed mda. roads 

inside prod. mislaid eer Zs leader 

decided aed | proposal PP leaders 

decidedly Aadl secede Lok proceedings 

chosen Cyn recede pod. 

19.4 COMMENTARY 

As early as 1.2, we mentioned words written one way but pronounced in 
different ways according to usage; now we can illustrate the differences in 
SPEEDWRITING: 

I will use that. Of what use is that? 

L tz lar tr ut ws 34a? 

Please close the drawer. We are close to the desk. 

ae ee ee UI Baas, 

19.5 READING EXERCISE 

Ca, a = a= Go DF Ae 
4 

Lf 
lA Lb--4) wav su , CE (J ~2e- DP) “le 

$C EZ “ce = oo 

Sethi nd a A ‘ 
“ A I 

Nad 

ZL 

WZ, 

pid 

ag BV. 

N 
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/ 

Me a ee, Ld a ine As Ze LM 4 y, 

av Ty Oana 9) a NG” 2 no adyt Co 

Lee Ca 2 as Ad Ki) Zs VEDA, (ad 
(j l/ 

i a a g lb a Sere eels 

fate ) Lot l Lh fo Y CT 

meg G 4% Lp G 7 ED), fCdan ‘ ae] 

wr, Y . 
ta BOLL N age OL ee 

A= —Y Z ap Y 

@) das —€s' 2. 2 Ze acl Lp At ge 

ZW _272-D A I 2 lLg His a \W Ec 

psu S. oe Ls , , SA —- (ors 

a A- Aire # Geter 

SG Ry Oey © a re 

Pops els ap 4 

Ga \_ticke 

a Y Aa eee ee 

Te pl a oe 

— SE E> Bad a oe Sa ae 

Gas a 
i) Pate oa a EA 
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en 9 VT TORT OE 

ow 

lrfr uw lo abv. 

=a UZ —a_, we eA 

N at Uy nl \ 
fo aa ee — 

ote se Ca 

eo Dp iy ee ae EY A 

eee eee eo 

d pf ler 20 dec 
Lap egy EI 

+O (ae 9 Ade Ch Y gt 
+4 7 A < em  4 

tn gh a adyl 
eh ee erlang. pe uv lg fiber yf 

_& <7 x | ial dead 
= ee 

a PL) 

of 

J 

4 hal lee 1 et 

me, oS Zi 

POTS Ca pe fe 

Pall aad ju + 

Bete Ze fe 

Sa Pea aGe-\ SP” 

LL wu me [til ge et Pe 

—@W--A gagaih 

Da) Ye: 2. of plore wh hgh 

asa _adgt 

Seg a. 

fre AL \ CLE Ce tn 

CAp ua? ul 

KEY 1. Do you want to plant these trees and shrubs on the side of the road leading 
to your house? (/4 words) 2. We take great pride in the knowledge that our customers 
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trade with us. They know we sell high-grade items at low prices” and give good 
discounts. (24 words) 3. We have nothing but praise for the committee. They planned 

the drive effectively. (/4 words) 4. Dear Mrs. Archer: Food prices are rising each 

month, and yet you can offset this increase by planning and buying” those foods that 

have not yet reached the higher levels. (P) If you want to know how some women are 

feeding their families for relatively little money, come to our shop when you are 

downtown. Sincerely, (55 words) 5. Dear Mrs. Ellis: You may not know that there is a 

big sale being held at our shop on Grant Avenue and * Golden Boulevard. (P) Like so 

many customers, you will appreciate our fine line of goods. You will be pleased, too, 

with® the money you can save on each purchase. You may take advantage of our 

easy-payment plan, or if you prefer,” we will gladly put aside what you choose to buy 

and hold it for 30 days at no additional charge. (P) June 9® is the final day of this 

great sale: We urge you not to put off coming in. Sincerely, (96 words), 6. Dear Mr. 

Jackson: I am again writing to tell you how much we appreciate the orders your 

school department” has given us during the year. (P) We hope you are as pleased 

with us as we are with our customers and that you® will place many orders with us in 

the future. Very truly yours, (53 words) 7. Dear Mr. Reed: Does your family need a 

second car? We have a good used model that we are putting up for?? sale—one that 

we are willing to let go for very little money. (P) Why don’t you and your wife come in 

to see it? * Yours truly, (42 words) 8. Dear Mrs. Royal: I regret to inform you that all 

of the red and white fabric which matches the wall in your”? house was recently sold. 

We cannot, therefore, fill the order that was received today. (P) We are getting an” 

additional supply of these fabrics for the coming fall season, and I am quite positive 

that the color you wish®™ will be included. If it is, I will hold it aside for you and let 
you know by telegram of its arrival. Very truly yours, (84 words) 9. Dear Mr. Taylor: 

Our office has never had adequate or proper lighting, and we are now making 

tentative”? plans to do something about this problem. A great many of our men have 

told me that they would prefer to have*® each desk equipped with an attractive lamp 

and thus eliminate all need for the bright electric ceiling lights we™ now use. (P) How 

effective or wise would this method be? I would gladly try it if you were in agreement. 

(P) I believe®® you mentioned that one of your clients had a similar problem and that 

you had helped him find a solution.!° Would you be kind enough to help us? Yours 

truly, (109 words) 

19.6 REMEMBER ... 

a. Medial long vowel followed by d, 19.1 

laid, lead, 

grade gt load Sal guide Ge 
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shade eae, decide Lad rode re 

deed dd divide dud. feud fZ 

proceed pid provide jeer allude a&el 

b. Medial long vowel followed by z, 19.2 

haze hs revise aa music 

reason 2G rose 14 abuse 

cheese C, disclose ats refuse SEQ 



LESSON 2O 

20.1 Write the dash for the sound of nd. 

Dil aac — le iriend]| i send. A= 

calendar cl ae), grand Gia end 2——= 

demand @7a— pendant (—- window L/7——2 

4 The 7 appears in accordance with Rule 5, Recap and Prevue, page 55. 

This word is capitalized when used in a salutation. 

20.2 BRIEF FORMS 

because Cd only me pupil 

began, 

begin oy other 7 school 

ever, every (es pull {oe until RR 
20.3 ABBREVIATIONS 

absolute, 

absolutely ab- merchandise add question 4A 

intelligent, 

intelligence, 

intelligently uml popular isi a 

115 
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20.4 DERIVATIVES 

everybody 

everyone 

everything 

everywhere 

whenever 

wherever 

whichever 

whoever 

beginning 

beginner 

beginners 

schoolbook 

schoolroom 

others Ebde 

Sy 

ia intends 

Ex 

attends 

refunds 

i_rmE behind 

C42 reminded 

7CE candy 

Vip resell 

. handling 

friendly 

y friendship 

rendition 

oa foundation 

20.5 COMMENTARY 

Za 

al— — dependent 

friends 

mAt4— —amendment 

rf — — cylinder 

bhe — binder 

Ane — binders 

€—£ wondering 

A—Z£ wondered 

eae 
ince wi pending 

ies W¢ depending 

wonders 

UA ee 4 depended 

f-- rary | dependents 

a) 

In 20.1, pendant illustrates the recommended difference in size of hyphen and 
dash. A dash in your notes which is intended to be transcribed as a dash and 
not as nd should be written —4#—. 

20.6 READING EXERCISE 

QODdDAA—fs: 
a 
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2f-r Au 2 ‘YY God © dessa mm £ 

—n- Au leq pd Aa + CL" \ ne vS’ 

YG Joe CG ¢ L (ols S —7 2 

SEL sy gees 

Satie eee ee 
A fe dace. ul 

Cape ee NAAN 

Ay mda lay See 2 ee Bice ae 
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aaa 4 a ee 

mdcea (a Lac 

a Se 

D 

de AS 
ca ad ~ 

eg za a a ee ae 

La toh (Za ao pe 

iit. = = On Cy L&y a a a) 

Zo aha c—- ? 2 da a 

| 9A | 2 Cr— FUL 

da IA Za 
(fA 

Z v LEZ “te 
) 

Zz, as fodG os Gg fa \ 

Z ai a A 2f—— 
o, (fF 

F? = fed a— 

LU. PMN 007. 

- = Ls 

A 66.2 Zhe 

Se tes Z 

Alpe (nf La 

a2 Cn gJ— pS eae 

Ek Oe 

(PIE A! ye 

o Lda fa» Lie — 
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wm be 7? af mL me ae as Nee Z 

Asan Hi Ny 

=: Nata 

Coy ae 

age 
KEY 1. Dear Mr. Randall: I am glad to reply to the letter in which you asked for 
information‘about Mr.” Fred Neil. (P) Mr. Neil began with our company a little over 
SIX years ago. We found him to be a man* who took great pride in doing every job 
efficiently, and his friendly nature made him very popular with® everybody in our 
firm. We all regretted that his health made him decide to leave for another section. 
(P) I have no* hesitation in saying that, if you intend to choose him for a position in 
your firm, he will fill the position!” well. (P) If you ever wish additional information 
about him, please write to me again. Yours truly, (/20 words) 2. Dear Mrs. Melville: 
We are sending this letter to all our friends as a reminder of the big sale we are? 
having on November 3. Featured in this sale will be a wide selection of coats and suits 
in every size and “ color. (P) Remember, this sale begins on November 3 and will 
close on November 6. Come early so that you will © have a wide choice of this fine 
merchandise. Yours truly, (69 words) 3. Dear Mr. Kendall: This is to tell you how 
pleased I am with the monthly bulletin you issue. I have been reading” it for a great 
many years. Using it as my guide, I have purchased many bonds that have been 
sound and have paid ® me very high rates. (P) I feel that everyone who uses this 
bulletin as a foundation for the purchase of © bonds will be quick to agree with me. 
Cordially yours, (69 words) 4. Gentlemen: When your salesman telephoned me, he 
said that a 10 percent discount would be given on orders that? amounted to over $50. 
The order he took from me for business envelopes and paper amounted * to $63.50, 
and your invoice does not indicate that this discount had been allowed. (P) Would 
you kindly check into this with him and write to me about this matter. Sincerely 

yours, (73 words) 5. Dear Mrs. Miles: I regret to inform you that we cannot send 

another shipment of window shades because you”? are behind in your payments for 

the merchandise sent in March and April. (P) May I remind you that you should 

have made* payments on these bills within 30 days from the date of purchase. We 

want to help you in every way we can, but® we cannot fill your order until payment is 

received. (P) Will you, therefore, attend to this matter before the end ® of the week. 

Yours truly, (64 words) 6. Dear Friend: I wonder if you are familiar with the wide 

selection of merchandise we handle. Our customers” are wise shoppers who know that 

they can get good values from us. (P) Won’t you favor us with your business? After* 

only one visit, you will see why we are so popular with the residents of this town. 
Yours truly, (57 words) 
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20.7 REMEMBER ... 

nasal 

beyond 

band, bend, 

bond 

brand 

bind 

bound 

bey — 

/paes 
7eoee 

dividend 

end 

fund 

ground 

hand 

dud — \and, lend 

2 ——— mind 

A ——e round 

pao sound 

A— wound 

wound 

Ll 



RECAP AND PRENUE 
WRITING, SPELLING, TRANSCRIPTION 

This is the halfway mark, so let’s examine your writing again. Are you 

omitting unnecessary strokes? Are you omitting the dot over the z and the cross 

for the ¢? Are you streamlining m and w? Are you avoiding a break in writing 

the capital letters? Are you making your hyphens short and your dashes long? 

An examination of the following words will show you the importance of 

making a distinction between hyphens and dashes. 

break Po black —Ge 

fry Ke fly nagce 

pray Fee play ——~-ha 

—z2 air —“@& ail 

grassy bee glassy 

You have found hints about transcription here and there in the course of 

learning SPEEDWRITING, as well as in the last. recap and prevue. This 

procedure will continue because you should become accustomed to the idea 

that shorthand, like longhand, is not an end product but a means of 

transmitting information. Most of the time that transmission is in the form of 

typewritten business correspondence. 

If you have had long experience in business correspondence, most of what 

we say will be familiar and may even strike you as elementary. On the other 

hand, if your knowledge of business correspondence ranges from nonexistent 

to sketchy, you will profit from this coaching before you reach the stage of 

having to transcribe at the typewriter. So this recap and prevue, too, will aim 

at pretranscription coaching. 

121 
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Here we deal with spelling. Those who have no problems with spelling can 

feel free to move on to coming attractions and leave this to the rest of us. Using 

a technique similar to the one recommended in 4.7 to decide between it’s and 

us, we Can give you a few hints about other pairs and which of the two forms to 

use. 

Do you have difficulty differentiating may be from maybe? Try this: If perhaps 

will fit, then you want maybe (and you will know which is which because this is 

one word, like perhaps). 

You may be/maybe right. 

May be/maybe 1 will and may be/maybe I won't. 

In the first sentence, perhaps does not fit because “You perhaps right” makes 
no sense. Since perhaps and maybe are both single words, the correct form must 
be may be. In the second sentence, perhaps will fit in both places; and the 
sentence makes sense as “Perhaps I will and perhaps I won’t.” Hence, perhaps 
and maybe being single words, maybe is correct. 

Can you tell when to use all ready and when to use already? If a sentence 
makes sense when ail is removed, then that all must be a separate word, and 
we want all ready, with two words and two I’s. 

He was all ready/already to meet us. 

They bought the paper all ready/already. 

In the first example, the sentence makes sense as ““He was ready to meet us,” 
so the correct form is all ready because that separate all can be removed. In the 
second sentence, there is no sense to “They bought the paper ready,” so the all 
cannot be removed; when it belongs to ready, there is one / and it is one word. 

Since we have reached the principle of omitting the long vowel before d, 
19.1, this may be a good time to sort out words ending with ceed from those 
ending with sede and cede: 

ceed ending: exceed, proceed, succeed 

sede ending: supersede, and no other 

cede ending: all others: cede, intercede, recede, secede, precede 

The only one of these words to retain its pronunciation but change spelling 
with another form is proceed, which turns into procedure. 

If you have difficulty in knowing when to use principle and when to use 
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principa/, take note that we refer toa SPEEDWRITING rule as a principle, 

and there is no a in that word. The principal may mean head person or the 

main sum of money, and an a is present in each of these words. 

If only all our spelling problems were choices which we could help you 

with! Alas, there is no choice about spelling urge or eager or congratulate or receive. 

There is only one correct spelling for each, and you just have to know it. We 

have a suggestion to make about handling words you have difficulty with: 

keep your own private list. Use the inside cover of your notebook and, as you 

come across problem words in your SPEEDWRITING work, write down the 

correct spelling of words you find yourself uncertain about or words you get 

wrong ‘all ‘the time. But that’s not enough; you have to do three other things, 

too: 

1. Circle or underscore the part of the word you get wrong. For instance, if 

you always write two c’s and one m in recommendation because you can’t keep 

this straight, write the word as either reGommendation or recofanjendation, 

This will bring your attention to the troublesome part. 

2. Consult that list when the word appears again in your work. It’s strange, but some 

students will keep a list religiously yet never consult it when in need. 

3. Don’t stint on using that list; it is intended to help nobody but you. If you 

don’t know a word, enter it on the list. When you have used up your notebook, 

take off the cover and slip it inside the cover and under the rubber band of 

your new notebook; or, write it again in the cover of the new notebook, 

omitting words you’ve really learned. This private dictionary should be 

consulted whenever you transcribe. 

We said before that you are at the halfway mark. Yet you have really 

accomplished more than half the work involved in learning SPEEDWRIT- 

ING. You have had to discipline your handwriting in the course of acquiring 

the principles thus far; and this factor alone, if you are like the average stu- 

dent, has required constant, conscious efforts and many failures at the be- 

ginning, some of which may persist sporadically. It would be misleading to 

believe, however, that your progress will be swift and success certain once you 

have conquered your handwriting. If you work correctly to acquire shorthand, 

your progress will be slow but success will be sure. 

The most important word in shorthand is dictation: What we are after is 

this: Do your homework privately wherever possible and out loud. It is the 

spoken word that denotes dictation; it is the auralmuscular reaction (from ear 

to hand) that matters most. If you cannot work privately, concentrate on 
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reading out loud to yourself, not as one reads a book, but deliberately saying 

aloud each outline and making sure the material makes sense as a whole. It is 

not until one utilizes the “out-loud” technique that the essence of transcrip- 

tion comes clear. Incidentally, the speed of this reading is irrelevant. However, 

fluency is relevant. We can never transcribe faster than our typing ability will 

permit, and this speed is always much slower than our normal reading or 

comprehension rates. So—slow but sure, with no hesitation. 





LESSON 1 

21.1 Write - for the sound of em (see Commentary, a). 

emanate V-yy~rg emigrate AE sak employ 

emblem tA eminent ~ms4™- empower 

embroil Khel emphasis fer emulate 

21.2 Write “Yr? for the sound of en (see Commentary, b). 

any jppme engage cA] enroll 

enclose ing, engine Alig ensue 

endeavor mae enjoy Oa, 

21.3 Write 2 for com, con, coun (see Commentary, c). 

a. Com 

complement, 
accomplish ahpS competent kpt- compliment 

comfort Rf complain kep-~n comply 

compete, 

complete RAL complicate Rpca. 

126 

my 

kp - 

kpe 



Lesson Twenty-one 127 

b. Con 

conclude Reol confident hd - consult abl 

concrete kCe congratulate kYLe. convenient kun- 

confineS ke consequent Rog- economic efhoe 

4 Fine is a brief form; see 13.3. 

c. Coun 

account Qfed count RL gone yeh 

counsel, 

council Ral 

21.4 DERIVATIVES 

anyone ymmé/_ enjoyment my - commitment /el— 

anything /m"é endeavors mail comments (-- 
_ 

embitter BIee terdcavéred mnt complaint Kkpa.- 

emphasize #3 endeavoring mare compliant Rp 

embodiment —bda- enrollment meb- completely Fpal 

embolden Ges enable4 mak consequently bag-L 

emblematic rte encase M€ recommendation nk—4 

emphatic fle encounter mbk/ competent Rel - 

employee of pp ak abpd consultant hadl - 
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employees Gd ry pee akl- completion’ 

employer HRY accounting ake complication 

employers “ay a Kl accounts Akh connection 

employment carpe atnce IES CL mb pd- competition bel 

engaged may incomplete hp convention ku 

engaging me recommend pk— conventional 

engagement 14f—commissioner ey recommends 

4 Retain the initial and final vowels of the base word when adding prefixes and suffixes 

unless the principle includes the vowel. 

21.5 COMMENTARY 

a. Letters e and m, when they merely follow one another and are not 
combined, are both written, as in: 

emend #9— emu @—Yee emulsion 2k, 

b. We have written ~w for zn since 4.16. As noted above for e and m, 
when ¢ and n are not combined but merely follow one another, they are both 
written, as in: 

enigma ry Gx enough arf 

c.We wrote KR asa brief form for came, come, committee; this might have 
prepared you for the special use to which we have put 4 . The sound of 0 
is short in con. If the o has a long sound as in silicone, this rule does not apply. 
Write silicone ghey. 
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21.6 READING EXERCISE 

ae 

— 09214 — kK" Ad <=] La, Gi JC HGH 

ow vy Y, 

Z 2) Ba 
/ #2 a“ a ee at Ml Zi < bFaaXtH 

Z. ort, ED ~ lz rio ™N 4 

e 

AAG 2 AX f/LO-fP (3) A—_r+d ED cD 2, 

/] a 

ri_Ao LM ah a g, 0 A 

= aaa mito ~_rwE£ A rf — CTS f J 

y Y, 
fe (ae g AA 

aladg ATE => 7 

~~ 

= [x 10 -\ Z ae o_L AO A 
Y, 

4 2 
i Os C1 —_ dr AA a A= q AACS a 
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LY Cf akag . Z ke Co bo £ hp te 
a> We (Be OT ae fd Akal 

inf 2 a Jf 

WW anh- ula —elh~ , co be 

Ld ae zy ee > EP | oy cae 



¢ 
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_& Caf ¢ ul o ms a hfl uw let haw hol _ 

_4— pu lyLR peg Raga —aa_he hk 

+ mraL m+. Ce Gos Loam cep Ca 

DS Sess YA oe + modt 

1) aA} pel js bel Cama ee gn 

+ 2hdag last. bh kug dic 

KEY 1. Dear Mr. Milton: Conditions beyond my control prevent me from attending 

the convention you are holding”? for the salesmen in your business. I have so many 

commitments in connection with my new position as head ® of the Management 

Commission that I am afraid I have no choice but to refuse your kind invitation.™ (P) 

However, I am enclosing an outline of my recommendations and hope it will help you 

in making plans for® your meetings. Very truly yours, (86 words) 2. Dear Mrs. 

Kenton: It has come to my attention that you have not made use of your charge 

account with us for some” months. Consequently, I am writing to ask if we have done 

anything that would cause you to go elsewhere for your® purchases. (P) If you feel 

that you have reason to complain about any of our goods or the treatment you 

received © from any of our employees, you would be doing me a favor if you would let 

me know. Sincerely yours, (80 words) 3. Dear Mrs. Munroe: I am pleased to know that 

you wish to be enrolled in our business school. However, applications” have been so 

heavy for this fall that we do not have sufficient rooms or teachers to accommodate the 

great demand. (P) Therefore, it is necessary for us to refuse your enrollment until 

our new buildings are completed © in January. If you wish to wait until then, we shall 

be happy to place your application on file.* Cordially yours, (83 words) 4. Dear 

Friend: To be a great cook, you need cook books you can rely on. The Cook Book 

Club has them for you—books filled with” recipes and menus to brighten every meal. 

(P) Now we invite you to choose any 3 of the 24 cook books described in the enclosed 

folder for only $1 as your introduction to the many advantages® of the Cook Book 

Club membership. (P) Our cook books will help you plan a festive holiday dinner or a 

family meal. The Cook Book Club not only keeps you up to date about fine cook 

books but lets you enjoy choosing the ones you want in the comfort of your own 

kitchen. No wonder so many great cooks buy their cook books in this easy," eco- 
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nomical way! (P) Look at the dazzling selection you can choose from for your big 

welcome package! If you are not!*° completely delighted with the books you choose, 
you may send all three books back to us within ten days. Your membership!™ will be 
cancelled and you will owe nothing. (P) Send for your big welcome package and 
enroll in the Cook Book Club today! '® Cordially, (/82 words) 5. Dear Mr. Orville: 
The enclosed booklet shows the accommodations that we endeavor to provide”? for the 
comfort of those who hold their conventions in our hotel. (P) Won’t you please look 
over this booklet and include our hotel * with the others when you choose a site for 
your coming convention. Sincerely yours, (54 words) 

21.7 REMEMBER ... 

a. com, 21.3a 

compile kepl accommodate akda compound ke — 

commission ky complacent kps- comprehend RPA a7 

common ean component Epn = comprise 3 

compel Ppl compose Pps, compromise I Sor 5; 

b. con, 21.36 

condition Ray consult RaG content ARL— 

confirm kk’? contain kim contribute prec 

conform ko contemplate ktrpa control bre 

consent P~s— 
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22.1 Write S for str and st-r. The hyphen in sé-r stands for any vowel 

sound before r (see Commentary, a and ¢). 

a. Str 

* . 

straight Sa destroy ASy industry maiz 

strike Sire distribute @Z& Sbu illustrate —_zia 

demonstrate aamSa instrument 7” Ss 

b. st-r 

start SL story Se semester Q—— ra 

star, stir, 

S history A Qe sister gg S 

storm So register hyO yesterday gS 

store 

22.2 BRIEF FORMS 

around sty fire i opportunity opt 

satisfy, 

satisfactory, 

continue Rew satisfaction ial 

133 
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deal, deliver, 

delivery Al object gfe while eZ 

4 Compare with round, 20.7. 

22.3 ABBREVIATIONS 

capital Cap miscellaneous +e¢€ government gut 

represent, 

federal pee representative aor 

22.4 DERIVATIVES 

destructive AServ- objective ober instructive mS 

destruction ASey dealer dl illustrative —2oe 

restriction Ac} dealers AL/ opportunities opts 

starter oa demonstration dons instruments nS - - 

dissatisfy4 Aasad distribution ASt, instrumental 5-2 

dissatisfactiond dasal discontinue ashy startle Sw 

illustration ty distributor &Sbu/ straighten Sen 

instruction mse instructor mSc/ stern Sm 

+ 

Sw 

registration ny construction k Sey storage 

objection ob, objects ots 

4 See Commentary, 6. 

starve 
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22.5 COMMENTARY 

a. This is our first use of the upper-case printed s, although we used the 
lower-case printed s in 18.3 for brief forms. It may be written in either of two 
ways: destroyed LSuy 7 andsistr 45 s4a6 

b. The SPEEDWRITING outline contains two s’s because we pronounce 
the words with the sound of two s’s. 

c. This rule takes precedence over all others; i.e., when there appears to be a 
choice of rules, the printed capital s is written. Here are two obvious examples: 
It would be logical to consider writing disaster as d-z-s-joined slant and disturb as 
d-s-tur-b, eXcept that you have just been advised that the printed capital s takes 
precedence so write A55 and LSE . The onus is on us to be alert to these 

sounds. 

22.6 READING EXERCISE 

4 a GO 4 4A 2, CVAL 
Y, (F) 

YY, 
MA g A CL DC Ae waaay Maes FLAAH P] 

- f- 7? _\ G OU a 
SS e3 <A (AA i Gg Y o— 

/ i oe, gv a 

(Cas —* L x = Zz OO F A F 
(F =_— 

— Io PTS Z LLL C/ fa / LY) tre, ZA 
e 

cf 

£5 SLA fe, — Ned Ve 

gf — 4 rr 

(Qu A—w“) ! TU y 7 Os Ee A ALA 

V4 

a b-CL CA 2 Dl Es, &Y, 2, LA i RAA_G 

, — 9 

[44 —— ‘ C7 - S AT O 4 Z 7 AO 
{) — 

\ AK?) d 
— —_— 
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poem _L- Lp me Lpt Lrg Le _ 

_Roun-f + eh chs = 4, 2 fc (Ze 

M4 ty 3p Pg pha 
‘ nea, oO = oe ldea Te Ea ce 

aw ey aw ely 6 2a ee 
mar / FS 6 a fr Ap Reel 

3 — tang ol | a HL a VA Zou Ldd Pa # We 

Aa =. fod. bie LL, 5)}—2 DLV g OED le be 

—fl- Z 4 LPAI Ne 7 Ze -\ = 

eh esc a, 4 4#= (eg / , 

aw oe | So 2 L- (A ths U- a. ALA A 

we Ad Lo _ 9 Jped \\ AG: (Cr ey 

ee : oaks gaye 
on fae A —pGa Slije ekep. 
f vA 6) fa —- CL A = (74 f 2 Se 
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~ Am bet Aefo te~ ¢ 

et VL Ale O)_a._—prrge LAT 

A __ AC Cal ed Z A ty Al 

ca ae Gi Z G22 Z| aa) — 1 fx Ln 

MO aA a 

—/ Cc CK&KDO Lj ba 
, , 

Ee LS eRe SES: ; ae Ls 
C/ 

a (2 
OF Yo mm oS, fo gq 2 nnn vk Ot 

Z A Buu (i AAJ e 
2 

KAL _— AL A J OX 4 L465 = tL, “ 

y @ 
LC IA a La D4 ES Sere EA! o Cae a 

() 

roe — gat 2-42 

Y 

lA a ae 4 

KEY 1. In 1904 there were only two automobiles registered in one town. Although 

there were only two, they”? managed to have a head-on collision. (26 words) 2. Dear 

Member: Enclosed you will find a booklet describing lovely presents for everyone you 

want to remember” during the holidays. In this booklet you will find books on every 

subject with fascinating illustrations to please everyone, no matter what his hobby is. 

(P) You will be delighted with the prices, too. There are savings as high as 50 

percent! Not only do you save on the members’ low prices but you get added 

discounts: 10 8° percent for purchases totaling $10 to $19.99 and 20 percent for'® 

purchases totaling $20 and over. (P) So why not solve all your holiday-giving 

problems right now!” by shopping conveniently and economically. (P) Begin your 

holiday shopping today. It’s as easy as!*° filling out the enclosed order form and 
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mailing it back by November 15. Cordially, (/56 words) 3. My dear Mrs. Storm: May 

I take this opportunity to tell you how pleased I was to read the comments 

contained ”° in your letter. I was glad to know of your satisfaction with our store and 

our merchandise. (P) We try to give those who” trade with us a happy combination of 

high values and low prices; and we make every effort to employ® men and women 

who are intelligent, competent, and eager in their endeavors to accommodate our®? 

customers. We never want any shopper to regret dealing with us, and we will continue 

to do everything! we can to make our store a pleasant place in which to do your 

buying. Sincerely yours, (//5 words) 4. Dear Mr. Stern: Although a fire in September 

completely destroyed our trucks, it did not destroy this firm’s wish to” satisfy its 
dealers. We shall live up to our promise of quick delivery. (P) To solve our problem of 

delivery, we intend to issue instructions to our storage house to use rented trucks for 

the distribution of © our school supplies. (P) However, it will take a few days to get 

this program started; and we hope we can count on you® to be patient while we settle 

all the details. Yours truly, (9/ words) 5. Dear Mr. Webster: The color folder that we 

sent to you yesterday illustrates the complete history of ” the economic growth of our 

town into a great business complex. It helps to emphasize and demonstrate* how 

much can be accomplished through the joint efforts of the plant owners and the 

members of our local government.® (P) I am confident that you will enjoy reading 

this folder and that you will want additional copies to® distribute to the men who 

represent you. Cordially, (90 words) 6. A group of teachers were taken aback by the 

answer to a question they asked of a great many employers.”° They asked: “Will you 

please check on three people recently fired from your business and tell us why you let 

them go?” In two* out of three cases, the answer was identical: ‘““They couldn’t get on 
with other people.” (56 words) 

22.7 REMEMBER ... 

straight Sa faster ~? 

destroy ASy sir S 

starter SF storage 2 



ISSO) oe 

23.1 When a medial vowel is followed by r, omit vowel and r and capitalize 
the preceding consonant sound (see Commentary, a). 

a. The capital letters will be called by the sounds they represent, such as bar, 
ber, par, pers ~ 

bargain Kan journal fpré turn a; 

burden dm large Ly determine PUSH: 

course Ca learn HES thorough To 

current O = market / )eZ converse ku’? 

dark ee merit- =<. govern gu” 

modern Pea ie normal Viel worth (es 

farm oe) operate ee work Lee 

perforate pee supervise Livery; yard Ga 

regard nega. quarter GQ hazard hid 

guarantee qd-2z research ALC reserve Wie 

hard, heard Ad. service Gra 

b. The initial capital letters with dash attached will be called — Zaller, 
Polit ne, ole ep fur, ~F glur, —/” plur. 

139 
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allergy — age clerk 

blurb Be fluorescent 

sie 
—4g_ 

plural 
ae 

4 Note the “jog” at the end of the dash to indicate it is attached and not to be 

considered an accidentally elongated beginning of capital f 

23.2 Days of the week 

Monday 2 3m» _ Wednesday 

Tuesday Lee Thursday 

Friday 

23.3 DERIVATIVES 

assortment Pal tp observation 

alteration rd - 

endorsement ween services 

resource rks personal 

research Ab clerical 

return ny hardly 

comparison k normally4 

proportion 7 atl cooperateU 

perfection / j / accordingly 

permission f | apparently 

enlargement 

va 

ih 

7 

Saturday 

Sunday 

ot wy properly 

aty7 

Svas 

pad 

Cech 

LAL 

YUL 
ty 

quarterly 

farmer 

larger 

learner 

supervisors 

regarded 

regarding 

Udy guaranteeing 

a7 attorney 

aN 

ee 
Ue 

aay 
—L 
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mY 
reservation Sy} permanently / worthy ire 

4 See Commentary, 0. 

See Commentary, c. 

23.4 COMMENTARY 

a. In 14.1, the medial capitalization occurred when consonants were fol- 

lowed by r. Here the medial vowel is followed by r—ar, er, ir, or, ur. 

b. The / is not doubled for /y in words already ending in /; see 7.26. 

c. The basic word is operate. We retain the initial vowel when attaching the 

prefix co, in accordance with Rule 2, Recap and Prevue, page 54. The prefix 

co loses its 0 in accordance with Rule 8 in the same Recap and Prevue. 

23.5 READING EXERCISE 
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Le 44r- Suid Ae hASe of pnoe _ 

gl pnroaa 0 LT™ 55 

A Mey Ny Gack 

cf <11_ah_ Dyed 
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Tb 4 / pL fae 7 J Fy (E< L hp 2 

ia lA v4 ALAS 4 “A ci Ze 

te ot BO ow EE ESL IVES 

Oo Cia oe Afa-Aclcd NS Ag en. gp 6 

Ae ee ee ee wr 

PEA A Cor Ct SL ee La 

4 | Gl on Cy vhs 

(E) oe ef 

—_ 

ae (ep et Gee 

Blas (ed 29S 4. ee 

KEY 1. Dear Mr. Ward: No doubt you have heard about the survey presented to 

our Board of Governors on Monday,?? March 12. It apparently concerned the 

decrease of sales we have suffered during the year and it contained general” re- 

marks regarding the operation of our firm. (P) In an effort to determine our future 

course of action, I have asked for a meeting of all supervisors for Wednesday of this 

week. However, I feel that each person® should have an opportunity to read the 

whole report before the meeting. Accordingly, I have asked my' secretary to give 

carbon copies to everyone tomorrow morning. (P) If you have any questions, please 

do!” not hesitate to get in touch with-me. Yours truly, (/29 words) 2. Dear Mrs. 

Hardy: This year take several vacations in one by going to Panama. (P) Over 800 ” 

sandy, tropical islands in two oceans are waiting for you. They are ideal hideaways 

from noise and people.* (P) Be a night owl and visit the exciting casinos. (P) See the 

port of Portobello and discover history. (P) See the Canal in action. Watch the 
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massive locks raise the ships from one level to another, from ocean to® ocean. (P) 

Shop for fascinating merchandise at bargain prices. (P) Try fishing. Panama is the 

Black Marlin'™ Capital. (P) In addition, there is golf, tennis, car racing, boat racing, 

and horse racing. (P) See historic old Panama! as well as modern, cosmopolitan 

Panama located between two oceans. See the sun rise in the!*® Pacific and set in the 

Atlantic. Drive over beaches and towering mountains. Meet friendly people. (P) Send 

us the'® coupon for additional information. See your travel agent for reservations. 

Cordially yours, (/79 words) 3. Dear Mrs. Parker: Join us and use our new checking 

service. It’s quite easy. (P) What does our checking service offer? you? There is no 

service charge if you keep a daily amount of $400 in your checking account. If you 

don’t,*° there is one flat service charge of $3. There is no limit on the number of checks 

or deposits. (P) Come in® and let us show you how it works. Sincerely yours, (69 words) 
4. Dear Mrs. Martin: As an added service to our customers, we are planning to 
operate a large parking” lot for those who drive into town to do their shopping. This 
lot will be located beside our store, and only our* customers will be permitted to use 
it. (P) To make certain that this lot is reserved for your use, we are going™ to furnish 
you with a card which we ask you to show to the girl in charge. Very truly yours, (77 
words) 5. Dear Member: Will you permit us to forward a free copy of our veteran’s 
bulletin? It is issued 7° quarterly and is well worth the low price we charge for it. Yours 
truly, (3/ words) 

23.6 REMEMBER ... 

Medial vowel followed by r, 23.1 

carbon Chr merchant re ( = surface 

card Cah morning / ka surprise 

colonel, 

kernel Cn tomorrow C~]Lo survey 

record Aa. general pre term 

courtesy Oat paragraph FOf pattern 

furnish In$ separate £ terminate 

furniture NTN report pt terminal 

guard Gat purpose / 7 veteran VPPMep ge 



girl 

hurt 

commerce’ 

margin 

mark 
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superintend Arr ere ee Pom 

concern Jolene toward) t~~= 

certain AG bre word = 

circular DOILA worthwhile Ce 

cleric© — Ce DQEER 
4 Since we write ke for com, it has to be capitalized because it is followed by a 

vowel and r. 

It would be extremely difficult to read this outline rapidly and accurately if the ¢ were 

not crossed. 

° Yes, clerk, in 23.16, and cleric are written alike. 
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24.1 Write the capital ¢ viz for the final ther. 

author azz further4 

either LQ mother 

farther4 neither fo 

4 See Commentary, a. 

See Commentary, 6. 

24.2 Write 
usually spelled ry or 12.) 

salary by machinery 

temporary hips f inquiry 

weary esi | sorry 

24.3 BRIEF FORMS 

above ban call 

also Lso conclusion 

both fo full, fully4 

4 See Commentary, c. 

146 

etal oe 

AT 

together ly 

whetherU “uae 

rather ake 

for a medial vowel followed by the sound of ré. (This is 

Worry shy 
CUT 
fog | 

interior 

material 

individual, 

cL 

key public, publish 

individually 

iS tS 



Lesson Twenty-four 147 

24.4 ABBREVIATIONS 

average Qu" maximum4 ,~ Day 

minimum, subscribe, 

magazine iinoeg f minute ~~ €%7 subscription hub 

4 See Commentary, d. 

24.5 DERIVATIVES 

authorize @7J publication ply subscribing 

authors Cea publisher pe averaging 

brothers aL recall A022 individualize 

gathered ia caller @@/ editorial 
—_ 

bother Ca subscribed dee temporarily 

another al averaged ee periodical 

librarian FARE 
24.6 COMMENTARY 

a. The difference between farther and further is this: farther derives from the 

basic word far, which remains unchanged when the suffix is added. But further 

does not derive from fur, so there is no basic word to retain; hence further 

follows 23.1 in capitalizing f and omitting the following vowel + r. 

b. If you have difficulty in distinguishing weather from whether, apply these 

tests: 1. Does the context deal directly with temperature or the atmosphere— 

cloudy, rain, snow, hail, cold, haze? If a variation of heat is involved, the e-a-t 
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in heat matches the e-a-t in weather, which makes that the correct choice. 2. 

Does the context mean /for refer to a choice? If so, whether is correct. 

What is the weather/whether like in Idaho in December? 

I can’t decide weather/whether to use blue or black ink. 

I don’t know weather/whether that answer is correct. 

The inquiry in the first sentence is obviously designed to determine 

temperature, which has to do with heat, so weather is correct. The second 

sentence contains choice, so whether is correct. The word if can be substituted 

in the third sentence, so whether is correct. 

c. The brief form full, fully does not incorporate the suffix ful, which will 

appear in a later paragraph. However, the prefix is taken from this brief form 

and is written as in Julfill and — fulfillment. 

d. Please observe carefully how the x is written: the first part is —p ; the 
cross stroke then completes the outline, -~¥ . Automatization may take 

practice. Don’t stint, please; more x’s are on the way. 

24.7 READING EXERCISE 

Cr 

/) (A 

= Hm) CL ALO ELT LD. AA SLO a Z Li ae a Ae ee E/E es 
) 

&/ yy, ae VW a” pay rot 7? A Sirg Yen Oi, /) Yh, — 
LJ 

fu ad/ L Ces 2. Atay set Ha eee a A 
| y, 
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fuk pile Se” hae Az Ec te 

eh 53> Kw pt, ee 

ah wm dns sald ALL ITM Lo Oe 

Sy a wD EN \ by a Mga 

th a by Au A 720 tu fd Ca 

bur ar go indg * sf SP ay Sas 

i hae SL aed Oa a tak L gt 

—Z o> Yr, et ef 

Belo jes, ‘ fh a = 
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pit, > of £ 

__Al4Ls 

ee) ee (le Oe J es 

AF ey tee Panis Ss fama en 

KEY 1. Dear Mrs. McCall: The purpose of this letter is to ask you a question. Have 
you ever wished that someone would” publish a magazine devoted to news and 
information about our industry? Haven’t you often wanted to learn about the 
research work being done to invent new fabrics for clothing? (P) If your answer to 
those questions is yes, then you will want to see the new magazine that is coming out 
Monday, January 15. (P) To introduce you to this magazine, we are going to send 
you a free copy. We guarantee that, when you! have read it, you will want to 
subscribe for all future issues. (P) Remember, this publication is for the trade!2° only 
and will not be sold to the general public. Sincerely, (/3/ words) 2. Dear Mr. Arthur: I 
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am taking this opportunity to write this letter to you because I am concerned * about 

your son’s record in school. (P) I know him to be a boy who is above average in 

intelligence, and * yet the work he has turned in to his instructors does not come up to 

the minimum level. I believe that™ being ill at the beginning of the term accounts for 

his low marks, and the pressure of trying to keep up is® evidently too great. (P) I 

would like to talk to both you and your wife about this matter. Would it be convenient 

for'® you to come to my office on Thursday or Friday? Cordially, (/// words) 3. Dear 

Customer: You certainly made a wise choice when you purchased your color 

television set on Saturday.”? It was a bargain at the price you paid because it has 

features that make it better than any other model * now on the market. I am 

confident that you and your family will get the maximum amount of enjoyment™® 

from it. (P) I am forwarding your service guarantee, which provides that no charge 

will be made for parts or service® that may be necessary for one year from the date of 

your purchase. (P) If the set does not operate properly,!” please call me. Sincerely 

yours, (105 words) 4. Dear Mr. Brothers: GONE WITH THE WIND, PSYCHO, 

THE WIZARD OF OZ—these are only a fraction of the movies” covered in this 

deeply satisfying new book. (P) After you look at the many pages of great 

photographs, check the copy. Learn what you never knew about your favorite 

stars—their feuds and scandals—how they rose to the top and how® they fell to the 

bottom. Discover why in the dim auditoriums of your youth you cried and laughed 

and sat® hypnotized by Bogart, Laurel and Hardy, Cary Grant—those who carry us 

back through our memories. (P) You and your! family will have hours of fun-filled 

browsing through this book of 12 categories of great movies. (P) Return the 

enclosed !”° reply card today. Cordially, (/26 words) 

24.8 REMEMBER ... 

a. Final ther, 24.1 

S father 67 leather 

b. Medial vowel + 1, 24.2 

carry cy preliminary plomy inferior 

contrary 7, serial aul inventory 

dairy ae summary he | memory 
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marry ges] voluntary u€ - Y territory JL, 

ordinary ody series eV 5) superior Ape” 

hurry hy 



LESSON Q5 

25.1 When a word ends with a long vowel + r, omit the r. 

fair, fared f 1 inquire 

hear,herO Ag desire 

appear ape more 

4 See Commentary, a. 

O See Commentary, b. 

mae 

aye 

aed 

nor vree 

brochure Vdace 

MCLE secure 

25.2 Write r when you cannot capitalize the consonant preceding the 
medial vowel and r, in accordance with 23.1. 

This situation arises when a capital has already been written, as for chuh 
and shuh, or because of a punctuation mark. Examples: the capital ¢ in chat 

CL cannot be capitalized for chart, because it is already capitalized for the 

sound of ch; and the hyphen in center g-/ cannot be capitalized for central. 
Hence: 

ceatral We 794 church 

chart Crl natural 

25.3 DERIVATIVES 

charter OS tours 

153 

CL 

rrtOrk 

Lid 

sharp Sap 

Ext short 

ban beware 
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naturally MOL repair AG pth engineer 

shortly bt prepare Ppa cashier 

shortages iy clearly —ceel assured 

hereby heb dearly del retirement 

herein hem fairly fet requirements 

hereupon hipr nearly me questionnaire 

herewith Ae clearer —vre’ moreover 

chairman Cae hardware Md _-a furthermore 

affairs afes aware Ava 

25.4 COMMENTARY 

a. The vowel sound in fair, care, and wear is admittedly not the long sound 

BAY 
a 

ne 

we hear in date, rate, and fate or the short sound in hat, fat, and mat. For the 
purpose of this rule, we will treat the ar sound as though it is the long vowel 
sound. 

b. The tests for using hear or here are these: If the ear is involved, use hear, 
which contains e-a-r. The response to where, which contains h-e-r-e, is that very 
word h-e-r-e. 

25.5 READING EXERCISE 

Y, 
() A — +Y es . — t¢ 7 cORs i rt 4 ¢ Jt. 

~~ 

— +e (EF? 4 vo Attn " 722 —< Z 

Ls Z CYL LG KR - Me Ad a? /, a é 

Y, ff (] Y, 

aL G CHCA ™ ae —\ Fi at y b 
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A LZ Age a prises hes —p= = 

ag Afee po @ [smi = 

p- Ie LZ me le . fed je va ky a 

LL Age. Pe a 16; hen l- m Ge Chen I 

s/o: Lyfe A > Y Sas 

a ne seh 72. Cc OF ee LE Log 

By A is AOI SSS A , et A, 
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Ne 7 ee ee te 

Ee a AZ rt. Lipl, 

ada _ bt Aa me 723 -L— dep M0249 Me 

KEY 1. Dear Mrs. Straiter: More and more people are beginning to realize how 

necessary‘it'is to acquire”? a good education. I am sure that, as a mother, you share 

this beliéf'and realize how necessary* it is to prepare boys and girls for the future role 

they will have to play. This entire subject will be clearly® summarized at our meeting 

in February by Dr. H. Brown, who is a popular author and is recognized ™ as a leader 

in his field. When the Federal Government set up a committee to make inquiries 

into! the problems of education, it was Dr. Brown who was appointed as chairman of 

that committee. (P) I !”° know his talk will be informative, and I urge you to be with 

us at this meeting. Sincerely, (/37 words) 2. My dear Mr. Place: I regret to inform you 

that we are not prepared to sign an agreement with you at present.”” We feel that such 

an agreement would cause an unfortunate situation between us and our local 

dealers. (P) However, if you would care to handle our line of hardware merchandise 

in the ordinary manner, we® would be happy to make the necessary plans. Yours very 

truly, (73 words) 3. Dear Mr. Fair: I know you are aware that the car you recently 

acquired represents a large outlay of money.” I know, too, that you will feel that it is 

necessary to do everything you can to get efficient*® operation. (P) Here are some 

procedures that will insure that your car will give you many years of enjoyable,© 

efficient service. (P) (1) Take your car to a shop the moment something appears to be 

not quite right. Don’t wait until the® problem becomes one that will require a major 

repair job. (P) (2) If parts of any kind are required, make sure that'™ they are secured 

from a source that you can depend on. (P) (3). Follow all instructions in regard to 

seasonal checkups.!” (P) (4) Remember us when you need a new tire or tube. Our 

brand of tires and tubes will not only add to your comfort!*® but will also give you an 

added guarantee of a safe trip. (P) Happy driving! Cordially yours, (/58 words) 4. 

Dear Customer: After 10 years of delay caused by litigation, we are moving forward to 

construct our huge” hydroelectric plant with permission granted by the Federal 

Power Commission and confirmed by the top® courts of the land. (P) This power 

plant will be located underground. We plan to break ground for it this November. (P) 

We believe our decision to move forward with this plant is the only decision that can 

be made to provide® adequate and economic energy in the years ahead. (P) This 

plant will serve as a giant electric storage! battery, storing energy for use when 

needed. It is well suited for our use because of the!”° varying needs between day and 

night loads. (P) A mile of attractive waterfront will replace the present landscape 

scars. Sincerely!” yours, (/4/ words) 
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25.6 REMEMBER ... 

Long vowel + 7, 25.1 

care C& fear fe floor 

share ha acquire oo gr door 

severe Ave 

“4 



RECAP AND PRENUC 
THE CONSONANT, r 

You are now five-eighths of the way through the text. The concentration on r 

in the last four lessons gives us this opportunity to review and summarize the 

principles governing this consonant: 

We write r in these instances: 

a. When a word begins with r 

rabbit Abd rack Ate radish Adak 

b. When attaching a prefix, 4.1 

arise ig derive Lee upright fpr 

c. When an initial letter is followed by, but not combined with, 7, 8.5 

arena Qama@ eradicate trdea erection LLY 

d. When we cannot capitalize, 25.2 

cherub Och decentralize ds- Abs eastern Boe 

We omit 7 in these instances: 

159 
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a. At the end of a word which has a long vowel sound immediately preceding 

r, the word then ends with that long vowel, 25.1. 

desire dat nor moa rear Ta 

Such vowel endings signify a basic word and continue to appear when a suffix 

is added, in accordance with Rule 3, Recap and Prevue, page 54. The same is 

true also for words that end in a long vowel when final ¢ and v are dropped. 

b, Capital ¢ for the final sound of ther, 24.1 

hither AT whether neh A wither ee 

c. In y for the combination of the sound of vowel + 71é, 24.2 

cherry Cy tarry cy territorial Ugl 

d. In the capitalized consonant when it is in a combination with r, 14.1 

hydrogen AAG” retread rATe shrill _£2@ 

e. In the capitalized consonant when both the consonant and a vowel precede 
(e255 

carbon Ll> herald WNLd surgical Sel 

f, In the printed capital s for str, 22.1a 

astronaut 2S nL stretch oe strife Lf 
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g.In the printed capital s for s-t-vowel-r, 22.1c 

disaster Ay St disturb St historic ASe 

We do not write the 7 in the outline when a punctuation mark is used to 

represent the entire sound in these instances: 

a. As an attached hyphen when an initial letter is combined with 1, 8.1 

gray ies fresh Fad earn “mn 

b. As a joined slant for the final sound of er, 17.1a, c 

bigger bg buffer b$- Me pany Adon / 

c. As a joined slant for the final sound of ter, 17.16 

utter (le daughter aA’ 

The joined slant remains unchanged when followed by the underscore for ing, 

the overscore for ed, and the doubled slant for plural. Prefixes may also be 

attached to the base words without damage to the joined slant, 17.2. 

discover bape noc arers hAgGr 

Add anything else to the end of the base word ending in a slant, however, and 

the outline changes radically because the joined slant is used for final sounds 

only. Examples: 
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From: To: 

differ Af’ different AP 

proper jo” properly aft 

former Vand formerly pe 

cover Ore coverage @4/7 

quarter GY quarterly fa 

From now on, every effort will be devoted to decreasing the writing load. You 

have already had an introduction to this process—using punctuation marks, 

omitting certain final consonants preceded by a long vowel, capitalizations to 

include 7, and a host of other devices. 



LESSON 26 

26.1 Write Z for final ss and ness, called apostrophe. 

a. Final ss 

* . 

address ak ¢ discuss Aac pass P g 

class f less 6° process “ad =e 
? : 2 

congress kG mss a» progress 

b. Final ness 

goodness g ? happiness4 Ape % quickness g< 

Ace ‘ ? 4 
greatness 7G 2 illness rane sickness 

2 
; ? 5 ? : 

greedinessS ade kindness Ce wilderness LO 

? sd : 
oilinessU yf orderliness 

4 See Rule 5, Recap and Prevue, page 55. 

O The / represents /y, so no long vowel appears before the apostrophe. 

2? 
26.2 Write for final ssness, called quotation mark. 

é »” 32 
aimlessness aig hopelessness4 peopl 

2? " 
helplessness ppl uselessness woe 

4 See Commentary, b. 
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26.3 BRIEF FORMS 

benefit bnf direct 

consider Re even 

contract, 

correct Ke note 

26.4 ABBREVIATIONS 

advertise ads Christmas 

certify, 

certificate Cecl railroad 

26.5 Salutations (see Commentary, d). 

“ey 

uri 

ml 

Kn 

SUC 

Dear Miss Rider os a prd/ 

Dear Ms. Rider an; Ad’ 

26.6 DERIVATIVES 

advertisement adu- professor pofey 

advertiser adu” across 

certification Cort correctly 

considerate Rad directly 

consideration Ray direction 

PV bee 

Mel 
koe 
MY 

throughout 

upon 

always 

railway 

Dear Madam 

Ladies 

missing 

progressing 

classes 

losses 

Passive 

Ceo 

pm 

Ly 
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evening uy director i progressive PGS: 

noted snl directory ky congressional RG 

doubtless aye ; directive Ke congressman LS poe 

regardless nl : 

26.7 COMMENTARY 

a. The underscore for ing can be added, and the apostrophe can be doubled 

for the plural, as 26.6 demonstrates. However, the addition of any other suffix 

moves ss from final to medial position, in which case the apostrophe is 

inappropriate and regular s is written. The past tense has to be treated 

differently, as you will see in the next lesson. 

b. We retain the o in hopeless and its derivatives to avoid confusion with 

helpless and its derivatives. 

c. You have already been advised to use the apostrophe in your notes when 

you recognize a contraction, 20.06. Now use quotation marks in your notes 

when material is being quoted. 

d. You have already learned some salutations in 5.3. Here are additional 

ones you may need: Use Ms. when you do not know whether the person is 

married or not. Dear Madam is the equivalent of Dear Sir with no name 

following. Do not confuse the word Madam with Madame, which is not used as a 

title for American or British women. Ladies is the equivalent of Gentlemen. 

26.8 READING EXERCISE 
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AY, Aa 5 Cat LG iM 

a od 
—_—_ 

A AA AAW “sy fz, 
iY, Cy 

@ —_ 

fe Ah £A (VS 

Wy 
CA (53 4 fd ALY) Cr) 

to pls ter / fe 
os 

L Lio Ara 
g, YY, 4) 

[G, Eé A 7g “ 

—i-« A AMIE - NN 

SF | (A220 Ze CA 

a U/ 4 
7) CP ee a 

47 AL 'Z 

Se “d 

OF 

a’, ozs = a i 

A ame A. cA Z e LALA 

3 
lPid=—i —& 

Yj 

JPA La ea) ke add 

a OFZ 14 Z gd 

4, Y 
ALAA PW 1) ‘ Bam SS, e 

V4 wv J 1] 

CL CALS ZL wi LE 4 
“~ 

o. A wt 24 a— 0 2 
A- PZ, uw (Y/ 

- a Ff ~<) 

p42 Zr ‘ 4 
f] 

Y, 
AKA A ¢ Me ee 

D oO Y, 

l/ 
7 Ci£- (53 a Ad en 

~ ~ 

of LY 
A MI, LA 

) ~ y, 

Zt Aa" Ad tea rw 

DZ P eal YESS 
Y — 

Ny 
et ’, 4 U Ca - AO Kad 
vl / . y 

J 
b 54 A a Pk 

C4 Wj 

i Ae 4 SS evs, 

J Pe YH 

Y 
a= AL AA os 4 

G 

— Tai N81 as iA 

ay, 

y V4 
4L—} [a a —? ot ~ 4 

Cg y 

LO Ch Z, 

53 ia a Qa Y 7 DN 

e VIG A_ttc 

O 
a \ 2 7, LY 

S Fi a LIAL 
(] (7 jaw 

y, 
27 bf —Y 

Wy, 

/ a co - 
7 (4 PLA 

cy taeda” am ao (ee 

txt ] 
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AA “AL a of et A es a 

U as 

Z Za 2 f—~ 
A LO ZA ZA 9 42 (SZ 7 

d Y ¢ 2 O/ 
“Ki £ e PA bs 

7 

4 b-2d .. Si On A 
CZ, (77 

, WH, 
FLL G7 ™ Z Fag 2 —_ ws Z 

Y pale 
, i ~_ A Me ae CTA LA 

39 — 9 WA 

So, g CA —_—_ a Ss cL A, A 

—_— V 

Z Z, py ro 4 << Li 

-_ 

: (G. FLA A aS 
A = i) Le 

(Dp 
Y —_— 
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fLa 
nd dia mG) of Vegd AIP LZ 
mre) ae ay LEN ee 

KEY 1. Dear Miss Taylor: Under the terms of the agreement you signed with us, 
you guaranteed to make payment in full ? within 30 days. (P) As you know, this 
payment is now very much overdue; and we would appreciate your kindness in 
sending your check by the end of the week. Yours truly, (50 words) 2. Dear Ms. 
Winton: When you have fully answered the questions on the reverse side of the 
enclosed card, will you sign in”? both places I have marked with crosses. Will you also 
read the paragraph that discusses the terms of this agreement.” (P) This completes 
your application for credit, and you will soon be receiving your charge plate. Sincerely 
yours, (60 words) 3. Dear Mr. Bernard: Many elderly people are not aware of all the 
services and benefits they are” entitled to. Many programs are open to all senior 
citizens. The Office for the Aging can provide information on Medicare, Medicaid, 
and a great many other programs. (P) Return the enclosed coupon for® the 
informative booklet, “Rights and Benefits for the Elderly,” or visit one of our senior 
citizens’ ® centers for counseling. (P) Call the Office for the Aging, 460-8348, to find a 
center near you.'® Cordially yours, (/03 words) 4. I want to tell you about the scooters 
in the Copenhagen airport. Some infinitely wise person thought?? about putting them 
there, in the corridors and in the corners of the huge terminal. They are not coin 
operated,® but invitingly there in profusion. (P) My family and I arrived at the 
Copenhagen airport to® wait between flights on a day that surely broke all heat 
records. Denmark is not equipped to produce air conditioning,® and the building was 
close and hot. My husband was tired. I was tired. Our two boys and two girls were full 
of energy,!® and I dreaded the five-hour wait. (P) Then we discovered the scooters. 
We thought they were for airport personnel only'” until we saw an elderly lady ease 
two bulky bags on the handlebars, hop on, and ride off. A! rotund gentleman with 
thick glasses chugged away, looking pleased. (P) My husband and I were far too 
inhibited to follow! suit, but my sons and daughters begged to try the scooters. (P) So 
the rides began. In and out of automatic doors!® and up and down endless corridors 
for five hours! (P) I was amazed, delighted, and refreshed when we were ready to? 
board our flight. The Copenhagen airport people have performed a travel miracle. 
(208 words) 5. Dear Mr. Morgan: We regret to learn that one of our clerks made an 
error in recording your address. (P) To be” sure that it is now correct, will you check 
the address on this letter. If it is correct, you need do nothing; if “ the address is not 
correct in every detail, make the corrections and return it to us. Sincerely yours, (60 
words) 



26.9 REMEMBER ... 

Pinaltss.26-1 

brass 

depress 

Cc? 

a” 
glass 

gross 
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aaeey guess 

We Z press 

suppress a 



LESSON" O7 

27.1 Write “% for medial sound of st. 

constant Re = estimate 2d 2d institute ee 

custom Chr install miatl mistake Mm ULC 

domestic G24 instead nid system A222 

27.2 Write the comma 9 for initial and final sound of st. 

a. Final st (see Commentary, 0). 

addressed ak? suggest LY ? passed, past fp ) 

based, baste ba, rest YL, released Abe ¥ 

reduced tee ? discussed dsc, missed, mist yates 

b. Initial st. This comma is attached to the rest of the outline, and its base rests 

on the line. Thus: 

stata steady, study _ 2 de stock__ 2© 

stationary, 

stand__ 2 Oe es stunt___2 __ 

stay, state__2-©_ style el eB A sine 

4 See Commentary, a. 
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27.3 DERIVATIVES 

Because there are different ways of writing st and so many words in the 

language utilize this sound, a slight change is warranted in our listing of 

derivatives. 

a. These basic words and their derivatives illustrate the shift from final to 

medial st: (Remember in 22.5¢ you learned that the capital printed s 

took precedence over all other rules. The sounds involved contain st—the 

sounds of str, star, stor, and ster. Train your ear to hear these sounds: poster 

ps re 3 faster f > .) 

invest Tre, post f°? 5 assist ad, 

invests 7nt%, posts 2d, assists 4d, 

investing AW) posting | 73 assisting Qg i 

invested nw, posted Pea assisted 2d, 

investment —mvUd— postal pa€ assistant A&éd- 

investments ~»yeJc—-— postage js), assistants Q@dj-— 

investor mot’ postman [ene _ 

investors mvs postmark pork 

b. These basic words and their derivatives illustrate the shift from initial to 

medial st: 

state Wz SUA payee staff fe 

states Jd standing 2 —~— distaff af 

stated 2p standard 2 — nad study 2de2 

stating 2&2 standpoint 2— ie be understudy Llade 
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statement 2a - understand 

statewide Ja_af misunderstand 

estate .@4@ misunderstood 

statesman Jaa - outstanding 

c. Superlatives with st: 

best 

biggest 

earliest 

finest 

d. The basic words from which these derive will be obvious: 

stamped 

studied 

tested 

rested 

suggested 

wasted 

stepping 

t L, greates 

bq, highest 

EL, largest 

ye ) latest 

~ listings 

de costly 

Z oe earnestly 

A> honestly 

LY re requests 

ree tests 

od a guests 

lls— 

a2t0lDs— misstep 

ellad 

step 

still 

Ocmds — instill 

F least 
? 

A C lowest 
A, 

L , most 

yey nearest 
> 

worst 

Cad - consistent 

Emad 

omad newsstand 

AG» 
rae customary 

9) 

students 

insistent 

fastness 
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27.4 COMMENTARY 

a. Do you know when to use stationery and when to use stationary? ‘The er 

before y is the giveaway: That er matches the er in paper; they go together, as 

in “That is my best stationery.” Any other use is stationary, meaning stand, 

and the two a’s match, as in “The car was stationary before anyone alighted,” 

meaning the car was standing still before anyone got out. 

b. The comment in 26.7a regarding the past tense of basic words ending in 

the sound of s is fully explained in 27.2a. Many of these words are the past 

tense of basic words for which we wrote the apostrophe for ss: e.g., miss/muissed, 

pass/ passed: address/addressed, discuss/discussed. You can see, therefore, why the 

final st sound resulting from adding ed to a word ending in the sound of s is 

represented by a comma rather than an overscore except for brief forms, 

which are overscored 

ClasseGas, «aCe introduced Te 7 progressed e prog. 
? 

forced t ) noticed ml 2 promised Joa 2 

increased me, processed 7 cad F 

On the other hand, basic words which end in st, for which we wrote comma, can 

add the overscore for ed, as 27.3a and d show. 

c. In 3.6, we asked you to circle longhand commas in your notes. It is now 

clear why: the SPEEDWRITING st comma has to be immediately distin- 

guishable from the ordinary longhand comma. 

27.5 READING EXERCISE 

Oo a2 a2, : Lise, ply wr Cs Cog + dechd te 

TAD 2-6 (2 ky ned E a 
— 

7 - = AL_o@ TL _€ ba S, Gi Std — eA, — Z 

ZA—-dJ baat a we yn Ld — 16 7, ACA 3 ?- 
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= 2 Y, 
yd J “L- Zi J GA Y —Pri<) AL A 7 Fé 

yy y, —~ (y/ 

te Be LR te 4. 2f a 
J JO 

—_—— > ww KAd— —  ~re 
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KEY 1. Dear Mr. Post: During the past five years, the number of sales of our 

magazine has increased greatly. It has become” the largest selling publication of its 

kind, and subscriptions are coming in large numbers every day. Based on* a recent 

study, we estimate that the statistics and suggestions issued by our staff last year® were 
studied by men and women everywhere. (P) If you want to make any investments in 
either stocks or government® bonds, we suggest that you first pick up the latest issue of 
this popular magazine at your newsstand. We! know that reading it will help you 
invest your capital more wisely. The magazine sells for just $1 a!2° copy. Yours truly, 
(124 words) 2. Dear Mr. Ernest: I am very happy to answer your request for 
information about Mr. Masters.”” (P) Mr. Masters was still a student at the State 
College when we employed him in our firm during his summer vacations. After 
finishing school, he joined our staff as an assistant to the manager of our accounting™ 
department and was rapidly promoted to a position of highest trust. (P) Early last 
year, he was instrumental ® in instituting a filing system that saved us a great deal of 
money. It was so efficient that it! has already been introduced into our regional 
offices. (P) I feel quite confident that he will be an'2° asset to any institution he 
represents. Sincerely yours, (/33 words) 3. Dear Mr. Nelson: Are you getting the most 
out of your old heating system? Does it stand up under constant2° winter use? Must 
you frequently call your serviceman to make costly repairs? Are you forced to pay 
higher prices each® year in order to keep it operating properly? (P) Why continue to 
be dissatisfied when you can get™ the best heating system on the market for very little 
money? (P) If you will fill out the card that is enclosed,® we will send one of our 
representatives to see you. He will estimate the cost of a completely new! installation 
and will also tell you why it will be worth your while to deal with a company like ours. 
Yours very’ truly, (/2/ words), 4. Dear Mr. Short: I was very embarrassed to discover 
this morning that I had not answered your cordial note” of Wednesday, September 5, 
inviting me to dinner on September 15. I would not, of course, knowingly® be so 
careless; but your note was misplaced and just came to light this morning. (P) I am so 
sorry that I cannot dine® with you that evening because of another engagement. (P) If 
you are free on October 2, may I invite you® to be my guest for dinner. Sincerely 
yours, (88 words) 5. Dear Ms. Underwood: When you are looking for some article that 
is not too high priced to give to a member of 2° your family, you are sure to find it in 
our store. (P) Our store is crammed with all kinds of merchandise that will help you* 
decide on something to suit each individual. (P) You will also enjoy the surroundings 
of our store. Why not® come in to see us. Yours very truly, (67 words) 



27.6 REMEMBER ... 

a. Initial st, 27.2a 

stage 224 station 

stall! 22aZ stay 

b. Medial'st, 27.1 

constant Ro investigate 

instead reel plastic 

€, Final si.27-20 

chest C, first 

coast Co iS just 
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steel i 
2a 

Ah arty fe postmaster 

Z last, list, lost 

7 must 



LESSON 28 

28.1 Write 3 for the sound of nk (see Commentary, 2). 

bank oF, delinquent tly, link £3 

banquet ope frank ID shrink, shrank —&s 

blink, blank ty, ink ¢g think, thank 4 

28.2 Write xX _ for the sound of vowel + the sound of x. 

Commentary, 6, before writing initial x. 
Please see 

accident fet— oxygen ay ai fix KR 

examine YX — >» extent “g—- index mal 

executive Yweur box b+ tax x 

But write the initial vowel when the word contains only that vowel + x: axe 
Qvy ,andox OX 

28.3 BRIEF FORMS 

important op extra we small Aaa 

already4 Lhe extraordinary VG, stop 22 

reel, real, immediate, 
country CY really AL immediately savy 

4 See Commentary, c. 
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28.4 ABBREVIATIONS 

billion 

hundred 

G 

f 

28.5 DERIVATIVES 

balance 

frankly 

thanked 

banquets 

fixes 

taxes 

boxes 

executives fp Prgege 

28.6 COMMENTARY 

million 

thousand 

smaller 

smallness 

smallest 

stopped 

stopping 

stops 

stopper 

stoppage 

estopped 

Wee) 

Tah 
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parcel post 

PVA accidental 

A> examination 

AE, expenditures 

20 excessive 

2o_ excellent 

209 explanation 

aa exceptional 

207] exceedingly 

Lap 

a. Please observe that the sound of nk is not meant to be the prefix in 

followed by q, as in inquire, inquest, inquisitive, etc. These are written with the 

prefix in: rege “ng 2 Lig eda 

b. The letter x can be too time consuming to write unless it is written 

properly. When maximum appeared in 24.4, we explained how to write x when 

it is preceded by another letter; see 24.6d. When x is the initial letter, write the 

cross stroke first 7 ; then write the stroke joining the x to the rest of the 

outline. Note that words which end in k but add s are not considered to belong 
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to the x family. They are written with & and s, as in tack/tacks Le Les 

and back/backs 

c. The separate words all ready are written al rd Sce Recap and 

Prevue, page 121, for making the proper choice between all ready and already. 

28.7 READING EXERCISE 

OAM +34 3d mh CoN 

ak, Liz. L, #8 g ALI 

J ca, C Co, np We ee ee 2 ad 

la th mee ——prae Me i ay ALS 

(See Paps by Dy re © Aas” as 7 MA BIC 

Veale) METER mn Cre Lr Bee Y- Lhe fea — 

Wei Wai A: Aly — Lee 
Cie bog f uw ‘ a fe — wg \ 

ees. AL—2_ 

—o\ 2 1 wa dy 
wie 

— 

ng le hy 4.9 ft 
i 4 mal== 0 Ziti 

PU ew 

mie A (~77 & ie RB me dao Ler 

wlL—marn CL 5 ee r “1. f ade, pa-= 
mé__4atha—a 4 — 

=e 44, 4 ma 7 

Lhpu 2a ably wor 

_2ag bo, r»~h¢ cl faye Joeman la. 
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A= 36 Mm 4% A——\ 

A 

OL) g——2 3 «€ 

a2 rae LL a- mn a RG’ F pL, 

fre Ld» 5 x Lk Abs aS 2 

tar A oy. bin defo Ee PR AV 

WED secon) ee ye 

y eae ba Xl0I \\— mM 

) d—) Ly Z L tee féitfe gs 

ulna, L_muriga A—— “4 @ A—— A> 

+All al sg, gels Ke shld eee Weal ly} 

EE ER eS EAD es" SY aa $4 - 

ze EE ae ra a Fone YS 

aa. _p Baal ae ed nf Sq 

ST Pe eh 4 Datn ty — pc. 

Z, g WZ, C7) _ {4 AG a —ch i aK 

ei ENG ae FN we ong + 

res j28" eae 
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d Ct A GA CAAAY <= ce EOE ay 4 ZL P 

ener Ay Ley. —_ x 

CL aS TAY ZS Sig by Fa 

Bi ee a gol (ff a to Labware 

oy ae eng Beene Te dm mf _a__ 

4 IE 2. UF Par ——ae, be #2) 4 

Y) N 

WY, 

hin f L aA d eis tO pod lL 4 Wee 

fe le es SUN IIGAS to BI Me aS SE 

tee 80d) 1 me ou . mex Ll 

j= Ot ns MOP Cf ga If Lop 

KEY 1. Dear Customer: As I stated in the letter addressed to you last week, dealers 

from coast to coast are reporting”? that our new plastic blanket covers are selling 

better than ever. (P) In view of this increase in sales, I think it® might be wise for you 

to order some extra covers this month. We still have a large stock in blue, pink, and 

white; but they® are going fast and should be ordered within a week or two. (P) To 

prevent any misunderstanding, please make certain® that your order states both the 

style and color you want. Yours truly, (93 words) 2. Dear Mr. Reel: Your credit 
standing at our bank has always been excellent. Therefore, I am really at a loss” to 
understand why your payments have been so delinquent during the past few months. 
(P) I realize that something may* have happened to prevent your paying these 
installments on time, but if such is the case, you should have come in and © discussed 
it with us. If reduced payments will help you at all, you have only to write to us in the 
postage-free® envelope that is enclosed. Cordially yours, (87 words) 3. Dear Member: 
Thank you for your contribution to our fund-raising drive. A receipt will be sent in a 
few days. (P) As’ requested in your letter, we are also sending four tickets to our 
country club dinner, which is being held * on August 9. Very truly yours, (46 words) 4. 
Dear Mr. Link: It has always been our custom to do our utmost to investigate and 
settle all requests” quickly. ‘To assist us in making fast payment on your requisition, 
we must first insist that you draw up a® list showing the estimated value of the articles 
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lost when fire destroyed your house. (P) I know you will understand © why we cannot 
process your requisition until this statement is in our hands. Sincerely, (77 words) 5. 
Dear Mr. Kennedy: As we progress further into the future, our traveling habits 
center more and more on” the airline industry. Air travel is presently the basic means 
of travel for many business executives. (P) In line with this philosophy, Davis 
Airlines would like to send you a handsome executive wall plaque that™ is made for 
the frequent air traveler. And it’s free with our compliments. (P) This plaque is not for 
sale, nor is it the® ordinary plaque that merely thanks you for flying. This bronze and 
walnut finish plaque is personalized for you.!% (P) Here’s how the program works. 
You fill out the enclosed travel history card and send it back to us. We will then 
send!” you,your personalized plaque and 18 flight verification cards. (P) For each 
Davis flight you make, you send us one!” of the completed flight verification cards. 
We will send you a bronze tab for each Davis flight you make, a! silver tab for a 
9,000-mile trip, and a gold tab for a 10,000-mile trip. (P) This is not only a!® 
personalized plaque but a log of your busy schedule as well. All you have to do is fill 
out the enclosed travel * history card and mail it to us. Cordially yours, (209 words) 

28.8 REMEMBER... 

Vowel + x, 28.2 

deluxe L& exhaust, exist % , — expert, export 

excess xX? exhibit xX&éC express 

exclude Xtal experiment a oxford 

Wax 

Ve 

wy 
execute X€el expand ip — extend 4&0— 

Ste 



LESSON 29 

29.1 Omit n before the sounds of g, j, and ch (see Commentary, a). But inch is 
an abbreviation; see 16.4. 

a. ng 

among aq long <4 thing4 (9 

bring4 a single Agl ring, wring4 nq 

language Ly strong 34 rang, wrong 4G 

young 44 rung, wrung 24 

“ See Commentary, b. 

b. 7 (see Commentary, c) 

flange Hf hinge hy passenger poy 

fringe H 

CC Melt 

branch oC hunch, haunch be ranch 

bunch ft lunch £C eliach 

conch RC munch AC winch yah 
184 
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29.2 When a word ends with a long vowel + m, omit the m (see 

Commentary, d). 

claim" »——C@, team 

same 44 time 

extreme ie chrome 

29.3 DERIVATIVES 

belong b£, arrange 

along Gly arranging 

longer arranged 

longest , arrangement 

stronger o9/ arrangements 

strongly Dl disarrange 

bringing bg strangely 

youngsters he stranger 

strength changeless 

length exchange 

29.4 COMMENTARY 

& & 

S 

SES 84 

KELL P 

home Ag 

assume Qéhee 

Bones 22 2 

timer tea 

timeless LL é 

timely LZ 

timeliness LL ss 

sometime Maik 

pOmecine# ae Ces 

consumer Rau’ 

extremely oe 

claimant" 1 ca— 

luncheon L&n 

a. The omission of n does not refer to the prefixes i or en which might 

precede g, j, and ch. 

engine ie is injure any eichant t 2m 
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b. In 2.2 you learned to underscore for the final sound of ing when it is 

added to a word. In bring the final ig is not added to a word so the underscore 

rule does not apply. The same is true for thing, sing, ring, and wring. 

c. You may have noticed the absence of such obvious words as change, range, 

danger. There is a special reason for this omission, which will be rectified in 

Lesson 32. 

d. Only four final consonants are omitted after a long vowel, and you now 

know all of them: 4 11.1; v, 11.2; 7, 23.1; m, 29.2. This may help you remember 

them: In the early days of television, a well-known comedian was called “Mr. 

TV.” By coincidence, those are four omitted final consonants when preceded 

by long vowel sounds. 

29.5 READING EXERCISE 
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eee oe am ~ AMea 

iA 3 a fa le Go + 30, 

eee an’ Chiles) 5 a a Le te Avo 

Sq KkScq Co \ na. Aaa ile = eles 

@ La’? sgn ; ODL Ln Jo a be, 

f-pa-f.—@ bts L See RI: 

#2” uu pla * CF a ee 

—1yflt 52 p29 (44027 

—tardb=L ty Lav Rapp o ww Fé 

__ hace 72 aly 4 A_aet. fo «a cS 

om Md Jruuw Zz LAPIN A ae els. 

leur. hypo 7 ONY Jacana A? 
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us £ ride) @ bs-xe | Cesena Wm & Ree 

sopwCrt fa agua < hgh La Ls Dita 

KEY 1. Dear Mr. Branch: I must take this opportunity to write you about the 
effectiveness of our advertisement” in the Times in helping the sales department of 
our company locate office-equipment salesmen. (P) Early in May our sales 
department needed two salesmen to represent us in Los Angeles. We placed a small © 
advertisement in the May 12 Times, and the following morning I had six applicants. 
We hired two of them® immediately. (P) Hereafter when we need salesmen quickly, 
you may be sure that we shall bring our advertisement to the Times.!® Yours very 
truly, (104 words) 2. Dear Mr. Young: The building committee, which has been 
considering bids for the construction of the Girl Scout ranch,” reached its decision this 
morning. ‘The committee has decided to give the contract to the Strong Construction” 
Company of Long Beach. (P) While your bid was a fair one, it was much higher than 
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that of the Strong Construction Company.” Yours very truly, (64 words) 3. Dear Miss 
Singleton: We have written you several letters asking for payment for the six cotton 
dresses you” purchased at our Ridgefield store on June 10. Evidently these letters 
have escaped your attention because we have* not heard from you. (P) We assume 
that you are happy with these dresses or you would have returned them. If there is 
any” reason why you cannot use them, I suggest that you let us know. I am sure that 
we can™ straighten out the matter quickly. (P) It will be to your advantage to get in 
touch with us soon. Sincerely yours, (99 words) 4. Do you get the most from the time 
you devote every day to studying? In order to learn from a book, you must2° know how 
to use it properly. You must have a plan for reading, because active participation on 
your part® is necessary if you wish to remember what you read. In order to 
comprehend and remember the contents® of a book, you must do more than read; 
you must actively recite, question, and review the material you® have read. (P) Here 
are a few general suggestions that will help you: (P) (1) Skim through the reading so 
that you will know what!™ it is you are to study. (P) (2) Concentrate on what the 
author has to say. Remember, too, that among!”? the new and important points that 
are presented are such things as graphs, charts, and maps. Do not overlook them. (P) 
(3) As! you read, pause from time to time to recite mentally the important points 
you have read. (P) (4) If the book belongs to!® you, make brief notes in the margins of 
the points you feel are important. These notes will serve as cues when you review 
the! material later. (P) (5) Review the material from time to time after you have 
read it and immediately™ before you must take a test on it. These reviews will pay 
big dividends. (P) (6) Relate what you are reading”? to what you have learned. (P) 
(7) Keep a good set of notes. They will be worth a great deal to you. Good notes will 
help you learn™ more and learn it quickly, and they will help you remember what 
you have read. (253 words) 

29.6 REMEMBER ... 

Omit m after long vowel, 29.2. 

ctime- “YZ, rhyme tomb Le SEU 

doom dee. scream te tome & 

frame Iz stream Se 



LESSON 3O 

30.1 Write P for the final sounds of pul and ple (see Commentary, a). 

a. pul 

ample “pr grapple ie simple Ap 

couple Cr maple ae supple ape 

example eg people PF 

b. ple 

amply — 1p panoply prp simply Aa 1p 

30.2 Write G for the final sounds of bul and blé. 

a. bul 

able at- double LE possible 

cable Ch eligible ef table 

capable Cpt label L4- trouble REE 

b. ble 

ably at doubly AL- possibly pee 

190 
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30.3 BRIEF FORMS 

life Y open oP result 

opinion 
regular, 

difficult, regularly, 

difficulty Afr prove Gm regulation 

30.4 ABBREVIATIONS 

child @f am. @> o’clock4 

children chr p.m. ep 

pk 

‘ 

4 Written as jo oad or f°? , but Y eee . See Commentary, 0. 

30.5 DERIVATIVES 

supplement Ap - profitable/profitably 

enable nat favorable/favorably 

agreeable agel- suitable/suitably 

grappling OP reasonable/reasonably 

grappled Ye considerable/considerably 

grapples i (a 

MEN 
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30.6 COMMENTARY 

a. If you look again at the first word in 30.1a and 4, you will see that ample 

and amply are written alike. It will take you no time to find words in 30.2a and 

6 that are written alike. 

Just a reminder: Write —~ja and —@ for the initial sounds of pl and 

bl, as in play —2 and blank . We omit the medial /, as in duplicate 

and apply ape . See ,16. 1, 16.2. 

Any other combination-/ sound at the end of a word is written in full: 

paddle pe“ mDUZZIC px ; mechanical rece 

b. Transcribe time as follows: 

two o’clock, eight o’clock 

When the word o’clock is written, write out the numbers. Minutes are never 

included in this event. 

6 a.m., 7 p.m. 

Use arabic numerals with these abbreviations; numerals are abbreviations of 

written-out numbers. The abbreviations a.m. and p.m. are usually capitalized 
in time tables and other official forms. They are usually in lower case in 
business correspondence. 

8:30, 9:15 

Use colon with specifically given minutes only when minutes are specified with 
the hour. 

30.7 READING EXERCISE 

SS ee! Geo Ag & 2.. La, 7eta om fn Aa. 

ea Dal’ s & a OG (Baw Al Rey 

—$47,h 49h Ho lt.__—>d. darren te 6 Ce arg 1 th 
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BE oad oie Oe ed an 2a 

op Ul FF un \ du a Bas LY Vas S17 Oe 

BAD adnis! la oie U4 pss - rhe 

rt la » ls bl-- 4 ~ k-- 
aan cet 5a bdye s — Pe, -€ 

mae ey Rade dr angegt- Df sat 
Setatesy NC La e 2 Ba-- JS dd, 

ae SaaS & wv WA ga i a 
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KEY 1. Dear Mrs. Maple: Because we have always listed you among our best 

customers, we think it only fair that”? you be among the first to be told about the 

furniture sale being held at our branch store on Wednesday,” September 5. (P) For 

just this single day, you may purchase pieces from our regular stock at the lowest 

prices in our® history. For example, a set of four walnut chairs and a large matching 

table, which normally costs®® $250, will be sold for only $175. (P) We invite you to 

take! advantage of this opportunity. Remember, our doors are open until nine 

o’clock every evening. Sincerely!” yours, (/2/ words) 2. Dear Mr. Adams: I note from 

your report that our average monthly sales between June and September are” already 

considerably above those of last year. (P) Am I correct in assuming that this 

extraordinary” increase is due to the extra advertising we have done in local evening 

papers? Ifyou really believe that it is, then I think it necessary to invest an even 

greater part of our capital in this®® way. Yours truly, (83 words) 3. Dear Miss Alberts: 

Thank you for taking the trouble to arrange the delivery of a courtesy copy of * your 

latest illustrated history book. I have examined it thoroughly and think it compares 

favorably*® with the one we have used for such a long time. (P) ‘Those teachers who 

have studied its contents had many comments to® make on the clear and enjoyable 

fashion in which the author presents his subjéct, and they were most emphatic® in 

expressing the opinion that this excellent book would prove valuable in their classes. 

Personally,'!© I am quite willing to go along with their suggestions and am preparing 

to place an order provided you!”° can guarantee delivery in ample time for the start of 

our fall semester. Cordially yours, (/38 words) 4. Dear Frank: Would it be possible to 

arrange a luncheon appointment on Friday at 12:30 to discuss further” the contract I 

must sign by July 28? (P) I still have a great many questions to ask, and I feel you* 

are the only person competent enough to answer them for me. Cordially, (54 words) 5. 

Dear Mrs. Dalton: I am enclosing the name and address of the dealer in your town 

who handles our complete” line. I am sure that he will be able to recommend the best 

type of storm windows for your home. Yours truly, (40 words) 6. Dear Mr. Steel: I have 

written you several times in connection with the amount that is still outstanding on” 

your account. (P) The large assortment of leather boxes shipped on July 6 was sent on 

credit, and you promised to make payment by the first of the following month. 

However, we have had no word from you; and we must now insist® on settlement 

of your bill by the end of the week. (P) If we have not heard from you by then, we 

will be forced to® authorize our attorney to bring suit against you. Won’t you help 

us avoid taking this step by sending your check? Yours'™ very truly, (/03 words) 7. 

Dear Ms. Earl: If the results of our questionnaire prove favorable and we find that 

many people share your”? opinion, we may possibly arrange to establish a branch 

store in the near future. (P) Thank you for your suggestions.* Sincerely yours, (43 

words) 
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30.8 REMEMBER ... 

bul, 30.2a 

assemble Aare dependable 

available alt desirable 

hye —t enjoyable 

dat payable 

valuable 



RECAP AND PRENUE 
DICTIONARIES 

You have now completed 75 percent of your SPEEDWRITING theory. This 

is an appropriate time to mention the SPEEDWRITING Dictionary. If you 

are serious about using shorthand, you cannot do without it. 

The practice of shorthand 1s a lonely affair: There’s just you, your notebook, 

and the dictator. You have only yourself to rely on to get it all down correctly. 

One situation seems to haunt stenographers-to-be: What do I do if he dictates 

too fast? Well, you have to be sensible—obviously you cannot let him rattle 

on, finish the dictation, and then ask for a repetition of what came between 

“Dear Sir:” and “Yours truly,” can you? Keep in mind that the extent of your 

stenographic experience or lack of it will have been revealed in your 

application and possibly discussed between you. On occasion the dictator may 

be momentarily carried away. Stop the flow of words with a smile and raised 

hand and something like, “Just a minute, please. I’m not that good yet,” and 

stress that “‘yet”’ as a reminder. 

The situation is very different when it comes to losing an individual outline 

while you are getting the rest of the dictation. Your action now depends on the 

preference of the dictator. Some prefer to be interrupted then and there; 

others object to any interruption because it distracts the train of thought. They 

prefer to fill in later. This is a matter to settle between you. But until the 

dictation stops, you have to continue writing, so circle the blank area or 

doubtful outline as your beacon to enable you to find the trouble spot at a 

glance when you are in a position to question it. And don’t be embarrassed 

about such a situation. The dictator may have turned his head or the phone 

interfered with your hearing or you may never have encountered the word 

before. 

Your two most valuable aids are the SPEEDWRITING Dictionary and a 

regular dictionary. True, pressed during dictation, we have no choice but to 

make up outlines as we go along. But that does not mean that we have to be 

loyal to them. It builds both confidence and speed to get it right, and the way 

to get it right is to look it up at leisure. Just don’t expect to find all specialized 

197 
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vocabulary included. If you have grave doubts about derivatives—is it desirable 
or desireable, for instance—get a dictionary that specializes in derivatives. 

Look at it this way: If your boss is good at spelling, he will surely correct if 
you do not; but if he is not good at spelling, he depends on you not to make a 
fool of him with his correspondents. 

The responsibility is solely yours, however, when it comes to the correct 
spelling of names and using the correct courtesy titles. Here you may not guess 
or use your imagination; you have to get it right. If the dictator is in the habit 
of turning correspondence over to you so you can attach the carbons, you 
learn how to address people from that. Otherwise, ask—and then record the 
answer in your notes. 

We have touched upon only a very few of the problems stenographers face, 
but that is all you can expect of a text devoted to the acquisition of a system of 
shorthand. Ask your teacher questions that seem to plague you. In the end, 
you have to adapt to what suits you and the dictator at the time. 

There are two marks of punctuation we have not yet used. You will learn to 
apply both of them in the next five lessons. There are only three more groups 
of Brief Forms and Abbreviations, and two of them will come in the next five 
lessons. As a matter of fact, most of the new material still to be taken up will 
be found in these five lessons, so you will be able to review those troublesome 
spots through the last five lessons. 





SOI J 

31.1 Write 2 
blend (see Commentary, a). 

a. Ty 

beauty See) faculty 

duty4 deed liberty 

county ke) party 

4 See Commentary, 6. 

b. Short vowel + ly 

authority ay) facility 

city, ed» locality 

community Kn) maturity4 

4 See Commentary, c. 

See Commentary, 6. 

for the final sound of tee or short vowel + tee, called 

fee ) property 7) 

LE J safety af? 

FP) 

fre quality ge J 

Leb dH) quantity Z- ) 

VIA) universityO Lede 

31.2 Phrasing. An unimportant word is omitted in each of these phrases (see 
Commentary, d). 

again and again 

200 

ageq 
3 

nevertheless iy 
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from time to time f° Lite now and then a ae 

more and more we ro up to dated pita 

4 See Commentary, e. 

31.3 BRIEF FORMS 

eos 

were 

acknowledge ak. 

almost Lhnro without 7) 

SUCCESS, 

organize, successful, 

develop gle organization a7 successfully dee 

31.4 ABBREVIATIONS 

America, 

American G9 mortgage aes f volume trot 

associate G&A pair PY 

31.5 DERIVATIVES 

cities ¢)) publicity pe ) disability cLaat-) 

facilities fee ») ability at) development aw 

necessity /#2@C ) inability mab) developmental Ait L 
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popularity pop) capability cpl) acknowledgment ak, 

4 Please note the e before ment has been dropped in longhand. 

31.6 COMMENTARY 

a. This punctuation mark is really the right or close parenthesis, a 

somewhat long name. Hence our choice of blend as a descriptive term. While 
we are at it, this is how to write both parentheses when required in your notes: 

b. Please note we wrote the long vowel before the blend, in accordance with 
Rule 5, Recap and Prevue, page 55. 

c. The basic word is mature A&e ; hence, we follow Rule 3, Recap and 
Prevue, page 54. 

d. Please note these phrases are such common expressions that the dictator 
will tend to speak them rapidly and then rush on. They therefore warrant 
practice. The word which is missing in shorthand must naturally be replaced 
in the transcript, or the phrase would make no sense. Since we last mentioned 
phrasing as long ago as Lesson 12, we suggest that you reread 12.36. 

e. You have seen this phrase hyphenated, too. Please refer to sentences 39 to 
42, Recap and Prevue, page 86, to understand when to hyphenate. 

31.7 READING EXERCISE 

Ach. 0 uw ga bY acl LZ ee 

Y wo > Ml <T] Cae a tn 
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pa- 2 th of bb a by 
Eke NS ly Re 

ee en ee) 

ESS ae Ee y : LL Seah ae 

ptf lh Im me Deke hip Lele FL Ld 
Ly ln 4" mec \ ee 

OA bed U 4 fo 

pas Lhd. e/a 

(a bem suc U_ifpil & Ag gy ¢ 2m 

wer cl — NZ Z, LD 

fra do la 2a TR 

ary Cre + Loe’ Ouite ALA 

AS a bade on ho ore 

_ @W@d) 1:9" A az 

f oe eee % pe ge 
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KEY 1. Dear Mr. Pair: We appreciate the courtesies given to our representative, 
Allen Grace, when he called.” (P) The order you gave him for 25 gallons of house 
paint will be shipped immediately and should reach you by the end of the week. 
Yours truly, (46 words) 2. Dear Bill: I have the letter in which you asked whether I 
think the demand for anyone without a skill will be” better in the future. It is my 
opinion that it will not, and I therefore strongly suggest that you take the” training 

courses I mentioned when we met. (P) Without doubt you have the necessary ability 

and intelligence™ to develop a high degree of skill in this field, and it would not be 

wise to put off this training any® longer than is necessary. (P) As I told you, it is not 

likely that you will be eligible to borrow from! the bank; but this does not necessarily 

indicate that we cannot successfully work out something between!” us. Call me within 

a few days so that we can arrange to meet and discuss this matter. Sincerely, (/38 

words) 3. Dear Mr. Stevens: In my capacity as manager of our branch office, I am 

forced to write to you about” the $185.69 you owe on your account. (P) Payment on 

this old bill is*® long overdue, and we would like to have our money. It is not necessary 

to write us a letter—a check® will be sufficient. Yours truly, (66 words) 4. Dear Mrs. 

Billings: Early last summer we purchased a large piece of property from the City 

Government for” the purpose of building a community center for our young people. 

Sufficient funds have finally been raised, and we are hoping that work will begin 

immediately. We estimate that construction will take almost a® year, but some of the 

facilities should be ready in about six months. (P) The members of our organization® 

wish to acknowledge and thank you for the help you gave us again and again. I am 

sure you will derive a great! deal of satisfaction from the knowledge that you played 

such an important part in the success of the whole program.'” Cordially yours, (/23 

words) 5. Do you have the ability to make people enjoy talking to you? They will if you 

follow these suggestions: (P) (1) Listen to the other person. Many of us are so 

concerned with what we plan to say that we don’t really* hear what the other person 

is saying. If you listen actively to other people, they will pay closer® attention to what 

you say. (P) (2) Avoid tiresome details. We all know people who digress and insist on 

giving® every detail, no matter how small. The listener is worn out long before the 

point of the conversation is reached.’ (P) (3) Beware of trite expressions. Nothing is 

more irritating to a listener than to hear repeated '”° again and again such expressions 

as “You can say that again.” You probably know people who constantly punctuate! 

their conversation with “You know.” Such an expression adds nothing to the 

conversation. (P) (4) Ask the right questions.’ These cause the other person to open 

up. They are such questions as “Don’t you think?” and “How do you feel about!® 

that?” (P) (5) Praise the other person whenever you can. If you enjoy a talk, tell the 

person who gave it. (199 words) 
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31.8 REMEMBER ... 

Short vowel + ty, 31.16 

capacity faa ) security 

purity tpg ) velocity 

Ae 

uts ) 

vicinity ven ) 



LESSON 32 

32.1 When a word contains a medial long vowel, except 1, followed by n, 

omit the vowel and write n. 

* . 

a. Medial long vowel except i 

gain qin green Ue shown J be. 

main wm seen 2m noon j4y1™ 

clean — nm phone fo soon ALwm) 

b. Medial z followed by n (see Commentary, a). 

assign gem decline Geen resign AG aE 

combine ktm design aun sign den 

consign Raum incline Mmm 

c. Medial long a, followed by the sound of ny (These words have two 

omissions—the long a before n, in accordance with 32.1a, and the n before j, in 

accordance with 29.16. See Commentary, 0.) 

angel al danger hy strange S; 

change C, range 43 | 

207 
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32.2 Write ie for the initial sound of im. 

image ch imminent zoo impose Goss 

2 
imitate Aa imperative ia impress 

implement oe - imprint > 
32.3 Write for the prefix wn (see Commentary, c). 

unable Lab unfortunate Ufornd unlike 

=o 
undoubtedly Ugrdt unhappy ub pe unpaid 

: 2 : unfair Ufa. unless uk unwise 

32.4 DERIVATIVES 

meaning ~ 7" improbable SF unemployment = 

; re aoe 
meaningless ong impossibility ped) unfortunately 

demean @5,, imitation ny unfold 

demeanor PD pmiey A improvement ea unnecessary 

lonely LZyl uninsured unde unimportant 
— 

? loneliness 2rr@ unimproved oye unsatisfactory 

unconfirmed REEPRRY Et 
32.5 COMMENTARY 

a. Words with medial long 7 followed by n are an exception to Rule 8, 
Recap and Prevue, page 55. Except for medial long 7 before n, medial long 
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vowels are omitted before n, d, and z. All of these consonants which drop the 

preceding long vowel occur in the word , which also coincidentally 

reminds us to retain the z. The word confine ofr derives from the brief form 

fine 

b. Although we include here for the first time words with medial long a 

followed by nj, as promised in 29.4, 29.3 has already shown derivatives of these 

words, which were written in accordance with Rule 8, Recap and Prevue, 

page 94. 

c. This initial sound of un has been identified as the prefix so it cannot be 

confused with, for instance, the initial long sound of u followed by n, both 

written, as in: 

unit tem unite ¢0"e universe pps oir 

32.6 READING EXERCISE 
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Ry IAA DROS OY IE IES aul del, LL, 

Aang 2S fe fo deur - A seks nd@sN\ | 

al a Eee FLias eee Lt — Le ws Zam 

eae — ~ ak 4 keke & 

pete Aa Oe aN Fed Ze Aor ae A Ay uv 

CON wed PZ Led 2c Ferd s 



Lesson Thirty-two 211 

Ake che Lin \\ TA a z ol. G fafa 
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fn (ZS AIK F104 O 0 a, ? LP) L453 a 
y, . (FZ 7 

aa © Dales © ae a (ge ke asa YP Diag he Se 

aes aa Nd Wh G5; (sect Soil, ee 

@ 
@ mi Gi a fevZz xt Ron? \ Lee 

TES ay Oe ce 

ae 2 ee ee ee 

3—L4e At ae 

ld. bs rs eas 

igs 3 of + ua—Ly 

tee Rp. cl [ened 

fA" Lat aly a a ia 
KEY 1. Dear Mr. Green: As I told you on the phone yesterday, we must ask you to 

wait a little longer for the 12 pairs of gold shoes you requested on July 23. The 

volume of orders has been very heavy, and we* have been unable to keep up with the 

demand. (P) However, our plant is now working overtime; and these shoes should 

soon be available in whatever quantity you may desire. Very truly yours, (76 words) 2. 

Dear Sir: We are in receipt of your wire in which you ordered 10 dozen 12-ounce 

paper containers imprinted ” with the name and address of your store. (P) We realize 
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that it is imperative for you to get these containers® quickly, but it is impossible to 

ship them until you have cleaned up your unpaid bill. Unless your check reaches™ us 

soon, we shall be forced to decline all further orders from you. (P) Will you please 

acknowledge this note with your check. Thank® you. Yours truly, (83 words) 3. Dear 

Mr. Granger: Have you considered what would happen if a physical disability or 
unemployment” put a sudden stop to your income? (P) As a father, rather than an 
agent, I have always felt it my duty* to make arrangements for the protection of my 
wife and children; and that is why I am such a firm believer™ in the policies issued by 
the company I represent. These policies are designed to give you a® security of 
knowing that payments will always be available for medical bills and household 
needs. (P) I! am taking the liberty of forwarding a booklet that discusses the wide 
range of policies we can provide.’ In all fairness to your family, you should read the 
booklet with great care. Yours truly, (/36 words) 4. Dear Mr. Victor: I have Just seen 
Dean Snyder and have made tentative arrangements for our organization” to use the 
facilities of the university for our club’s activities this fall and winter.*° Unfortunately, 
however, there is a possibility that it will be necessary to change the date of our® 
Christmas party because an important student and faculty meeting is scheduled for 
that night and cannot be® cancelled to accommodate us. (P) I will phone you just as 
soon as another date has been set for that meeting. Sincerely yours, (/02 words) 5. 
Have you ever “‘met” a person for the first time over the telephone? You thought you 
could tell by his voice the kind *° of person he was. If his voice was pleasant and his 
tone friendly, he impressed you as a nice person to know and ® to do business with. If 
his voice was gruff and unfriendly, you completed the call with a feeling that he was 
a® difficult person to get along with. (P) What impression do you give people over the 
telephone? You cannot,® of course, be seen. You can only be heard, and your voice 
must convey your personality. (P) Do you talk with clarity? © Are you logical in 
expressing your thoughts? Do you have “the voice with a smile”? (P) You will 
represent your company’? over the telephone. By talking in a low tone, by choosing 
words that convey your thoughts clearly, and by giving’* the caller the feeling that 
you truly want to help him, you will make friends for your organization. (/59 words) 

32.7 REMEMBER .. . 

Medial long vowel, except 7, + n, 32.1a 

chain Cs train “™m stone Jw 

grain es dean ype zone Yaa 

plain jen screen Pe Loe 



LES ON: 33 

33.1 Write 3¢ in words of more than one syllable for the medial and 

final sounds of us, usly; shus, shusly; shul, shully; nshul, nshully. (See 

Commentary, a.) 

aa Us, usly (But thus LY and bus Gg, because these are one-syllable 

words. ) 

bonus yey desirous Ao religious AG 

campus Cx numerous wr dy seriously LPS 

courteous, famous, tremendous, 

courteously CLx famously fu tremendously Oy —— x 

b. shus, shusly 

ambitious arbhy delicious precious 7X 

anxious, expeditious, 

anxiously ayes expeditiously Lpodkx 

conscious, gracious, 

consciously 2x graciously ans 

c. shul, shully 

beneficial bfx judicial4 jo partial (4 

213 
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official, 

commercial Kx 

4 See Commentary, 0. 

officially 

d. nshul, nshully 

confidential, essential, 

confidentially kde essentially 

credential TAX financial 

33.2 DERIVATIVES 

credentials td semiprecious 

essentials LAA impartial 

continuous hur unambitious 

advantageous 

33.3 COMMENTARY 

oft social, socially KX 

LAX 

kX 

residential Rade 

Pe aes unofficially 

rome unjudiciously 

urdy unconsciously 

aad al unconscious aes 
a. What we are after is the sound; the words may turn out to be spelled tious 

and trously, teal and tially, ntial and ntially, cious and ciously, cial and cially, ncial and 
nevally. 

b. The outline for judicial is the same as for judicious and judiciously. 

33.4 READING EXERCISE 
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KEY 1. Dear Mr. Banks: I have just seen the survey made by your committee on 

the inferior quality to be found?’ in certain merchandise carried in various local 

stores. (P) I think some of your charges are extremely serious,*° and I strongly urge 

you to talk*to your attorney before you do anything about publishing your findings.” 

I feel sure that he will be inclined to agree that publication of this report would 

probably result® in legal action against you. (P) Please let me know what you decide 

to do. Very truly yours, (97 words) 2. Dear Miss Farmer: I have just come from a 

meeting with various officials of our company. They were”? obviously impressed by 

the unique publicity campaign that you designed for us, and they were anxious to 

have you” join our staff. (P) However, they feel that our company cannot afford to 

sign a contract with you for the salary® you are demanding. I am, therefore, sorry 

to say that, unless you are willing to take a lower amount,® we cannot reach an 

agreement at this time. (P) May I remind you that, although the salary we are 

willing to! pay is not so high as you desire, you must bear in mind that you would 

be eligible for a 10 percent!” bonus at Christmas time. (P) I hope you will decide to 

join us. If you do, will you please call me between 9:30 and’ 10 on Monday morn- 

ing. Cordially, (748 words) 3. Gentlemen: Sales in this territory have been extremely 

high in recent months, and there has been a ccntinuous” demand for the farm 

machinery that we make. You, too, will find it financially beneficial to carry* our 

fine line. (P) A brief phone call to our main office will bring one of our agents to 

visit you and explain the® terms under which we will grant you the right to handle 

our equipment. Yours truly, (74 words) 4. Dear Mr. Jacobs: As you may have read 

in the newspapers a few days ago, the Crown Hotel is now under” new management. 

It has been my good fortune to be appointed manager. (P) The many fine features 

of the Crown” are, of course, familiar to you. (P) Naturally, we hope that you plan 

to be with us again this winter. In order® that we may reserve for you just the type 

of room you want, won’t you make your reservations as soon as possible.*” We have 

made it easy for you to do this. Simply fill out and return the enclosed card to let us 

know when you! are coming. (P) We are desirous of providing the accommodations 

and courteous service you want. Sincerely? yours, (727 words) 5. Dear Mrs. Stone: 

As you requested, we have closed your account. We want you to know, however, 

that we are sorry”° to lose you as a depositor. (P) We appreciate the business you 

have given us, and we are anxious to“ have the opportunity of serving you again in 

the future. Cordially yours, (56 words) 
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33.5 REMEMBER ... 

Medial and final us, usly, 33.1a 

devious Aur obvious otur status 

monotonous an Sy previous per surplus 

various ~y) 



PO 34 

34.1 Write Ss for Sp (see Commentary). 

grasp 4s speak 

hospital Aslé special 

spare 82a spend 

34.2 Omit d before m and v. 

a. d before m 

administer 2 admit 

admire @ re admixture 

b. d before v 

advent Qgr— adversary 

adverb av * advice 

34.3 BRIEF FORMS 

definite, initial, 

definitely Afr initially 

219 

See spirit 

Sy splendid 

o——— spring 

awe ss admonish 

aouvwl 

Pay Yemen f advise 

aud advocate 

probable, 

(z4 probably 

Foe 
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idea gp poor ao usual, usually 4¢ 

world (C7? 

34.4 ABBREVIATIONS 

approximate, 

warehouse ks manufacture fe approximately Gav’ 

signature 44g independent (Bee 

34.5 DERIVATIVES 

disposed dss ideal, ideally  7@f/F admirable @%“Lé 

disposing 453 indefinitely Ladfn admiration ard 

disposal Asef independently inl admission avy 

—€ 
disposition dSy manufacturer af admittedly @ 1 

probability pt) correspond Cs adventure av” 

unusual (X correspondents @$— -- adventurer ate 

especially Sv prospective Pov adventuresome autee 

specialty Sy) inspection mS adversity Ee Bed ) 

specialist yw, specifications Safczs dese stl 5) 

specialize Sey specifically Safcl spotlight Sth 

specialization ou9) 



34.6 COMMENTARY 
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We have previously written lower-case printed s only for the brief form sail, 
sale; see 18.3. Note that spr is written ~S and spl is written ——S . 

34.7 READING EXERCISE 
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KEY 1. Dear Mrs. Sparks: The object of this letter is to tell you about the 
tremendous inventory sale that we” are holding at our Elm Street warehouse on 

February 27. With the spring season so close at hand, we* are especially anxious to 

make space for our new line; and we are, therefore, offering generous discounts on® 

our entire stock. (P) This is no ordinary sale. The dresses you will see on display were 

purchased from world-famous” manufacturers of women’s clothing, and they usually 

sell for considerably more than we are asking.'®° Whether you want a sport dress or a 

more formal outfit for evening wear, you will find it here. Why not take a few!” 

minutes to come in and look around. Yours truly, (/29 words) 2. Gentlemen: When I 

spoke to Mr. Spring on October 3, I made it quite clear that it was absolutely” 

essential for the material we ordered to be delivered no later than January 13. He 

said * it would take a period of approximately two months to make this shipment. (P) 

It is now January 6, and we are beginning to worry because we have received only 

partial shipment on this order. As I told ® Mr. Spring, a delay of even a single day 

would result in a great financial loss to our firm; and we'® would appreciate your 

doing whatever is necessary to speed this shipment along. (P) We are sure you'” 

understand that your ability to handle this initial order will determine our future 
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relationship. Yours truly, (/40 words) 3. Dear Sir: This is in reply to your inquiry of 
August 4 in which you asked about special courses open” to men who are stationed at 
the military hospital. (P) In previous years, our university offered * a series of such 
courses; and preliminary arrangements are now being made to do the same this 
year. Although a complete summary of subjects is not yet ready, we are almost 
certain that we will repeat our course in American® history because it proved so 
popular last semester. Numerous men who took the course made a definite!™ point of 
letting us know how much they had enjoyed it. (P) If you would like to spend some of 
your spare time taking one!” of our splendid courses, you have only to fill out the 
application blank that is enclosed. No specific! requirements are necessary and no 
charge is made for books or supplies. (P) By the way, I assume you know that 
permission'® to enroll in our school must be granted by the senior officer at the base 
hospital; and your'® application must carry his signature. Sincerely yours, (/89 words) 
4. Dear Professor Blank: Thank you for replying so quickly to my letter. (P) As you 
know, I am especially anxious” to be admitted to your college; and the information 
you gave regarding the necessary requirements” proved extremely beneficial. I 
appreciate the advice you offered. (P) Thank you again for your kindness.™ Sincerely, 
(62 words) 5. Dear Sir: This letter is to introduce my secretary, Miss Mary Green. 
Please show her your line of filing”? cabinets. (P) I have asked her to choose a cabinet 
that will best meet our needs. Yours truly, (35 words) 

34.8 REMEMBER ... 

Spotl 

clasp —@S speech Sel splice —SB<vd 

display adsa speed Gd spoke lec 

sparse Gy spent S- sport oe 

specimen Ga —mw spirit Sve spread “Sel 



LESSON 35 

35.1 Write a disjoined slant / for nse and nsy (see Commentary, a). 

a. Nse (see Commentary, 0). 

ndearice at” yi chance Cc / expense tp! 

principal,4 

announce @A/ principle P / P license La / 

balance b€ J distance as/ sense, since Ph / 

4 See Commentary, c. 

b. Nsy 

agency oY if efficiency ff, / fancy ii js 

deficiency Af / emergency 2 / 

35.2 Write 3 _ for sub. 

submit AAnL substance Ag ‘5 subsist Ad, 

subsequent hAG,- substitute <dddec subway AL“*& 

35.3 DERIVATIVES 

response /OS / absence ate / entrance jya7/ 

225 
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responses J6S// accordance aa! financing y” vi 

responsible pes |b responsibility ASI) influence mfel 

allowance aZ- 7 annoyance ay 7 insurance poy / 

sponsor sv appearance apel instance ey) 

sponsored Sf sponsoring 6 WA maintenance4 ante [ 

assistance ggg / convincingly kw -/g reference rye} 

assurance adse/ attendance al—/ preference pl 

compliance hpee/ announcement ay /- reliance Ale! 

conference kF/ compensation Lpo/4 remittance Ant! 

expensive kpli- confidence kd / subsequently 4sg—L 

sincerely 6/el correspondence Caen] subsistence ALJZd / 

deference, 

distances 2, fe difference A substantially gyy 

inconvenience mieyn | substitution asl; 

4 See Commentary, d. 

35.4 COMMENTARY 

a. The spelling may also be nce and ncy, as you can see. We have used other 
disjoined strokes, though we did not term them “‘disjoined”’ at the time: the 
overscore for ed, the underscore for ing, the hyphen for nt/ment, the blend for 
ty/vowel + ty, etc. 

b. The disjoined slant cannot be used when nse is immediately preceded by 
initial st because the initial comma must be joined to the letter following it; see 
27.2a. Hence, stencil is 
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c. To distinguish between principal and principle, see Recap and Prevue, page 

1212 

d. Did you observe the change in spelling from maintain? 

35.5 READING EXERCISE 
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a/ (22 ae 422 Me a V2 

Mad / mda o al AO 

pegs lan A-b Ze 2 2 LES. 

ame | a ear AR Le Oma yd a 

AL Cy. pas gar, Bg Ze ae 

BL Ae _—acag ba Ow ae OP le Dia 

le Coz ee a 9 ge aa BZa 
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KEY 1. My dear Mr. Allen: I sincerely regret that your shipment did not reach you. 

(P) In checking our records, I note” that the difficulty occurred because we did not 

have the correct address listed for you. (P) Since the address was* wrong, it is unlikely 

that you will receive the order, so another shipment is being sent from our factory 

today. It should reach you shortly. Yours truly, (69 words) 2. Dear Mrs. Gardner: At 

the conclusion of our drive to raise money for a new children’s hospital, we are 

happy” to announce that the response to our appeal was even greater than we had 

hoped. (P) In the six months since we first*® opened our drive for funds, we have 

received contributions totaling over half a million dollars. This money® not only came 

from large agencies and organizations, but also from individual citizens who 

obviously recognized the importance of this worthwhile program. (P) The contribu- 

tion you made in memory! of your son will go a long way toward helping to finance 

the expense of building this splendid hospital. You should '” feel very proud of the 

assistance you have given. (P) Thank you again for your kind help and generosity.'° 

Sincerely, (/42 words) 3. Dear Mr. Long: The post office has just announced a sharp 

increase in the rates for insurance on all packages” that are sent by first-class mail. 

Naturally, this will change the prices quoted for delivery of our materials. (P) I think 

it would be a great convenience if a chart were made up to help our men figure this 

additional © charge. Will you, therefore, give this suggestion some consideration. 

Yours truly, (74 words) 4. Dear Mr. Glass: A temporary shortage of paper makes it 

impossible for us to live up to our promise” of delivery by January 2. However, a large 
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shipment will arrive within a week or two; and I ® will see that the books you ordered 

are printed and sent without delay. (P) I am sorry that this happened, but® I am sure 

that you will understand that we were in no way responsible. Very truly yours, (77 
words) 5. Dear Mr. Grayson: I am enclosing a list of names to whom I would like you 
to send our new line of stationery for examination. As sales manager in this region, 
it has been my experience that when® customers have examined this stationery, it is 
far easier for our salesmen to convince them to stock our® line. (P) I hope this 
procedure meets with your approval. Yours truly, (7/ words) 6. Dear Mr. Foreman: 
When you chose our agency to do the publicity for your line of merchandise, you 
showed *° evidence of confidence in our work and our ability to handle this great 
responsibility. (P) You* have my assurance that the whole organization will do its 
utmost to deserve your confidence. Sincerely, (60 words) 7. Dear Madam: It was kind 
of you to write that you appreciated the special services that our staff provided ?° on 
your last flight to the Coast. Most people do not hesitate to write when they do not get 
the service to which® they feel they are entitled, but rarely do I hear from Passengers 
who get fine service. (P) Should you have occasion™ to fly to the Coast again, I 
sincerely hope you will let our airline take you there. Sincerely yours, (78 words) 

35.6 REMEMBER ... 

nse, 35.1la 

evidence cud fi hence 7 Zz instance md / 

experience Lpy / influence mfr / pencil pl 2 

science geo Ve 

nsy, 35.16 

truancy (Liou tendency 2 — 7 

regency y consistency Rag / 



RECAP AND PRENUE 
PHRASING, USE OF THE PAD 

Students often think that phrasing is the key to shorthand speed. As a result, 
they try to phrase as much as possible. This practice may do more harm than 

good. A phrase is valuable only when it can be written without the slightest 

hesitation: If you have to pause for even a small fraction of a second to think of 

a phrase, it becomes a speed handicap. A phrase that can be written without 

hesitation is one that occurs again and again. Such a phrase will come to you 

naturally while you are taking dictation. 

Reread Commentary 6 in 12.7 and Commentary ¢ in 31.6. 

THE SHORTHAND PAD 

Are you using your shorthand pad efficiently? Reread Recap and Prevue, 

page 31 and check the following list: 

1. Write your name on the cover of the pad. 

2. Indicate the first day and the last day on which this particular pad is used 

on the cover. 

3. Place the date at the bottom of the first page of each day’s dictation. 

4. Place a rubber band around the completed pages so that you can 

immediately turn to the first blank page for the day’s dictation. 

5. Draw a line through the notes that have been transcribed or read back so 

that you know when you have finished with them. 

The last of the Brief Forms are given in Lesson 36. And Lesson 40 contains 

letters that use all of the Brief Forms and Abbreviations in SPEEDWRITING. 
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LESSON 36 

36.1 Omit ¢ after the sounds of k, p, f, and x. 

a. After sound of k (see Commentary). 

act ace fact 

affect afe inspect 

connect ke instruct 

b. After sound of p 

accept, except tp adopt 

c. After sound of f 

draft, drift Af left 

gift of soft 

d. After sound of x 

context kl next 

36.2 Omit pt after m. 
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“SGN 

neglect 

practice 

respect 

kept 

swift 

text 

ay 



attempt at 

36.3 BRIEF FORMS 

exempt 

sample dar 
particular, 

collect C@ particularly 

Pt 

gt «e 

36.4 ABBREVIATIONS 

administrate, 

bureau [DE administration 

superintendent 

36.5 DERIVATIVES 

promptly pil establishment 

strictly S20 circumstances 

swiftly afl circumstantial 

facts pcs conflicting 

protects zoles attempted 

selected Lhe exactly 

active GCw perfectly 

inactive sm@Ct~ practically 
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Ki prompt 72> 

once, 

pP circumstance @ ji 

ac, establish a0 

Alege 

Lol — adoptive acter 

Cc // effective feu 

€ JX respective AAcwr 

kfe. irrespective TZ&ecr 

ats selective Abker- 

vcd conductor kele/ 

Rfee acceptance ep / 

pect acceptable rpt- 

pretext ete 
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36.6 COMMENTARY 

y) 
The ¢ blended with 7 is never omitted; hence we write actress acd. On the 

other hand, the last sound before ¢ in distinct is nk, so write aag : 

36.7 READING EXERCISE 
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@d—) Ay. . 

“= Ze 

fe cpg ig WEE feat — Crs OF 

KEY 1. My dear Miss Rivers: In your letter of June 9, you ordered 10 yards of 
18-inch fabric described in our” catalog on page 21. (P) However, you neglected to 

indicate the exact shade of blue that you want; and we will,* therefore, not attempt to 

fill this particular order until you have contacted us about the™ color you desire. 

Yours truly, (65 words) 2. Dear Ms. Price: I was very glad to read the memorandum 

you left for me on Thursday. I think your ideas” are extremely practical and should 

prove very successful. (P) As you suggested, I will attempt to contact some* of the 

people connected with the agency you mentioned and will see if there is any chance of 

arranging™ a conference for next week. Cordially, (67 words) 3. Dear Customer: It is a 

common practice among some manufacturers to accept orders without giving” their 

customers an exact delivery date. I have personally known of instances in which 

customers* have been kept waiting for over six months. (P) You will be glad to know 

that we are a more responsible organization.” That is why we protect our customers 

by giving them a written guarantee of delivery within® two weeks. Very truly yours, 

(86 words) 4. Dear Mr. Spector: Can women make good supervisors in your company? 

One way to find out is to try” several of your women employees in supervisory jobs, 

but this can be an expensive experiment.” A better way is to enroll promising young 

women in our practical, stimulating training program.® (P) Employers in many large - 

businesses are learning that our program brings results, and they are sending more 



Lesson Thirty-six 237 

and more women® to us for supervisory training. (P) Our booklet, “A Competent 
Supervisor,” gives the complete story! about our program. If you would like a copy, 
we shall be glad to send one to you. Just fill out and mail the!?? enclosed stamped 
postcard. Sincerely yours, (/26 words) 5. Dear Mrs. James: I am happy to be able to 
report that our Community Chest drive for Clark County has” already exceeded its 
goal by 10 percent. (P) As you will recall, the amount we hoped to raise in our drive 
was* $500,000. On Friday, May 30, we had received $550,000 in gifts and © pledges. 
We will probably receive an additional $10,000 before the drive is over. Conse- 
quently, the Community Chest will be about $560,000 richer! (P) May I express my! 
gratitude, Mrs. James, for the part you played in making this year’s drive such a 
success. Sincerely yours, (//8 words) 6. Dear Mr. Royal: The enclosed card is your 
invitation tq this year’s automobile show, which opens on” Monday, August 30, in the 
Broadway showrooms. (P) Our experienced, well-trained representatives will be on 
hand to* answer any questions you may have in regard to our new models. They will 
be glad to show you the new and © important features that have been added to this 
year’s cars. (P) I hope, Mr. Royal, that I may have the opportunity® to greet you 
personally during the show. Sincerely yours, (9/ words) 

36.8 REMEMBER ... 

t after sounds of k, p, f, and x 

abstract at Se defect dfe factory fey 

construct A ae district Se product ade 

contact Ake effect oe project 

deduct ade expect “fC protect ce 

adapt adp concept hap apt a 

graft of eit Stee bandas eA SY 

sextet Ue textile Lek dexterity ALT) 



LESSON 37 

37.1 Write 

a. ful, full) 

beautiful, 

beautifully 

careful, 

carefully 

colorful, 

colorfully 

b. fy 

classify 

gratify 

justify 

37.2 Write 

closure 

enclosure 

leisure 
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for word endings ful, fully, and fy. B 

helpful,4 respectful, 

LY helpfully hpf respectfully 

hopeful,4 useful, 

laf hopefully usefully 

plentiful, wonderful, 

thf plentifully Sei wonderfully 

4 See Commentary, a. 

taf liquefy ly QO simplify 

GY notify rf specify 

ff qualify GY 

3 for the sound of zh (see Commentary, 8). 

ns A exposure 

by 

seizure 

measure treasure 

Pe 
ath 
roe pleasure 

ris 

a 

a 
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37.3 DERIVATIVES 

treasurer uy grateful4 of leisurely Lie 

enclosures prof pleasurable — pH treasury “a4 

measuring Pane immeasurable UGe 

* *  & See Commentary, c. 

37.4 COMMENTARY 

a. We mentioned in 26.7) that the long vowel o is retained in words of more 

than one syllable containing hope to avoid confusion with help. 

b. You might conclude from these examples that we should have referred to 

the sound of zher instead of just zh. You will come across visual and casual in 

Lesson 39, both of which have the sound of zA without an r following. In the 

meantime, the word treasury is among the derivatives as proof that zh 

need not automatically be followed by the joined slant for e7; here zh is 

followed by ry, for which we write Yo 

c. When you learned the brief form great, back in 8.2, we did not include the 

fact that grate is also written 1, jee You can see why; how frequently would 

we write grate? The matter arises now, however, because of grateful and 

gratefully, which are written reasonably frequently in business correspondence. 

37.5 READING EXERCISE 
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KEY 1. Dear Miss Church: The official date set for our wonderful winter sale is 
January 18. Advance announcements” have already appeared in local newspapers, 
and we are sure that thousands of women will be on hand to“ take advantage of this 
fine opportunity. However, we feel that as a regular customer you are® entitled to 
extra consideration; and we have decided to give you a chance to shop in our store 
before® the general public is admitted. (P) This is to notify you that we are going to 
hold a special '® showing of our sale dresses and coats on January 17 from six to nine 
o’clock. Why not come in to! see the plentiful bargains that will be available to you. 
Cordially yours, (/34 words) 2. My dear Mr. Rule: In accordance with your 
instructions, I have inspected your latest catalog carefully; and I am sorry to say that 
I do not share your enthusiasm. Although I admit that the overall appearance is 
quite colorful, I found most of the material substandard. Frankly, I don’t feel it will © 
accomplish enough to justify the great expense involved in putting it together. I think 
further that the® quality of the paper is very poor and does not measure up to the 
usual standards of the company that! did the printing. (P) Had I been in charge of 
this project, I would have insisted that the job be done again; and I !”° would not have 
agreed to accept it. Yours truly, (/29 words) 3. Dear Mr. Grant: It was with a great 
amount of pleasure that I learned that you have accepted our invitation” to act as 
chairman at our convention in July. I know you will do a splendid job. (P) I 
understand that you have asked for a copy of the speech I made last year to open the 
convention, and I have submitted your request® to our secretary. (P) If there is 
anything else I can do to be helpful, please do not fail to contact® me. Sincerely, (83 
words) 4. Dear Miss Small: Our Bureau has announced the preparation of a motion 
picture that you might find helpful for use” in your American Government classes. 
This short film will give your students a clearer idea of the” many activities of the 
Bureau and will help them develop a greater appreciation of the® administration of 
government agencies of this type. (P) You can obtain this film by simply directing the 
enclosure® to the Office of the Superintendent of Schools in your city. Cordially yours, 
(96 words) 5. Dear Mr. Davis: I would like to take a moment to tell you how much 
pleasure I have derived from my” association with you throughout the years. I have 
always considered it my good fortune to have worked so closely* with you, and I truly 
regret that you have decided to move your offices to another city. (P) The® 
representative with whom you will be dealing in your new location has already 
expressed his desire to be® as helpful as possible, and I am certain that he will do 
whatever he can to be useful to you in'™ every way. Sincerely, (/04 words) 



LESSON 38 

38.1 Write Y? for the sounds of inter and enter (see Commentary, a). 

inter 

> 4 «- 

interest 77 international Mngt interstate 

intercede Pad interpret nk interval 

internal YmLl interrupt YU interview ae 
enter 

enter Y] enterprise nr3 entertain DU, 

38.2 Write s followed by disjoined slant for self and selves. 

a. Self 

herself Ala / self 4/ self-interest4 4/n, 

himself a/ yourself us / self-made Alnd. 

myself 1s/ self-respect4 d/ use self-addressed 4 4/e 

4 See Commentary, 6. 
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b. selvesd 

ourselves /o/ themselves Lis/ yourselves —Zed// 

4 See Commentary, c. 

38.3 DERIVATIVES 

interests LE enters 72g interruption Vp 

interesting 72 entering 72 interaction lac 

interested 775 entered ae intervention Nw 

uninterested wh - entertainer File cern yUm- 

disinterested As-72—- interchangeable Ge 

38.4 COMMENTARY 

a. Please note that words beginning intr and entr do not fall under this 
principle but are written with n for in or en followed by capital ¢ for tr, as in: 

entrance ae. intricate zee introduce ~»y/ za 

intrastate yey, 

b. Did you observe that words which follow self are hyphenated? 
c. ‘There is no need to double the disjoined slant for plural in the case of 

ourselves and themselves because our and they are plural, as myself, herself, and 
humself are singular. The exception to instant recognition of singular and 
plural is your, and it is possible to confuse the singular yourself and plural 
yourselves unless the punctuation mark is doubled for the plural. 
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38.5 READING EXERCISE 

a ~~ e7 Me Z “am < d 7. AAALA “3 
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KEY 1. Dear Sir: Many people have convinced themselves that they cannot possibly 

afford a new automobile. Have you” done the same thing? Have you told yourself 

that a new car is too expensive? (P) Why not stop in at our showroom and let* us 

explain how our time-payment plan makes it easy to own a beautiful new car for 

relatively little money. While you are here, look around at the wonderful new 

models that have just been delivered from the factory.® See for yourself how we have 

combined careful construction with beauty of line. (P) You may also feel free to ask!” 

our representative for a demonstration ride. After only a few miles, you will 

understand why millions!?° of automobile owners throughout the country have been 

saying that this car is so easy to handle that it'*® almost drives itself. Yours very truly, 

(147 words) 2. Dear Mr. Dash: I am sorry that you did not approve of the method by 

which we sent your last order. We thought” we were serving your best interests when 

we made shipment by railway express, and we regret that this was not what you” 

wanted. (P) To avoid any such error in the future, will you carefully specify your 

preference in regard © to the manner in which shipment is to be made. Yours truly, 

(71 words) 3. Dear Mr. Bright: I have looked at some properties in which you may be 

interested as a possible site for your”? new enterprises. One of these properties is about 

five miles north of the city, and the other lies a short*® distance to the west. Both are 

located within a hundred feet of the main interstate highway and within a® few miles 

of the railroad. (P) I understand that the County Trust Company holds the mortgage 

on this land and suggest® that you yourself contact them for further information. (P) 

A letter follows giving detailed descriptions of these’ properties. Yours truly, (/04 

words) 4. Gentlemen: This is to notify you that I have recently moved from 59 South 

Interchange Road to” 130 East Center Street. (P) Will you please change your 

records to indicate my new address so that I can be* sure there will be no interruption 
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in the delivery of my subscription to your monthly magazine. Yours® truly, (6/ words) 
9. Dear Mrs. Camp: Are you beginning to feel a complete sense of hopelessness about 
your Christmas shopping? Do you” still have many friends for whom you have not yet 
found the proper gift? (P) If this is the case, then I recommend that you® stop at our 
store to inspect the fancy food and imported cheese that we carry. This line has been 
gaining in® popularity through the years, and anyone on your Christmas list will 
welcome a one- or two-pound treasure chest made® up of our deluxe products. (P) We 
are within easy walking distance of all buses and subways, and our doors! remain 
open every Wednesday and Saturday evening until ten o’clock. Why not treat yourself 
by coming in and '” putting an end to your shopping problems. Yours truly, (/29 
words) 

38.6 REMEMBER ... 

inter, 38.1 

interfere nfe intermittent WU cL- intern %m 



LESSON 39 

39.1 When a word contains two medial pronounced consecutive vowels, 

write only the first (see Commentary, a). 

or 

actual aclu diet AL ruin Aue 

annual aul fuel fd trial Zeb 

industrial na@lSel poet pet visual vpul 

39.2 Write only the last vowel in a word with two final pronounced 

consecutive vowels (see Commentary, 6). 

area Ler cameo @ Ye graduate gyda. 

audio Ado create C@@ media, mediate 4 radio 

39.3 DERIVATIVES 

casualty Cyt) liability» -4e# D- “reliability>. 2Z& J 

39.4 COMMENTARY 

a. We have been careful to specify that each of these two medial consecu- 

tive vowels are pronounced because there are also two consecutive vowels with 

only one vowel sound, as in built, lease, and tail. Occasionally you will find that 

249 
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one of these medial vowels has already been written and should not be 

rewritten; e.g., the y for ré already includes the vowel, so material is 

b. The easiest way to remember which vowel to write in 39.1 and 39.2 is, 

when a vowel ends the word, to write that end vowel, as in 39.2. When two 

consecutive pronounced vowels come before the end of a word, write the first of 

the two vowels, 39.1. 

39.5 READING EXERCISE 
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_@ Pe ZL, 2 an eZ, Ad— = U- ade 

KEY 1. Dear Frank: The attached chart will give you visual evidence of the facts I 
gave you concerning the stocks issued ” by our corporation during the past 18 years. 
As you can see, there was only a gradual rise in the? annual dividends paid to our 
stockholders in the first 10 years; but in the period since then, our stock has doubled 
in value with a subsequent increase in the size of the dividends declared. (P) As far as 
the future® is concerned, we are involved in miscellaneous activities that will create 
even more substantial profits’ for us. For this reason, I do not hesitate to advise you 
to buy our stock as a safe investment for!2° your savings. Sincerely yours, (/25 words) 2. 
My dear Sir: This is in response to the letter we received from you in which you made 
inquiry regarding our” charges for typewriter rentals. (P) We cannot quote a 
standard rate at this time because many factors are considered “ in determining the 
actual cost. For example, we need to know how many machines you will want, the® 
length of time involved, and whether you require manual or electric typewriters. (P) If 
you will supply this® information on the enclosed card, we will be happy to give you 
an exact price for our rental service. Yours truly, (/00 words) 3. Dear Mr. March: I 
have just had a long conversation with the President and Treasurer of our company” 
about the regrettable situation in which we now find ourselves. As you know, we have 



oe 
Fe 

Lesson Thirty-nine 253 

been losing a great* many of our employees to various companies in the city that offer 

liberal annual © increases in salary, forms of health insurance, extra vacation bonuses, 

and other financial benefits.2° (P) It is obvious that something must be done 

immediately. For this reason, I am calling a special! meeting of the Board of 

Directors for Friday, April 5, at 3:15. (P) In the meantime, would you review the!” 

list of miscellaneous suggestions that are enclosed so that you may give me your 

opinion when we meet. Yours! truly, (/4/ words) 4. Dear Miss Marsh: A mutual 

friend has submitted your name as one who might be interested in a chance to make 

some” extra money in your spare time. (P) You can do so by selling our beautiful line 

of Christmas cards and gift wrappings.*® We not only pay a liberal amount for each 

box sold, but we also give a generous bonus to the® person in each city who sends us 

the largest order. (P) If you feel inclined to accept our offer, you can contact® us by 

phoning the number shown above. We hope to hear from you. Yours truly, (94 words) 

5. My dear Mr. Abbot: You are undoubtedly aware of the fact that we will shortly 

attempt to create a” training program in our factory. The main purpose of this 

program is to instruct our employees in the proper* maintenance of our machinery. 

We are hopeful that it will also prove useful in helping our men® understand the 
importance of adopting the safety measures you advised in your annual report. (P) 

Could you spare® time to talk at one of our sessions? Sincerely yours, (89 words) 

39.6 REMEMBER ... 

Medial consecutive vowels 

casual Chk liable 4&reliable, reliably 2% 

dual del manual pam society doe) 

gradual Ged mutual »~o€¢e@ variety Ute) 



LESSON 4O 

40.1 Write Z for trans. 

transact Tage, transfer 

transcribe CCL transit 

transcript Lp translate 

40.2 DERIVATIVES 

transferred f~ transcriber 

transferring oe transcription 

transfers _f7 translation 

40.3 COMMENTARY 

This assignment contains only one final rule. Because of this, the Reading 

transmit 

Zt transplant 

transport 

CCE transaction 

Cp transmission 

a4, ‘transportation 

Exercise is much longer than any you have previously had. 
The letters in this final Reading Exercise contain all of the Brief Forms and 

Abbreviations that you have learned. Drill in Brief Forms must be intensive 
for these outlines to become a part of your automatic vocabulary. This 
Reading Exercise provides just the sort of intensive drill needed. Read and 
reread—practice and practice again—profit from your work! 

40.4 READING EXERCISE 
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77 

Zp - 

ayael 

RLS 
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—th, thn at O.k- 4 TF Ailey —p _ 

n E ag thy rte 

eo wk faa Apt 

Ml lee al ay eae BN ZZZ 

KEY 1. Dear Miss Fine: Several years ago an independent group of men and 
women, who were particularly”? interested in the field of education, decided to 
organize an association of junior and senior high school teachers. (P) These 
individuals thought that an organization of this kind would give teachers throughout™ 
America an opportunity to meet and learn of new methods being developed to 
improve the level of education for children as a whole. The idea met with 
immediate success, and as a result,!° the organization grew from an_ initial 
membership of 55 to its present total of almost!” 3,000. (P) The object of this letter is 
to tell you that the Southeast division of the American! Association will hold its 
annual meeting at the conclusion of the winter term. The date will probably!® be 
during the week of January 18, but more definite information will be sent by the!® 
committee as soon as available. Sincerely yours, (189 words) 2. Dear Mr. Childs: The 
superintendent of our warehouse on West Second Street has informed me that the 
volume of ” orders being shipped out has increased by 20 percent during the past six 
months. (P) In view of these circumstances, I feel we should perhaps begin 
considering a move to larger quarters. We began looking for a building on the north 
side of town that would provide us with at least an additional 5,000 square feet of 
room and with® a location no more than a mile or two from the railroad. These 
requirements may present some difficulties, but! we shall continue to try to find 
something suitable. Very truly yours, (//4 words) 3. My dear Mr. Small: This will 
acknowledge receipt of your letter of June 9. (P) I have known the young man about 
whom” you speak for a number of years. He was once a pupil at our school and was 
described by his teachers as being unusually intelligent and hard working. I recall 
that his health had always been rather poor, but he® was able to hold miscellaneous 
jobs around town during his vacations. When I last saw him, he declared ® his 
intention of applying for a job with the Parcel Post Division of the Post Office; and I 
understand ' that his application was approved. Sincerely yours, (//0 words) 4. Dear 
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Mr. Day: Our administration has set up a research bureau that will collect statistics 
and figures” regarding sales in and around our city. Their information will be of 
particular interest to manufacturers in this area and will be furnished free of charge. 
(P) The signature of your corporation’s president™ or vice-president on the enclosed 
card will entitle you to a 12-page descriptive booklet in which you® will find 
additional information about this unusual service. Sincerely yours, (96 words) 5. Dear 
Dr. Place: We are sending you 3 nine-ounce samples of our popular Christmas 
merchandise. (P) I have also” written a memorandum to my secretary to remind her 
that a pair of tickets for our annual “ food show in December are to be delivered to 
you. Yours truly, (49 words) 6. Dear Mr. Goodman: Our company has decided to 
build a railway to connect our plant with the main track of 20 the Northwest Railroad. 
Doing so Will not only enable us to transport our automobiles more successfully, but 
will help to speed delivery to all parts of the country. (P) I understand that you 
represent the firm® that holds the mortgage on the property we have in mind, and I 
would like to meet with you to discuss the purchase” of it. Please telephone me at the 
number given above letting me know where we can meet and at what hour. Yours! 
truly, (/0/ words) 7. Dear Mr. Deal: I note from the certified report that our average 
montly sales between June and September” are already considerably above those of 
last year. (P) Am I correct in assuming that this extraordinary® increase is due to the 
extra advertising we have done in local evening papers? If you® really believe that 
this is the situation, then I think it necessary to invest an even greater® part of our 
capital in this way. Yours truly, (89 words) 8. Dear Mrs. Foot: I have written to you 
many times directing your attention to the amount that you still owe”? us under the 
terms of our contract on our November invoice. As you know, keeping such a small 
amount open on our® books is difficult; so it is important that the account be paid in 
full by the end of the month. (P) Why not send © us your check in the enclosed 
envelope at once. Very truly yours, (77 words) 9. Dear Mr. Little: Should large steel 
companies be subject to absolute control by the Federal Government? 2 Should the 
Government establish maximum prices that may be charged for steel? (P) Some 
people subscribe to the opinion that this control is absolutely necessary for the 
benefit of the public and that it would greatly contribute to the economic life of the 
country, while others are against this. Certain representatives® of the Government 
and the steel companies feel that these regulations would not prove satisfactory. (P) 
Both'™ sides of the question are fully discussed in the October issue of the magazine 
we publish. Because the’? magazine always sells rapidly, we suggest that you stop at 
your newsstand now or send in for a subscription.!# Sincerely yours, (/43 words) 10. 
Dear Mrs. Inch: You no doubt know that there is a big sale being held at our store on 
Essex Avenue and Grand ” Boulevard. You have until the end of this week to come in 
for it. (P) Like so many other customers, you will appreciate our fine line. You will 
be pleased, too, with the money you can save on every purchase. You can establish 
credit by taking advantage of our easy-payment plan, or if you prefer, we will gladly 
put aside® whatever you wish to buy. (P) July 9 is absolutely the final day. We are 
open from 9 a.m. until’ 6 p.m. every day and until nine o’clock on Wednesday 
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evening. Do not fail to come in. No woman can! afford to be so busy that she can’t 

find a few minutes for such a successful trip. Sincerely, (/38 words) 11. Dear Mr. Moss: 

I am again writing to tell you that we appreciate the orders you have given us. (P) 

We” hope you are satisfied with the manner in which they were handled and that you 

will place many orders with us in® the future. (P) May I remind you that our catalog 

gives a description of the discounts we offer. Very® truly yours, (63 words) 12. Dear 

Customer: When I came with this company a few years ago, I was impressed by the 

size of the numbers.2° And I still am! (P) This year our airline will do nearly 

$2,000,000,000 worth of business. Our planes will fly* 400,000,000 revenue miles 

carrying approximately 30,000,000 passengers. Yes, the numbers are big! © (P) But of 

all the assets this great company has, the greatest is its people. Without the wonderful 

people of ® our airline pulling together, there would be no big numbers to think 

about. (P) The pilots who fly the planes are the’ guys who make it happen. (P) The 

flight attendants have a mission—to assure every passenger a pleasant trip.'” (P) 

Backing up these front line people is the warm voice on the reservation phone, the 

white glove girl in the terminal, the!*® courteous ticket agent, the accommodating sky 

cap, the hard-working ramp serviceman, the knowledgeable™ air freight agent, the 

skilled mechanic, the computer programmer, the secretary, the chef, and all the 

other!® people who make up our team. (P) Every day between 80,000 and 100,000 

passengers fly with us? all over the world. Our people keep this tremendous 

operation glued together, and we depend upon them.”? Without them our other assets 

wouldn’t be worth anything. Cordially yours, (234 words) 13. Dear Mr. Pound: We 

know that April is a very busy season for you. We also know that the fire in your”? 

plant has upset schedules. With all of this, you have no doubt forgotten that your 

payments are due for the shipments sent*’ in February and March. (P) This letter is to 

ask that your check be sent within a few days. Yours very truly, (60 words) 14. Dear 

Madam: Every intelligent child should be a member of our children’s book club. 

Children all over the land ” are joining every month, and they are profiting from fine 

books at prices well below the amount usually* asked. (P) The only additional cost to 

you is a minimum 10-cent charge for handling and mailing. (P) For further® details, 

please send the enclosed card to our Customer Service Department. Yours truly, (75 

words) 
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RECAP AND PRENUE 
READING FOR TRANSCRITION 

A LOOK AT WHAT FOLLOWS 

A summary of principles is provided in Appendix A so you can review at a 
glance any rulé. for any sound. Brief Forms and Standard Abbreviations are 
listed in Appendices B and C in alphabetical order. The paragraph in which 
each originally appeared is also indicated. SPEEDWRITING outlines for all 
the states and for many cities in the United States are given in Appendix D. 
The outlines for the Canadian provinces and many Canadian cities are also 
found in this list. The Index gives the contents of the book alphabetically. 

You have now completed all of the principles, brief forms, and standard 
abbreviations for SPEEDWRITING. When you are able to use these prin- 
ciples automatically, you will be able to write any word in the English 
language. The next level of your training is dictation and transcription. In 
each lesson you will be reviewing the principles, brief forms, and abbrevia- 
tions. You will continue to develop dictation skill on both familiar and 
unfamiliar material. You will learn to “translate” your shorthand notes into 
typewritten copy. 

Efficiency in reading your shorthand notes is a big factor in the accuracy 
and speed of transcription. If you learn to read your notes in thought phrases, 
you will read more accurately. Misread notes result in inaccurate transcripts. 

In the example given the perpendicular lines separate the notes into 

thought phrases. Read the first phrase; then type it. Continue in this manner 

throughout the copy. 

263 





APPENDIA A 
SUNYYYARY OF PRINCIPLES 

WRITING VOWELS 

1. Write long vowels in one-syllable words: goal get ; huge Aue ; 

wife vy; league Leg Chey ie 

2. Write INITIAL and FINAL short vowels: asset @aL 5 egg 

eG 5 ue &3& 5; quota Oe | editor ol 3 formula pba C8): 

3. When a word ends in the sound ate, eet, ite, ote,” or ute, write 

the vowel and omit the ¢: date da ; meet —r@ ; light he ; vote 

YO  ;suitt Ace (11.1). ; 

4. When a word ends in the sound of ave, eve, ive, ove, or uve, write the 

vowel and omit the v: gave ge ; leave Le ; arrive QA ; drove 

do ; groove V pen (lle); 

3. When a word ends in the sound of ame, eem, ime, ome, or ume, write 

the vowel and omit the m: same AB ; extreme ‘a ; lifetime Ye ; 

home fo ; presume (zoe). 

6. When a word ends in the sound of air, eer, ire, ore, or ure, write the 

vowel and omit the r: repair ; appear 5 acquire ; 

explore ; insure mtee ee ca Oe 

7. When ing or ed is added to an outline that contains a long vowel, 

retain the vowel in the outline: hoping hop ; teaching ac ; filed 

(Recap and Prevue: Vowels). 

8. When the outline of a root word begins or ends in a vowel, retain 

that vowel when a prefix or suffix is added to it: high Ae ; highly 

hula - true Lee ; truly Lub ; pay Pe ; payroll park ; renew 

Ames ; renewal anul ; react Aaa ; reelect nebe, ; reopen ROf~o 

(9.36). 

9. When a long vowel is followed by a mark of punctuation, retain 

the vowel: moment -rao-= ; truant Tee ; duty Ax) ; consumer Raur/ 

(G2 
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10. Write of for the sound of old: golden goln boulder bot’: 

folder pe (13.1). 
11. Write ¢ for the INITIAL sound of zm: zmitate ta ‘ 

impossibility pal) (3252). 

12. Write 2 for the INITIAL sound of un: undoubtedly aes 

unfortunately (32.5): 

13. Write “em for the sound of zine: combine kbemn ; consignee 

Reeme (32.1b). 
14. When a word contains two MEDIAL pronounced consecutive 

vowels, write the first vowel only: trial Zé ; annual Aec€ ; 

diameter @->/ (39). 

15. When a word contains two FINAL pronounced consecutive 

vowels, write the last vowel only: create C@ ; graduate (39:1) 

16. Write @@ — for the FINAL sound of all: install mea; football 
(1621): 

17. Write @ for the INITIAL and FINAL sound of aw: all 

abe ;alteral/ ;law Oa ;saw ba (18.2). 

OMITTING VOWELS 

. Omit all MEDIAL short vowels: citizenship Adan Sinish fs : 

my (1.6). se, ; knowledge 

2. Omit all MEDIAL long vowels in words of more than one 

syllable: obtain ob, ; procedure wh belvef CO ET): 

de VV rite 6 for the MEDIAL and FINAL sounds of ake: make 

ae: lakeside head : taking Le (13.2)3 

4. Omit the vowel and write a for the MEDIAL and FINAL 

sounds of ade, ede, ide, ode, and ude: made mal ; cede Mal ; side 

Mal : reload rb : crudely ta@@ (19.1). 

5. Omit the vowel and write 3 for the MEDIAL and FINAL 
sounds of aze, eze, ize, oze, and uze* phase Va > reason ; wisely 

| a ; chosen ; chooses (LG: 

. Write ~ for the prefix’ em: emphatic fle: emblem -~b-y ; 
employer C21). 

7, Omit the vowel and write n for the sounds of ane, een, one, and une: 
tran Um ; seen Am ; loan hy; soon Am (32.1). 
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8. Write Y for the MEDIAL or FINAL sound of a vowel + 7: 
various ; machinery 5 mquiry ; territory ; hurry Lg Rea ale Rina | 

. Write mM for the prefix en: enclosure ; endure mile: 
engine AG Chagas v2). 

10. When a word contains two MEDIAL pronounced consecutive 
vowels, omit the second vowel: trial ZZ ; annual Qec€ ; diameter 

aA (39.1). 
11. When a word contains two FINAL pronounced consecutive 

vowels, omit the’ first vowel: create Tan ; graduate yale Gooey: 
12. Write & for the FINAL sound of lee: efficiently of SL. 

originally w carly €2L (7.2); 

13. Write for the MEDIAL or FINAL sounds of a vowel + 

shun: quali Fedo TRE Ad ; Ghat kel ; promo- 

a tions PoGe (15. 

14. Tate a for the FINAL sound of tee: duty ae) « 

quantities G-»? ; aa ab) ; authority QF) (31.1). 

COMBINATION SOUNDS 

1. Write Wx for the sound of wh: what Cord ; when Wy ; which 

OC (3.2). 
2. Write C for the sound of ch: attachment ALC -— ; chiefly 

; much -vwC ; nature WC (2. 3); 

3. Write bb for the sound of sh: issuing fer | ; Insurance mde /. 

sufficient =» (33). 

4. Write wr for the MEDIAL and FINAL sounds of ow: 

allowance abr-/, doubt dol ; now mor (B92). 
5. Write for the sound of th: them (4 ; method —AL ; 

health RL (7.1). 

6. Write a hyphen on the INITIAL letter of an outline to indicate 

the INITIAL combination-r sounds: broke Gow; crashed eZ ; 

dropped BP eres > group LL. seh Pim travel 

Wwe ; through Cee % argue age} earn urge 

cf ; shred Be (8.1). 

fo) express a MEDIAL combination-r sound, capitalize the letter 
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that precedes the r and omit the 7 from the outline: fabric 
increase ng ; refresh AE : agreement ABR —; approach we. - 

attractive AV (14.1). 

7. Write Y for the sound of 07: appointment afaef-=; oul gl 
wy by (10.1). 

8. Write a for the sound of kw: Srequently frgy- -£; acquainted 
= 5 Gua Pt 5 quite Gre; adequate (12a) 

9. Write a dash on the INITIAL letter of an outline to indicate the 
INITIAL combination-/ sounds: block Oe ; clients Be - =; element 
TE ; flight ; glad places alan —?p™ ; slow 
—4o ; ultimateWOAL! ; alibi at ; else —Eg @16:1), 
When the combination-/ sound is MEDIAL, omit the / and write 

the letter that precedes it: application apes (1672), 
10. Write acomma(__, _ ) for the INITIAL and FINAL sound 

of st: largest Ly » 3 Ustings 4, ; introduced mI, study ade : 
stands d— —- (27.2). 

11. Write 4 for the MEDIAL sound of st: mistake ar ; 
instead mata (27.1). 

12. Write y for the sound of nk: frankly 79” ; thinking fg 
(28.1). 

13. Write Le for the FINAL sounds of bul and Adie: able 
ab; favorably BUF (30.2). 

145 White Pp for the FINAL sounds of pul and plee: simple 
Ap; simply Aw (3051): 

15. Write a small printed § for the sound of Sp: Spend $—— 
respect SAS ; grasp 9s (34.15°34.6): 

16. Write a disjoined slant for the sounds of nse and nsy: expense 
xp / ; responsible ws [be ; fancy f/ (38.1); 

17. Write 3 for the sound of zh: treasure Lyf ; treasury ay 
(Qie2): 

18. Write a capital printed SS for the sound of str: distribute 
ASbu (22.1). 

19. Write a dash (— ) for the MEDIAL or FINAL nd: recommend 
nk — ; brand O— . 

20. Write 1g for sub: submit g.4Z (35.2), 
AEN atom a4 for trans: transfer ta (40.1). 

’ 
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PUNCTUATION MARKS 

1. Use an underscore to indicate the addition of ing or thing to a word: 
getting Ge; recommending rk —. anything m@ (2.2). 

2 alsetam overscore to indicate the addition of ed to form a past 
tense: added Qe : occurred 007 ; wanted —7= ; mended r—=; 
announced A | (Ot) 

3. Use a hypen for the MEDIAL and FINAL sounds of nt and ment: 
resident nya; didn’t Adal ; judgment d7~ ; rental A-£ (3.1), 

4. Use.a‘joined slant to indicate the FINAL sounds of er and ter: favor e 

fo™ : feature fe. : officers Ofer ; errors €4/ center 3S 
(hye 1)s 

3. Use a dash for the sound of nd: recommend rh —. brand O— 
(20a); 

6. Use an apostrophe to indicate a FINAL ss and ness: regardless 
; addresses AK)” ; illness —2? (26.1); 

7. Use a quotation mark to indicate a FINAL ssness: hopelessness 
4 7] 

hopl; helplessness Apl (26.2). 

8. Use a comma to indicate the INITIAL and FINAL sounds of 
st: largest Ly, ; listings L ; introduced m7&, study de ; stands 
2— —(27.2). 

9. Use a blend( )__) to indicate the FINAL sound of tee: duty 
Ole ) ; abilities AK) (31.1). 

10. Use a disjoined slant to indicate the sounds of nse and nsy: expense 
J: responsible As/t ; fancy b/ (B0,15930 4b) and 6/ 

for self and selves: selfish A/ & ; myself ue/: themselves Co / (38.2). 

CAPITALIZATION 

1, ‘To express a MEDIAL combination-r sound, capitalize the letter 
that precedes the r and omit the r from the outline: fabric (he : 
increase XQg ; refresh ASS ; agreement age —(14.1). 

2. To express the MEDIAL vowel and r, capitalize the outline that 
precedes the sound: liberally LEC ; report phe ; accordingly 
modern —wey™ ; furniture PrC? ; regard rd ; certainly Sbn&: 
determine ef 6h converse ASF ; reserved (ale thorough Zo 

(23.1). 
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3. For the FINAL sound of ther write a capital t: author Q7 ; 

farther fA7 (24.1). 
4.Write C for the sound of ch: cheap : reach ROC (2: 3)8 

5. Write & — for the sound of sh: issue ofee 5; rush (S:3)s 

6. Write 7) for the sounds of enter and inter: entertain Y¥ Um : 

interest 7), (38.1): 

MISCELLANEOUS 

1. Write 4 to form plurals of outlines ending in a letter of the 
alphabet: groups ps; today’s las ; Joins Ags (4.2). 

2. Repeat the punctuation mark to form plurals of outlines ending 
in punctuation marks: mailings mee. events B= — ; abilities ab) ‘ 

expenses NH ; invests mv, (4.2). 

3. wees ¢ for the te of k: cashier che ; keynote cam . 

booklet OCLL ; walk re (5.1). 
4. Write YU for MEDIAL and FINAL ti: effective aferr; 

tentative C- ; positively els. 1’). 
5. Write 2k for the sounds of com, con, and coun: combination 

kon ; convenient Run-; counters RZ (21S): 
6. Write © for the sounds_of str, star, ster, and stor: distribute 

ASbn; start SL ; registered 4S ; Story Qe (22:1). 
7. Write x for the sounds of aks, eks, tks, oks, and uks: accident 

“ed- ; extent wl — Rtas F - box LX : deluxe bx (28.2), 
8. Write for the sounds of MEDIAL and FINAL shun, vowel 

+ shun, and nshun: national mgb ; invitations aur attention ak 
(¥5:2). 

9. Omit n before the sounds of gj, and ch: bring oq ; length 
; exchange ly ; ranch AC (29). 

1D Write § ~3<") for MEDIAL and’ PINAL sounds of us, usly, shus, 
shusly, shul, shully, nshul, and nshully in words of more than one syllable: 
bonus bmx ; officially of ; anxious aan ; financially px (33.1). 

11. Omit ¢ after the sounds of k, p, f. and x and omit pt after m: act 
AC ; except ; draft ; next FAX ; prompt 
(36.1). ne ah iit ei 

12. Omit d before m and v: admit AA : advance ac-/ (34:2); 
13. Write f for ful, fully, and the final sound of Dy: carefully Caf ; 

beautiful LY ; notify mf (37.1), 
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WRITING SPECIFIC SOUNDS IN DIFFERENT POSITIONS 

1. Write a hyphen on the INITIAL letter of an outline to indicate the 

INITIAL combination-r sound; capitalize the letter that precedes this 

sound in a MEDIAL position: brick Be ; fabric 5 crease 

Tes ; increase m6 ; drama sre; melodrama ALO ™ fresh 

; refresh WIVES ; gram a 3 program PF ; print Foe ; 

reprint ~,A2 (8.1, 14.1). 

2s Write a dash on the INITIAL letter of an outline to indicate the 

INITIAL combination-/ sound; omit the / and write the letter that 

precedes the MEDIAL combination-/ sound: block Oe, ; glad 

; plan —pn; apply ; duplicate Apea (16.1, 16.2). 

3. INITIAL er is ee ; FINAL er and ter are indicated 

with a joined slant; and MEDIAL vowel + 1 is indicated by 

capitalizing the letter that precedes the sound: carn By ; cover 

Cw ; after af ; different @/-- (8.1, 17.1, Recap and Prevue: 

The Consonant, r). 

4. INITIAL and FINAL st are indicated by a comma; MEDIAL st 

is indicated by writing ae style xt 5 just 4) ; mistake ~\ga 

4 t Saf PID 
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about 

above 

acknowledge 

advantage 

again, st 

almost 

already 

also 

always 

am 

an 

appreciate 

are 

around 

as 

ask 

at 

auto 

be 

because 

been 

began 

begin 

benefit 

between 

both 

business 

busy 

but 

buy 

APPENDIA. B 
SUNYYYARY OF BRIEF FORNS 

16.3 

24.5 

ee: 

18.3 
31.3 
28.3 
24.3 

PX S) 

12.3 
12.3 
13.3 
1.10 
2) 
8.2 
6.3 

12.3 
4.4 
6.3 

20.2 
6.3 

20.2 
20.2 
26.3 
10.3 
24.3 
18.3 
10.3 
6.3 
6.3 

18°3 

PREP DREAD TE TAC ES CREED EBERT RCE 

by 
call 

came 

can 

charge 

circumstance 

collect 

come 

committee 

conclusion 

consider 

continue 

contract 

correct 

country 

customer 

deal 

declare 

definite, ly 

deliver 

delivery 

describe 

description 

develop 

difficult 

difficulty 

direct 

during 

easy 

entitle 

6.3 

24.9 

16.3 

1.10 

1233 

3079 

36.3 

16.3 

16.3 

de®) 

26.3 

2232 

26,3 

26.3 

28.3 

16.3 

ae, 

13% 

3459 

22a 

2222 

6.3 

6.3 

i 

Uke) 

3059 

26.3 

6.3 

1329 

ana 

BARRESSRERESSLES EEE TS PHO eRY 
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even 

evening 

ever 

every 

extra 

extraordinary 

fail 

feel 

field 

find 

fine 

fire 

firm 

for 

full 

fully 

future 

given 

go 

good 

great 

had 

has 

have 

he 

held 

help 

him 

his 

hole 

hour 

idea 

immediate, ly 

important 

in 

individual, ly 

initial, ly 

20.3 

26.3 

20.2 

20.2 

28.3 

26:9 

10.3 

10.3 

1033 

13.3 

133 

222 

aol 

10 

24.3 

Pk a 

18.3 

one) 

123 

12:3 

8.2 

Peas! 

16.3 

aA 

123 

13,3 

6.3 

123 

1.10 

13 

1.10 

34.3 

2823 

30.3 

1.10 

24.3 

34.3 

J 
a) 

\ 

. o RAP READERS PORES EPP RER ON 

is 

it 

keep 

kind 

known 

letter 

life 

like 

line 

little 

man 

many 

member 

move 

necessarily 

necessary 

not 

note 

object 

of 

on 

once 

only 

open 

opinion 

opportunity 

order 

organization 

organize 

other 

our 

out 

over 

particular, ly 

perhaps 

please 

poor 

1.10 

1.10 

[2:33 

133 

Be 

4.4 

30.3 

6.3 

13.3 

123 

8.2 

125 

18.3 

16.3 

6.3 

6.3 

1.10 

26.3 

EPL 

oe 

ae 

36.3 

20.2 

30:3 

30.3 

2222 

16.3 

313 

ie 

20.2 

1.10 

18.3 

16.3 

36.3 

4.4 

16.3 

343 BAZ VSP ESRI AWG ROOT ARS B32) ) REASAIED SA 



price 

probable, ly 

prove 

public 

publish 

pull 

pupil 

purchase 

put 

real, ly 

reel 

regular, ly 

regulation 

result 

sale 

sample 

satisfaction 

satisfactory 

satisfy 

save 

school 

several 

shall 

she 

ship 

situation 

small 

stop 

subject 

suCCess 

successful, ly 

that 

8.2 

BY a) 

30:3 

HERE 

243 

20.2 

20.2 

12.3 

NaS) 

2059 

28.3 

30.3 

30.3 

30.3 

18.3 

Or 

Pone 

Dock 

Ds 

Ree) 

2052 

18.3 

10.3 

10.3 

10.3 

10.3 

28.3 

20:3 

10.3 

3 9s) 

O13 

1.10 PERE SPROSME EERE EE REE ROTRE PERT 

the 

their 

there 

they 

this 

those 

thought 

throughout 

to 

too 

under 

until 

up 
upon 

usual, ly 

very 

was 

we 

well 

were 

where 

while 

whole 

whom 

why 

will 

with 

without 

woman 

world 

would 

your 
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LO. 

Ope 

8.2 

LON 

Ae 

10.3 

23 

26.3 

1.10 

123 

16:3 

202 

1323 

26.3 

8 ho) 

AA 

SZ 

1.10 

1.10 

8.2 

18.3 

PAIS 

1333 

6.3 

6.3 

1.10 

8.2 

ols 

8.2 

ee) 

44 

8.2 PACE EGRET R EG CHOY ATP RRENPOR RE 





APPENDIX. C 
SUMNYARY OF STANDARD ABBRENIATIONS 

absolute, ly 20.3 abe dollar, s 16.4 
administrate 36.3 @elnr East 6.4 

administration 36.3 aan envelope 10.4 
advertise 2045 ade- establish BO 

America, n 31.4 ° o federal 22.3 
a.m. 30.4 an feet 18.4 

amount Ses) aut figure 18.4 

and 24. ¢& foot 18.4 
approximate, ly 34.4 Apr government 22.4 

associate 31.4 Qaso hundred 28.4 
avenue 13.4 ave inch 16.4 
average 244 au” independent 34.4 

billion 28.4 8 intelligence 20.3 
boulevard 13.4 b€erdl intelligent, ly 20.3 

bureau 36.3 Gee invoice 10.4 

capital 22.3 core junior 12.4 
catalog 45 Gal magazine 24.4 
Cents 16.4°>>-€ manufacture 34.4 

certificate 26.4 Cert maximum 24.4 

certify 26.4 carl memorandum 4.5 

child 30.3 C4 merchandise 20.3 
children 30.3 Chm mile 18.4 

Christmas 26.4 Kr million 28.4 

company 2.4 €O minimum 24.4 

corporation 6.4 Corp month eS) 

credit 8.3 Ga minute 24.4 

day 134 af miscellaneous =. 22.3 

department 10.4 ape mortgage 31.4 

discount 83 des Mr. 12.4 
doctor 124 ade Mrs. 12.4 

277 
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North 

number 

o'clock 

ounce 

page 

paid 

pair 

parcel post 

percent 

place 

p.m. 

popular 

post office 

pound 

president 

question 

railroad 

railway 

represent 

representative 

Of 

8.3 

30.4 

16.4 

[o4 

2H 

31.4 

28.4 

8.3 

13.4 

30.4 

20.3 

134 

16.4 

24 

20.3 

26.4 

26.4 

220 

72 GREYS PRAVERIRS YS 

room 

second 

secretary 

senior 

signature 

South 

square 

street 

subscribe 

subscription 

superintendent 

telephone 

thousand 

total 

vice-president 

volume 

warehouse 

week 

West 

year 

10.4 

Le 

[2.4 

A 

te 

6.4 

18.4 

13.4 

24.4 

24.4 

36.3 

10.4 

28.4 

8.3 

24 

314 

34.4 

oe) 

6.4 

45 = CERRSRERE EES SEEN 



Alabama (AL) 

Alaska (AK) 

Arizona (AZ) 

Arkansas (AR) 

California (CA) 

Colorado (CO) 

Connecticut (CT) 

Delaware (DE) 

District of Columbia 

(DC) 
Florida (FL) 

Georgia (GA) 

Hawaii (HI) 

Idaho (ID) 

Illinois (IL) 

Indiana (IN) 

Iowa (IA) 

Kansas (KS) 

Kentucky (KY) 

Louisiana (LA) 

Maine (ME) 

Maryland (MD) 

Massachusetts (MA) 

Michigan (MI) 

Minnesota (MN) 

Mississippi (MS) 

Missouri (MO) 

279 
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THE UNITED STATES 

sy NBER 
ir 

—- Ce : 
A deseo 

a 

Montana (MT) 

Nebraska (NB) 

Nevada (NV) 

New Hampshire 

(NH) 
New Jersey (NJ) 

New Mexico (NM) 

New York (NY) 
North Carolina 

(NC) 
North Dakota (ND) 

Ohio (OH) 

Oklahoma (OK) 

Oregon (OR) 

Pennsylvania (PA) 

Rhode Island (RI) 

South Carolina (SC) 

South Dakota (SD) 

Tennessee (T'N) 

TVexas CUS) 

Utah (UT) 

Vermont (VT) 

Virginia (VA) 

Washington (WA) 

West Virginia (WV) 

Wisconsin (WI) 

Wyoming (WY) 

Tae ; 
Mis 
‘ it 
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Akron 

Albany 

Albuquerque 

Amarillo 

Annapolis 

Atlanta 

Augusta 

Austin 

Baltimore 

Baton Rouge 

Birmingham 

Bismarck 

Boise 

Boston 

Bridgeport 

Buffalo 

Cambridge 

Camden 

Carson City 

Charleston 

Chattanooga 

Cheyenne 

Chicago 

Cincinnati 

Cleveland 

Columbia 

Columbus 

Concord 

Dallas 

Dayton 

Denver 

Des Moines 

Detroit 

Dover 

El Paso 

Erie 

AMERICAN CITIES 

SPRING 

SONNE 
e g 

Evansville 

Flint 

Fort Wayne 

Fort Worth 

Frankfort 

Gary 

Grand Rapids 

Greensboro 

Harrisburg 

Hartford 

Helena 

Honolulu 

Houston 

Indianapolis 

Jacksonville 

Jefferson City 

Jersey City 

Juneau 

Kansas City 

Lansing 

Lincoln 

Little Rock 

Long Beach 

Los Angeles 

Louisville 

Madison 

Memphis 

Miami 

Milwaukee 

Minneapolis 

Montgomery 

Montpelier 

Nashville 

Newark 

New Haven 

New Orleans 

. 
oe 
iG t 

Ps 
Sas. 

NY 

ERR ta 

KAR 
re 
ik NX 
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‘New York mee Ue San Diego gm, dea 

Norfolk fe San Francisco dq fm 4400 

Oakland — San Jose 4uw Age 

Oklahoma City ochia A) SantaFe Jj-@ Be 

Olympia Tmeey anaas Savannah (germte 

Omaha o—nkea Seattle Aleldd 

Paterson 1 oem Shreveport bur 

Philadelphia jedéfe- South Bend Lf G— 
Phoenix treX Spokane S@ 

Pierre Pe Springfield sgfed 

Pittsburgh RLOSa Syracuse Ses 

Portland pe Tacoma le 4q@ 

Providence pod ] Tallahassee (Pf Ace 

Raleigh AG Toledo (Go 

Richmond 2@n— Trenton T—-M 

Rochester MCS ‘Tucson Lin 

Sacramento AC =o Tulsa Lea 

St. Louis B@- haa Washington 

St.Paul Aa- Wichita SS ee 

St. Petersburg da@-— p7 4g Worcester (.S 

Salem ~*ly Yonkers 4A 

Salt Lake City Ad Be 4) Youngstown agen 

San Antonio gm ahmo 

CANADIAN PROVINCES AND TERRITORIES 

Nova Scotia 

Alberta —priSLle Ontario O- 

British Columbia @d€ e@ ba Prince Edward | bac t 

Manitoba Island a 

New Brunswick pyge ie ae Quebec 

Newfoundland Ah foe — Saskatchewan 

Northwest Territory 7Y¢ dey Yukon Territory 

inva Achaea 

CANADIAN CITIES 

Arvida 

Barrie 

Alma 

Amherst 
pe. See 

WY, = Ny 
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Belleville 

Brampton 

Brandon 

Brantford 

Brockville 

Calgary 

Cap-de-la-Madeleine 

Charlottetown 

Chicoutimi 

Cornwall 

Cote-St.-Michel 

Dartmouth 

Drummondville 

Edmonton 

Edmundston 

Fairville 

Flin Flon 

Forest Hill 

Ft. William 

Ft. William-Pt. 

Arthur 

Fredericton 

Galt 

Glace Bay 

Granby 

Guelph 

Halifax 

Hamilton 

Hull 

Jacques-Cartier 

Jasper-Place 

Joliette 

Jonquiere 

Kenogami 

Kenora 

Kingston 

Kirkland Lake 

it 
ie 
READ RS He 
a 
¥4 

pa 

Kitchener 

Lachine 

LaSalle 

La Tuque 

Lauzon 

Laval-des-Rapides 

Leaside 

Lethbridge 

Lindsay 

London 

Long Branch 

Magog 

Medicine Hat 

Mimico 

Moncton 

Montreal 

Moose Jaw 

Nanaimo 

New Toronto 

New Westminster 

Niagara Falls 

North Bay 

North Vancouver 

Orillia 

Oshawa 

Ottawa 

Owen Sound 

Pembroke 

Penticton 

Peterborough 

Pointe-aux-Trembles 

Pointe-Claire 

Portage la Praire 

Port Alberni 

Port Arthur 

Port Colborne 

Prince Albert 

HP rr 
ee 
AY 
rrvictc Jo 5 

r 

STOTT 
ny 

VR RY 



Prince George 

Prince Rupert 

Quebec 

Red Deer 

Regina 

Rimouski 

Riverside 

St. Boniface 

St. Catharines 

St, Hyacinthe 

St. James 

St. Jean 

St. Jerome 

St. John’s 

St. Lambert 

St. Laurent 

St. Michel 

St. Thomas 

Ste. Foy 

Sarnia 

Saskatoon 

Sault Sainte Marie 

Shawinigan Falls 

Sherbrooke 

Sillery 
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Sorel 

Stratford 

Sudbury 

Swift Current 

Sydney 

Thetford Mines 

‘Timmins 

‘Toronto 

Trail 

Trenton 

Trois-Rivieres 

‘Truro 

Valleyfield 

Vancouver 

Verdun 

Victoria 

Victoriaville 

Ville-Jaques-Cartier 

Waterloo 

Welland 

Whitehorse 

Windsor 

Winnipeg 

Woodstock 

ue 
aN 

' 9 RS} 
° 3 

Soany 





INDEX 

A 

abbreviations, 11 

surfimary of, 277 

ade, 109 

air, final, 153 

ake, medial and final, 68 

al, initial and final, 103 

all ready and already, 122 

ame, final, 185 

ane, 207 

apostrophes, 87 

ary, medial and final, 146 

ashun, medial and final, 78 

ate, final, 57 

ave, final, 57 

aw, initial and final, 103 

ax, 178 

aze, 109 

blend, 200 

brief forms, definition, 6 

summary of, 273 

bul and ble, final, 190 

Cc 

capitalization, 5 

cede, 122 

ceed, 122 

285 

Fae a 

ch, 11 

com, con, coun, 126 

combination-1,:89 

combination-r 

initial, 41 

medial consonants, 73 

medial vowels, 139 

comma, 84, 85, 86 

- complimentary closings, 26 

contents, v 

context, 3 

contractions, 20 

D 

d+ morz, 219 

days of the week, 140 

derivative, definition, 15 

dictionaries, use of, 197 

E 

ed, final, 33 

ede, 109 

cem, final, 185 

cen, 207 

eet, final, 57 

em, initial, 126 

en, initial, 126 

enter, 243 

er and ter, final, 96 

ere, final, 153 
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ery, medial and final, 146 

eshun, medial and final, 78 

essness, final, 163 

eve, final, 57 

ex, 178 

eze, 109 

F 

farther and further, 147 

final, definition, 4 

final pronounced consecutive vowels, 
249 

final vowels, 5 

Wis CrP? 

Jul, final, 238 

fully, final, 238 

Jy, final, 238 

G 

geographical terms, summary of, 279 

H 

hear and here, 154 

hyphen, 14, 86 

ide, 109 

im, initial, 208 

ime, final, 185 

ine, 207 

ing and thing, final, 10 

initial, definition, 4 

initial vowels, 5 

inter, 243 

ire, final, 153 

iry, medial and final, 146 

ishun, medial and final, 78 

ite, final, 57 

its and zt’s, 22 

we, final, 57 

Peaie 

ize, 109 

K 

k, 26 

Keeea2 

kw, 61 

L 

language of shorthand, 3 

longhand, definition, 3 

ly, final, 37 

may be and maybe, 122 

medial, definition, 4 

medial long vowels 
one-syllable words, 4 
polysyllabic words, 46 

medial pronounced consecutive vowels, 
249 

medial punctuation in notes, 16 
medial short vowels, 4 

medial vowel and 7, 139 

money, 91, 98 

months of the year, 50 
mpt, 232 
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N pt, 232 
pul and ple, final, 190 

n+ g,j, or ch, 184 punctuation, 83 

nd, 115 

nk, 178 Q 

nse and nsy, 225 

nshul, nshully, 213 
quotation marks, 86 

nshun, medial and final, 78 

nt and ment, medial and final, 14 
R numbers, 33 

r, when can’t capitalize, 153 
O 

ode, 109 Ss 

tal s added to verbs, 20 

i 5, printed, 105, 133, 219 
ome, final, 185 . 
is salutations, 26, 62, 164, 165 
one, 207 

sede, 122 

self, selves, 243 

semicolon, 83, 84 

J, WS 

shorthand, definition, 3 

shorthand pad, 6, 231 

shul, shully, 213 

shun, medial and final, 78 

shus, shusly, 213 

ore, final, 153 

ory, medial and final, 146 

oshun, medial and final, 78 

ote, final, 57 

outline, definition, 3 

ove, final, 57 

overscore, 33 

ow, medial and final, 26 

ox, 178 : 
silent letters, 1 

yoy sounds, 3 

sp, 219 

P SPEEDWRITING Shorthand, system, 1 

ss and ness, final, 163 

period, 83, 86 st, initial and final, 170 

phrasing, 61, 63, 200, 231 st, medial, 170 

plurals, 19 stationery and stationary, 173 

possessives, 20 str and st-r, 133 

preface, viii sub, 225 

prefixes, 46 suffix, 80 

principal and principle, 123 summary of abbreviations, 277 

principles, summary of, 265 summary of brief forms, 273 
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summary of geographical terms, 279 ure, final, 153 
summary of principles, 265 ury, medial and final, 146 

us, usly, 213 

ushun, medial and final, 78 

ute, final, 57 

uve, final, 57 

+ 

tee, final, 200 
th, 37 ux, 178 

then and than, 38 Hal 

ther, final, 146 

tw, medial and final, 78 Ww 
trans, 254 

transcription wh, 15 

capitalization, 27 whether and weather, 147 
definition, 3 word development, 19 
reading for, 263 write what you hear, 1 
spelling, 122 writing, 2, 10, 15, 22,31, 34, 42 73.89 
time, 192 88, 91, 116, 121, 135, 140, 148 

U X 

ude, 109 xt, 232 
ume, final, 185 

un, prefix, 208 Z 

une, 207 

underscore, 10, 11 zh, 238 













Brief Forms 

E
E
 

E
b
b
 

th
 

a
S
 

S
i
 

8
 

OS
; 

s
t
 

3
 



Brief Forms 
2 3 4 7 8 9 10 

above acknowledge} advantage (almost already also always am, many 

12 13 14 15 17 18 19 20 

appreciate are, hour, around as, was auto be, been, because began. 

our 
but. buy, by begin 

21 22 23 24 25 27 28 29 3 

benefit between both business busy came, come, 
committee 

31 32 33 34 35 36 37 39 

collect conclusion ‘ consider continue contract, country customer declare 

ap 3 correct 

4) 42 43 44 45 46 47 48 49 50 

dollar, 

piaecibit develop vedas direct xin during easy entitle even evening 

51 52 33 54 55 56 57 58 59 60 

ever, every extra extraordinary fail. feel field find, fine fire firm for full, fully 

61 62 63 64 65 66 67 68 69 70 

future given go, good great had, he, him has have, of, help his, is 

very 

7) 72 US: 74 75 76 77 78 79 80 

idea immediate, important in, not individual, initial, it, to keep kind known 

immediately individually initially 

8) 82 83 84 85 86 87 88 89 90 

letter life like line little man member move 

91 92 93 94 95) 96 97 98 

object on only open opinion opportunity order 

101 102 103 104 105 106 107 108 

over Sn perhaps please poor price prove 

114 

again, 

against 

can, cents charge 

38 

deal, 
; 

deliver, 
definite, 

delivery 
definitely 

held, hole. 

whole 

necessarily 

necessary 
note 

organize, 
organization 

public, 
publish 

probable 

probably 

WwW 112 13 15 16 117 118 119 

regular, satisfy. 

pupil purchase put, up real, really regularly, result sale sample satisfaction, | save, several 

regulation satisfactory 

127 

their, there 

12) 122 123 124 125 126 128 

feck 
success, 

school Shales situation small stop subject successful, that the 

successfully 

131 133 134 135 136 137 138 139 

they those thought, too} throughout under until upon usual, 

usually 

143 144 145 146 147 148 

were, with where while whom why without woman 

i oe 
| | : = 
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