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Preface

This edition of Essentials of Gregg
Notehand: Intensive Theory and Practice
was especially prepared for those who must
make notes in their business, professional,
or social lives and who would like to de-
velop or improve their notemaking tech-
niques.

In addition to offering many concrete
suggestions to the notemaker, this volume
equips him with a brief, easy-to-learn meth-
od of writing — Notehand — with which he
can make notes much more rapidly than
he could with longhand.

ORGANIZATION OF TEXT

This book is divided into three parts:
Part I: Fundamentals of Notchand and
Notemaking. This part consists of 30 units.
Five units — 1, 7, 13, 19, and 25 — present
the principles of notemaking; the remain-
ing 25 units, the principles of Notehand.

Notemaking. A typical notemaking unit
contains:

1. A detailed presentation of a funda-
mental pranciple of notemaking.

2. Mustrations of the application of
that principle.

3, Practical tips and suggestions for
notemaking.

4. A sclf-check that tests the student's
grasp of the principle and its application,

Notehand. A typical Notehand unit con-
tains:

1. The presentation of a number of

alphabetic strokes or word-building prin-
ciples.

2. A list of words or phrases using the
alphabetic strokes or word-building prin-
ciples. Space 1s provided next to each word
or phrase for the student’s practice.

3. A Reading and Writing Practice ex-
ercise, written in Notehand and consisting
of sentences in the carly units and anec-
dotes and short articles in the later units.

Many illustrations of the principles of
the unit are emploved in these exercises.
The exercises not only help to fix the word-
building principles more firmly in the stu-
dent’s mind, but they also develop his abil-
ity to construct Notchand outlines for a
constantly expanding vocabulary,

Following cach ffth Notchand unit
there is a self-check that enables the student
to determine how well he has absorbed the
principles of the five units that preceded
the self-check. For each of these tests the
student is given a time and error goal.

Part Il. Technical Vocabulanies. This part
consists of ten lists, each containing fre-
quently used expressions together with sug-
gested Notehand outlines for a specific line
of endeavor—publishing, banking, advertis-
ing, law, etc. Shortcuts are provided for
those frequently used expressions that
would require a rather long outline when
written in full.

Part lll. Kev to Notehand. The key to the
Reading and Writing Practice, the note-
making illustrations and exercises, and the
self-checks is given in this third part. By
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following the instructions in Part 1 on how
to use the key, the student will be able to
miake the most rapid and encouraging prog-
ress, especially in the carly stages of his
study.

OTHER FEATURES

lllustrations. This book is illustrated gen-
eroushy with photographs. line drawings,
and cartoons espeetlly prepared for Note-
hand. They do much to bnghten the ap-
pearance of the pages and make the book
fun to work with,

Practice Suggestions. To be sure that the
student derives the greatest benefit from
the time he invests in Noteland, the au-
thars have provided specific practice sug-
gestions for cach phase of his learning, The
student who follows these suggestions faith-

fully will not only absorh more, but he will N

also complete each unit in the shortest pos-
sible time.

6\

Practice Material. The practice material in
the reading and writing exercises consists
largelv of short articles that are mspira-
tional, informational, or entertaining. The
material is on an adult level that will appeal
equally to masculine and feminine interests.

In the early units some of the words
in the Reading and Writing Practice excr-
cises ure given in longhand. This makes it
possible to provide meaningful sentences
and paragraphs for practice before the stu-
dent has learned all the essential Notchand
forms,

The publishers are confident that in
Essentials of Gregg Notehand the authors
have made available to notemakers a help-
ful, timesaving writing system that will be of
tremendous value to them in their business,
professional, and social lives,

The Publishers
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What Good Notemaking Can

Do for You

Notchand will do two very useful
things for you:

1. It will enhance yvour ability to make
meaningful notes. notes that will preserve
the mmportant pomnts of what you hear at
meetings, at discussions, i speeches; of
what vou read mm books, magazines, and
other hterature; of what vou observe of
events, of actions of people. and so on,

2. It will equip you with an efficient,
rapid wnting system — Notehand — with
which to make notes. Notchand is casy and
quick to learn. yet 15 many, many times
faster than cumbersome longhund.

NOTEMAKING

Who Makes Notes? |ust abont evervone has
occasion to make notes.

The doctor makes notes as he listens
to a patient describing Ius symptoms. He
makes notes on new developments in the
medical profession about which he reads
m books and magazines,

The lawyer makes notes in his office as
he listens to his client presenting Ius case
and agam later at the tral. He makes notes
from law books and legal joumnals in his
efforts to keep abreast of new developments
in lus field.

The businessman makes notes at con-
ferences. meetings. and interviews, e
makes notes on reports and on what he
reads in business and trade papers

The student makes notes on lectures.
He makes notes on what he reads in his
textbooks.

No matter what vour calling may be,

the chances are vou will make notes.
Why Make Notes? Obviously, von cannot
remember everything you would like to
store away m vour muind of what you hear,
read, and observe. By making notes. vou
benefit in two ways:

I. The very process of making notes
helps you remember more of what you hear
and observe: and it helps you to remember
it longer.

2. 'The notes store the important in-

formation for vou so that it is available for
reference when vou need it.
What Is Involved in Good Notemaking?
Making good notes consists of more than
jotting something down on paper. The
good notemaker possesses @ knowledge of
many techniques that enable him to decide
what to record i lis notes and how to re-
cord it. The good notemaker knows:

I. How to listen. e can concentrate
ot a speaker’s remarks even when the speak-
cr and the subject may be doll. e can pick
out the speaker’s essential ideas, rephrase
them in his own words, and record them in
his notes, He is quick to recognize cues that
the speaker uses to introduce important
points.

2. How to get the most out of what he
reads. e participates actively when he reads
by reciting to himself the important points
of what he has read, He knows how to spot
guickly the central and subordinating ideas
and to summarize and record them in his
own words,

3. How to organize in the most con-
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venient and useful form the mmportant
points of what he hears or reads. He knows
when to make a narrative summary, when
to use an informal outline, and when to re-
sort to a formal outline.

He knows how to supply helpful head-
ings that will enable lim to locate specific
information in his notes quickly. He knows
how to devise legible, timesaving shortcuts
of frequently recurring expressions. He
knows how to employ “signals of mmpor-
tance” that make especially important
points stand out prominently i his notes.

4. How to make notes of meetings.
conferences, and discussions. He can pick
out the important facts presented by each
participant and organize them nto an intel-
ligent report. In formal meetings, he knows
how to prepare an appropriate set of min-
utes,

These technigues of good notemaking.
and many others, will be fullv discussed in
later units of this book. If vou wish to be-
come an efficient notemaker, vou will read
those units carcfully!

NOTEHAND

In addition to developing good note

making techniques, you will also learn a
brief system of writing that will enable you
to make notes far more rapidly than vou can
in longhand, This system is called Note
hand.
What Is Notehand? Notehand 15 an adapta-
tion of Gregg Shorthand prepared especial-
ly for personal use, Gregg Shorthand, as you
may know, is the system written by millions
of stenographers, reporters, and business-
men and women. It is taught in more than
twenty thousand schools throughout the
world.

Notehand is casy to learn, casy to write,
casy to read. Essentially, it is the Gregg
Shorthand alphabet plus a careful selection
of timesaving abbreviating devices. All the
principles of Notchand are presented mn 23
short units of this book.

12 W)
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The businessman often prepares a report while
riding on a plane.

What Is the Purpose of Notehand? The
purpose of Notehand is to enable you to
put down on paper rapidly that which is
worth recording and preserving for later ref:
erence. By substituting Notehand for long:
hand, you will have more time to listen, to
organize, to condense, to summarize.

Notchand will also be of great value to
vou in any original writing you must do. It
will save vou many hours in drafting sales
letters, bulleting, reparts, articles, and so on.
Not only will it enable vou to get vour
thoughts down on paper faster than you
could with longhand but it will also save
vou additional time in making corrections,
insertions, deletions, and other changes in
vour drafts, as these can easily be made with
a stroke or two of the pen,

[f vou are a business or professional
person — with secretanial help — vou will de-
rive an additional advantage by using Note-
hand for original writing: your Gregg Short-
hand stenographer can read your Notehand
notes and thus save you the time that would
otherwise be required for dictating,

Many famous people have used some
form of shorthand for origmal writing.



Among them were Samucl Pepys, who
wrote his diary in shorthand; Woodrow
Wilson, who drafted all his state papers in
shorthand: and George Bernard Shaw. who
wrote his plays in shorthand for his secre-
tary to transcribe.

When Can You Start Using Notehand?
You can start using your Notchand in vour
personal writing when vou have completed
the very first Notchand unit. While vou are
studying the early units, vou will not, of

course, be able to write evervthing in Note-
hand; but write as much as vou can in Note-
hand and the rest in longhand.

The sooner you start using Notehand
in your evervday wrnting, the sooner will vou
be able to write it with facility.

You have made a wise decision to study
Notehand. Throughout vour lifetime vou
will reap rich dividends from the hours you
invest in its study.

13




NOTEHAND IS EASY TO LEARN

If vou can write longhand with any fluency, vou will have no difficulty learning
to write Notehand. The strokes vou will use in Naotehand are the same ones that you
are accustomed to writing in vour evervday longhand.

Notchand is actually easier to learn than Tonghand, Why? In longhand. there
are many different ways of writing a given letter; in Notchand, there is only one way.
Here are six different ways in which the longhand r may be expressed.

Rr C_FC

In Notehand, there is only one way to express 1.

The facility with which yon will eventually write Notehand will depend. of
course, on how well and how regularly vou practice. If vou follow carcfully the
practice suggestions given in this unit, your writing facility will develop rapidly and
with each unit vour study of Notehand will become more and more fascinating,

1. S-Z. Perhaps the most frequent consonant in the English language is s. In
Notehand, s is a very small downward curve resembling the longhand comma. Notice
how the s is derived from the longhand form of s.

557)1z

In longhand, s often has the sound of z as in saves; therefore, in Notchand the s
stroke also represents the sound of 2

2. A. ‘The Notchand a 15 a large circle. Once again, notice how a is derived
from the longhand form.

A O

3. Silent Letters Omitted.  In the English language many words contain letters
that are not pronounced. In Notchand thesc silent letters are omitted, and only
those sounds in a word are written that are actually pronounced. For example, in the
ward say, the v would not be written because it is not pronounced; say would be
written s-a. The word face would be written f-a-s; the final ¢ wonld be omitted because
it 1s not pronounced, and the ¢ would be represented by the s stroke because it 1s
pronounced s.

14



In the following words, cross out the letters that would not be written in Note-
hand becanse they are not pronounced.

day eat main
mean save steam
Check vour answers with the key to Pamgraph 3 on page 172,

4. S-A Words. \With the letters s and a,vou can form two words, Before you
practice these words, read the practice procedures for word lists in Paragraph 5,

say, sa d‘l ace, .-s 9\2

5. Practice Procedures for Word Lists.  You will learu the words i Paragraph
d—and all the other words that are given to illustrate the Notehand principles you
will study—more quickly if vou will practice them in this way:

1. With the type exposed, pronounce and spell alond—if possible—each word
and Notchand outline in the list, thus: say, s-a; ace, a-s. By reading aloud vou will
be sure that you are concentrating on cach word as you study it. Repeat until you
feel vou can read the Notehand outlines without referring to the type.

2. With a card or piece of paper, cover up the type and spell and read each
Notehand word aloud. thus: sa, say. If you canmot read an ontline after a few
seconds, move the card or paper aside and refer to the type. Do not lose time trying
to decipher an outline. Practice reading in this way until you can read all the Note-
hand outlines without referning to the key,

3. In the space provided next to each word, write each outline twice~ONLY—
using the Notehand outline at the begimning of the line as your model. Say each
word aloud as vou write it.

4. Go back and write each outline twice agam, saving cach word aloud as you
write it.

5. Finally, write cach outline as many more times as you can to fill the practice
space provided for cach outline.

Caution: Never fill the practice line completely at one wnting. This tvpe of

The most effective way to learn the wards In
lists is to place a card or slip of paper over the

type and read the Notehand words aloud.
L5 —
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repetition practice is not only monotonous but it is also the least efficient way to
learn the words.

6. F, V. The Notehand character for f is the same shape as s except that it is
about three times as big. The Notchand chamcter for v is the same shape as f except
that it is about twice as big as £. Both strokes are written downward. Obscrve care-
fully the difference in the sizes of s, f, v.

s,)Z F /Y v}./

F Words V Words
face, f-a-s q) v vase, v-a-5 g}lz

safe, sa-f 7 save, sa-v 7

safes, s-a-fs 7 saves, s-a-v-§

Did you notice that the ¢ in face has the s sound and is, therefore, represented
by s, that the final s in saves has the z sound, which 15 represented by the s stroke?

7. E. The Notehand stroke for ¢ is a small circle. Notice how it is derived
from the longhand e,

E jep %
Always make the ¢ arcle small—timy, in fact—and the a circle large.

Compare: E o A O

When vou practice the following e words. be sure to follow the procedure sug-
gested in Paragraph 5.

see, s oy fees, f-c-s 9}
sees, s-¢s 7 ease, ¢-s 7
fee, f-c,) easy, ¢s¢ o

Did you notice that the v in easv is pronounced ¢ and is, therefore, represented
by the e circle?

16




In Unit 3 you will study tour additional Notchand characters. Be sure to follow
the practice suggestions given m Paragraph 5. Before von begin vour work on Unit 3.
take a few moments to reread those suggestions.

8. N.  T'he Notchand character for n s a verv short forward straight line,
N =
—
see, s¢ o say, via &
seen, s-ca1 A sane, sl A

knee, nec _o vain, \'-a-ndz

Did vou notice that the k in knee is not wrtten because it is not pronounced?

9. M. The Notchund character for m is a longer forward straight line, about
three times as long as n

M =
—
Compare: N __ M s
me, n-¢ — seem, scm L —
may, mil ——, same, si-m_3—
name, 1-1-1 —py— fame, i-a-m/—-
10. T. The Notchand chamcter for t is a very short upward straight line.
T oA
eat, et & stay, st »<

neat, net state, s.ta-t )’J




tea, t-¢ stain, s-t-a-n 7¢

) & 1 D. The Notchand character for d is a longer upward straight stroke, about

three times as long as £,
D / A~

Compare: T

o
aid, a-d S saved, s-a-v }
need, n-¢-d ../ date, d-a-t /
made, m-a-d __/ deed, ded //

12. Capitalization. Capitulization is indicated by two short upward dashes
underncath the item to be capitalized.

Dave j Fay p,;

~
i

13. Punctuation. In Notehand the following marks of punctuation are used.
Period ~ Paragraph - Parentheses ’( /
Question < Dash —— Hyphen =

For all other punctuation marks, the regular longhand forms are used.

14, Alphabet Review. Thus far vou have studied nine Notchand forms. How
fast can vou identifv them? Undemcath each Notehand character, write the long-

hand letter it represents. /
2 0 ) o —_ —_— 7 /

15. READING AND WRITING PRACTICE

From this pomt on vou will frequently find Reading and \ niting Practice exer-
cises consisting of sentences, ancedotes. and short articles. The purpose of these
exercises 15 to fix the Notehand characters more firmly in vour mind and help vou
develop facility in constructing Notehand outlines for a constantly expanding vo-
cabulary.

To denve the greatest benefit from these exercises, follow the practice sug-
gestions in Paragraph 16.
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16. Suggestions

a. For Reading the Reading and Writing Practice Exercises.

l. Place vour left index finger under
to read,

the Notehand outline that yvou are about

2. Place vour right index finger on the key to that Notchand outline, The key

begins on page 172,

The student refers to the key whenever he can-
not read an outline. Notice how the left index
finger is anchored on the place in the Notehand;
the right index finger, on the corresponding
place in the key,

When copying, the student reads 8 convanient
group of words aloud and then writes that group
in his notebook, Natice how he keeps his place
in the Notehand with his left index finger.




3. Read the Notchand. aloud if possible, until you come to an outline you can-
not read. Spell the Notehand characters m the outline. If this spelling does not
immediately give vou the meaning, anchor your left mdex finger on that outline and
turn to the key in the back. where your right index finger 1s resting.

4. Determine the meaning of the outline that vou cannot read and then place
vour right index finger on it

5. Tum back to the Notehand page from which you are reading, where vour
left index finger has kept vour place for vou, and continue reading.

This procedure is very important as it will enable vou to save much precious
time that vou might otherwise waste finding vour place in the Reading and Writing
Practice and in the key.

6. If time permits, read the Reading and Writing Practice a second time, per-
haps even a third time,

You must keep in mind that during the early stages vour reading may not be
very rapid. That is only natural, as vou are, in a sense, learning a new language. With
faithful practice from day to day, however, vour reading speed will increase rapidly.

b. For Writing the Reading and Writing Practice Exercises.

After vou have read each Reading and Writing Practice, follow this procedure:

1. Read a convenient group of words aloud: then write that group in your note-
book.

2. Keep vour place in the Reading and Writing Practice with vour left index
finger if you are right-handed; with your right index finger if you are left-handed.

3. After vou have made onc complete copy of the Reading and Writing Prac-
tice, make a second copy if time permits, You will find that this second writing will
go more smoothly than the first.

Of course, your early writing efforts may not be very fluent, nor will your out-
lines look as pretty as those in the book, However, as you nse your Notehand from
dav to day. vour outlines will become noticeably smoother and more accurate.
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UNIT 1|

In Unit 4 vou will learn three more Notchand characters. Notice how cach is
derived from the longhand letter it represents,

17. 0. The Notehand character for o is a small deep hook.
0 /87 (¢a
no, 10 —, own, o-1l &—
toe, to /< tone, t-o-n. <"
phone, f-on d- stone, s-t-on e

Did vou notice that in the words in the sccond column the o is tumed on its
side? This cnables us to obtain an casier joining.

18. R. The Notehand character for ris a short farward curve.

= 4
air, a-r @~ read, rod \_}’/

ear, cr rain, r-a-n &

free, t1c {2 more, m-0-f——

near, n-cr_e-

tore, t-or /<~

19. L. The Notchand character for | 1s the same shape as 1 except that it is
about three times as long.

L’é*—/
e

Compare: 0 ¢ R - L =

ale, sl @__~ late, l-a-t 2~

W 21



mail, mal &~ deal, d-¢- /_',

flame, f-lam ¢__o— toll, t-0-] SA—

fail, fal old— stole, s-t-0-] p—"

Did vou notice that fl, as in flamc, 15 written with one smooth motion, without
an angle between the f and the I?

20. READING AND WRITING PRACTICE
The following sentences contain many illustrations of the new letters vou
studied in Unit 4, Before vou begin vour work on this Reading and Wrnting Practice,

reread the suggestions given i Paragraph 16 to be sure that vou are practicing cor-
rectlv.

L oo ,./&/ﬁ’aﬂém__e__,__p,a&
d_.;m%,,_c,; /Q/‘;,’/‘/77a_7,u/
)“-%’72.%/7,.2,: S~ 2 _:/>a.
g e = in e | o ill o e
A,,>3./25/*V¢6n/ )ﬂ;/'—jmz/%'._g>
)“-/M}?é/“/>4. 9%’//9/%,«%%\_7’
qu/;—-/’%bye:%ﬂ’“"?‘m—b/o>
= L > 5.0,/),«/% 1o.fﬁ/}w%7ﬁv
ﬁfvegm_.z/oy ﬂjm/ﬂé//a\
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UNIT 5

In Unit 5 vou will Jearn two devices—brief forms and phrasing—that will help
vou save a great deal of writing time,

21. Brief Forms. In the English lunguage there ure certain words that are
used so frequently that we can save considerable writing time by providing abbrevi-
ations for them, This is a common practice in longhand. In Notchand these abbrevi-
ations are called “brief forms.” In Notehand there are 42 such brief forms for very
common words. In this unit vou will take up six of them.

Because of the frequency of these words, it will be wise for you to learn them

well,
1O have /
is 2 for )
a, an . am ——
22, Phrasing.  As vou learned in Paragraph 21, we save writing time by pro-

viding short, easily written outlines for common words, Another device for saving
time is called “phrasing,” or the writing of two or more words together as one ont-
line, See how casily and quickly the following phrases can be written.

lam — | know

| have | may ———

for me Z_, | feel .2/

23, READING AND WRITING PRACTICE

The following sentences contain many illustrations of brief forms and phrases.
Remember to use the key as you read these sentences. as suggested in Paragraph 16.

2 v ., He =
S iy z.)/&{(,/ =

26 o = 27x5| 3. 7._—.2/,'0—:;%>

- <
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.\)g,f&?x>-—o/6”/)""’mv

®
N

2 ’:-—-—o")'v:‘

Vs

24, H, -ing. The Notchand I is a dot placed above the following vowel. The

I, with few exceptions. occurs at the beginning of 4 word.
Ing, which almost always occcurs at the end of o word, is also expressed by a dot.

he, h<¢ » heating, h-e-t-ing 7~

hair, li-a-r Qz

hearing, h-c-r-ing & rowing, r-o-ing -

25. Omission of Minor Vowels. Some words contain a vowel that is either
omitted or slurred in ordinary speech. For example, even is pronounced ev'n; motor,
mot'r. As these vowels are hardly heard in speech, they are not written in Notehand.

even, ¢4-1 Z total, t~o-t-l/‘/v

hasten, h-a-s-u Q reader, r-c-d-r /

nearer, n-c-T-r _e~_- later, La-tr 2~

24\,



26. READING AND WRITING PRACTICE

You will notice that the number of words in longhand is getting smaller—a sign
of the progress vou are making!
Reminder: Sce Paragraph 16 for practice suggestions,
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In Unit 6 you will study two more Notchand characters, a second form for sz,
and another set of six brief forms.

Beginning with this unit. you will find a Reading and Writing Practice after
each new character ar word-building principle is introduced.

27. Alphabet Review. Up to this point yvon have studied 13 Notehand char-
acters. It is important that you be able to identify each of them without hesitation,
Under each Notchand character, write the longhand letter that it represents,

¥ / J o (& e £=

/ —_— R . — v

28. Left Sand Z. The first Notehand stroke you learned was the small down-
ward curve for s and z. Because these sounds are so frequent, a second form has been
provided to represent them—a “backward” comma, written downward, The use of
the two forms for s and z makes it possible to obtain an casy joining in any combina-
tion of strokes. Use whichever s makes the casier jowmning m o word. For convenience,
this stroke is called the “left s.”

Left S &
days, d-u-s / seems, S¢S JA—p
stores, s-t-o-r-s » - most, 1m-0-s-t

“

fears, Le-r-s,Zt trades, t-r-a-d-s /‘-/

26



READING AND WRITING PRACTICE

W) 6 W ey iy
al e 22 & =
4 B T om
—r PE B
A e __ e
-//—/M > ,&é&m T A
49904&.0/14//)%24\

29. P. The Notchand character for p is the same shape as the left s except
that it is about three times as long.
‘¢

P

pay, p é praise, p-r-a-s @

pair, pn-ré please, p-l-¢-s C_.(

paid, p-a / hope, h-o-p f

Did you notice that in praise and please the p joins to r or I with one smooth
motion, without an angle between the pand theror I?

READING AND WRITING PRACTICE

|
ol Cop 6 Ko #2035\ ) . /2 "o ¥
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30. B. The Notehand character for b is the same shape as the character for p
except that it is about twice as long.

14

Compare: LeftS ¢ p C B /

bay, b é brief, b-r-ef é
base, b-a-s g blame, b-la-m C,a—- —

bone, b-on Z

neighbor, n-a-b-r Z/)

Did you notice that the b joins to r or L. as in brief and blume, with onc smooth
motion, without an angle?

READING AND WRITING PRACTICE
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31. Brief Forms. The following six brief forms will come up again and again

in all the writing vou do. Practice them, following the suggestions given in Paragraph
3, until vou know them well.

| g - are, our
in _—
of ¢« will «—
" *the

*The ward the is represented by a short upward curve, This curve represents
the sound of th, which you will study later.

Did you notice that the Notehand r stands for two words? Perhaps vou have

alrcady discovered that a few Notehand characters represent more than one word.

"ou will never have any difficulty sclecting the correct word in a sentence; the sense
of the sentence will always give vou the answer.

32. Phrasing. The brief forms i Paragraph 31 enable us to form additional
useful, timesaving phrases,

of the ¢~ Cinour
" in the " S it will A—
Citis A<

Phrasing, in addition to saving writing time. gives us another advantage—a
phrase is casier to read than the parts of a phrase written separately. You are less
likely to misread —~ than the separate parts — and 7 .

READING AND WRITING PRACTICE

The bricf forms and phrases vou studied in Paragraphs 31 and 32 are used many
tunes in the sentences in the following Reading and Writing Practice to help impress
them on vour mind.

W29
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Self-Check. Before proceeding with Umit 7, complete the self-check on Units 26
on pages 31 and 32

30 %



i SELF-CHECK ON UNITS 2-6

Waouldn't vou like to know what progress vou are making? You can quickly find
out by completing this self-check. Before you do so, however, review everything vou
studied in Units 2-6, Then:

’ 1. Transcribe the Notehand words, brief forms, and phrases in Part 1.
2. T'ranscribe the sentences in Part 11,

Time yourself to see how long it takes you to complete your work. After vou

have completed the self-check, correct it; the key appears on page 173.

Time Goal: 15 minutes, Error Goal: 6 errors.
PART |
Words

. 7 11. &
x4

| R o
3. ¢ 13. 2
‘v __-o 14. J——?
s- é 15- —O-—

6. 2 16. 2-

7. o 7.
: 8. /«-( 18. _o

9' —-—-ﬂ 19' A
1. e” 20,
1 Brief Forms

! s a. O

4 31
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PART |l
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UNIT 7

How to Listen for N Qj;emaking

Most of us take histening for granted.
We do not rank it as cqual in importance
with readmg. writing, and speakmg. Yet it
may surpnse vou to know that vou spend
more timie listening than in any of the other
three commuunication arts. In fact, of the
total time spent communicating, about 45
per cent is spent in listening!

The ability to listen effectively should
not be confused with the ability to hear.
You may hear every word vour Aunt Gracie
said in that long telephone conversation,
and vet you may not actually have listened
to any of it. You may sit on the front row
during a speech by a political candidate,
with your eves and ears glued to the speaker,
and still not be able to give even a hazy
account of what he said.

CASUAL LISTENING AND ACTIVE
LISTENING

Basically, there are two kinds of listen-
ing: casual listening and active listening.
Casual listening nsnally results in absorhing
just enough of the speaker’s remarks to keep
a conversation going. In a conversation with
u friend, or a chat on the telephone, or a
group discussion at the bridge table, you
can get by with casual listening. It doesn't
usually matter whether what you hear real-
ly “soaks in." Because we do so much of
this kind of listening, we are inclined to
forget that there is any other kind!

Active listening, on the other hand,
means concentrating on what you are hear-
ing, trying to absorb und fix in your mind

as much as vou possibly can. It calls for ac-
tively participating mentally 1 what vou
hear and thinking about the speaker’s e
muarks as he makes them. Active listening is
vitully important in many situations; for ex-
ample, when a doctor listens to a patient
describe an ailment, when a lawver hears
his client’s account of an accident in which
lic was mvolved, when an employee receives
mstructions from his supervisor on how to
do a job.

GOOD NOTEMAKING AND ACTIVE
LISTENING GO TOGETHER

Studies of listening show that, of what
we hear, we forget most of what we are go-
ing to forget —abont 50 per cent—immedi-
ately after we hear it And we forget an-
other 25 per cent about two months later,
This factor of forgetting makes it impera-
tive that the listener make good notes while
he 1s listening, because only through good
notes can he retam i permanent form the
important ideas he hears.

Good listening and good notemaking,
therefore, go hand in hand. In fact, the
process of making notes during a meeting or
discussion encourages active participation
m listening, At the same time, active listen-
ing 1s essential to good notemaking.

PARTICIPATE ACTIVELY IN LISTENING

Effcctive listening habits can be ac-
qured, But, hike any other art, active listen-
ing must be worked at if it s to be mastered.
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‘I'here is no magic formula for learning how
to listen effectively. It is something vou
must do for yourself. First. realize the im-
partance of good listening: then, want to
listen effectively; and, finally, practice lis-
tening effectively until it becomes an estab-
lished habit.

Participating actively in listening has
six fundamental requirements:
. A desire to listen
. An open mind
. Concentration
. Alertness in grasping essential ideas
. Alertness in listeming for related

ideas

6. Notemaking
A Desire to Listen. Listening is a stnctly
voluntary activity, and the incentive has to
come from you. Since the basic purposes of
meetings and discussions are acquinng m-
formation and exchanging ideas, then you
should “listen to learn.”
An Open Mind. Bring an open mind to the
listening situation. We often assess people
and ideas in an introspective, personal man-
ner, based on our pet likes and dislikes. For
example, the speaker’s appearance, his pro-
nunciation, his voice, his mannerisms — per-
haps even an occasional ¢rror in grammar —
may annoy the listener so much that he can-

LR AT S

Businessmen attend many meetings and have
frequent opportunities for notemaking,

Ewing Gallowny
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not concentrate on what is being said, Or
perhaps the listener has a special prejudice
or strong feeling concerning the subject.
These prejudices close the listener's mind
and limit his ability to listen.

To be an effective listener try to over-

look personal irritants; concentrate on what
is “coming out” mther than on the person
or on vour prejudices.
Concentration. Do not allow the annoy-
ances just mentioned to interfere with your
receptivity to what is said. You are in a po-
sition to “tune in” or “tune out” the speak-
er as you wish. Your willingness to pay at-
tention to what is being said 15 your “tuning
device.” And vou may be tempted to “tune
out,” because many speakers spcak much
more slowly than many listeners can com:
prehend. In fact, the typical listener can
comprchend at a rate approximately four
times faster than some speakers talk, The
listener should use this “spare” time for con-
centration — not for woolgathering.

The typical listener frequently mdulges

it daydreaming or detouning into unrelated
thoughts. Once the listener is tuned out,
lie may get hopelessly lost when he tries to
re-enter the discussion because he will have
lost a part, perhaps a significant part. of
what has been said. Concentration is almost
a full-time job for the active listener — not
something to “put on and take off” as the
fancy pleases him. Concentration requires
self-discipline and means paying attention
and sustaining it throughout the lecture or
discussion.
Alertness in Grasping Essential Ideas. Be
on the alert to grasp the speaker’s essential
ideas, Try to think along with the speaker.
You may cven anticipate what he is going
to say next — or at least the direction of his
remarks. When an essential idea, fact, or
picce of information is conveved to you,
rephrase it mentally in vour own words.
This process of rephrasing mentally to your-
self what vou hear will help you understand
and remember what you hear. Note the ex-
ample on the opposite page.



THE SPEAKER IS SAYING:

Many of the Mediterranean cities were already
thriving veterans of trade. They had been toughened
and enriched by the Crusades. In Italy, besides Ven-
ice, there were Genoa, Lucca, Pisa, Florence, Milan,
and a good many others. In southern France, there
were Narbonne, Montpellier, and Marseilles; and in
Spain there was Barcelona. Through most of the
thirteenth and fourteenth centuries, however, Ven-
ice was the undisputed mistress of Mediterranean
trade. In the 1300's she won a feud with her strong-

est rival, Genoa, for leadership.

Alertness in Grasping Related Ideas. Lis-
ten for related ideas and information, such
as illustrations, anecdotes, and “asides,” that
claborate, provide insight, and give support
to the main ideas and information. For ex-
ample, in the talk on Venice just illustrated,
the speaker may continue:

Incidentally, this rivalry between Venice
and Genoa had some interesting sidelights,
Captains of Venetian ships were instructed to
get there and back before the Genoese ships
at all costs, regardless of who else was involved,
and many unscheduled races were staged in
the Mediterranean. To keep ahead of her rival,
Venice even had an smbassador in England
to smooth the way for her merchants there.
The city fathers gave specific instructions, too,
to the ambassador about putting up a good
front. He was instructed to wear a fine scarlet
gown and he was required to maintain four
servants, two pages, a cook, and a secretary....

You can sce that these sidelights add
hoth color and interest, even though not
worth recording in your notes. If vou are
listening actively, however, your impres-
sions of Venice as a leader in Mediterranean
trade arc much more vivid.

Notemaking. Make notes as vou listen.
Since what we hear is perishable, the main
ideas (along with related and supporting
ideas) must be captured and retained for
later reference. Good notemaking simply
consists of putting on paper, in vour own
words, the essential ideas and information.
Notehand gives the listener more time

YOU MIGHT BE

THINKING:

Several Meditermnean
citics were old hands at
trade. Crusades helped to
build them. A number of
cities were in Italy, France
and Spain. Venice, though,
was undisputed leader
through most of the thir-
teenth and fourteenth cen-

turies. Surpassed her old
enemy, Genoa, in 1300's.

to think about what is being said and gives
him time to record more complete notes.
“More complete notes” does not mean ver-
batim notes. Even though Notehand gives
the listener an efficient writing tool, he
should not attempt to record a speaker’s re-
marks verbatim, Verbatim notes are neces-
sary only when:

1. You wish to make a direct quotation
from what vou hear or read.

2. You wish to memorize a statement,
such as a famous quotation, a poem, or a
rule of law,

3. The matenial on which you are
making notes contains many technical or
commonly used terms for which there are
no satisfactory substitutes.

HOW TO MAKE NOTES AS YOU LISTEN

Following are practical suggestions to
help vou achieve active participation in lis-
tening and making good notes,

Make Notes in Your Own Words, Making
notes in your own words will help yvou in
these significant ways:

1. Tt will help you prepare more uscful
notes — notes that convey in your own vo-
cabulary only the essentials of what vou
have heard.

2. Tt will help you think for vourself.
Making notes in vour own words requires
vou to analyze, interpret, relate, and sum-
manze what vou hear.

3. It will help vou remember because

W 35



it requires vou to participate actively in
what you hear.

Listen for Cues. 'I'he most important ideas
and information in a speaker’s remarks wall
often be cued by such statements as “first,”
“second,” “third,” “another important con-
sideration,” and “finally.” Or they may be
cued by superlatives, such as “the most sig-
nificant thing that happened dunng this
penod was,” or “the best explanation 15,
or “the most successful method was.”
Watch for these cues; in many cases. they
will provide important headings m your
notes.

Contrasts and comparnisons are often
mtroduced by such cues as “on the other
hand.” “besides.” “on the contrary.” “more-
over.” “however,” and “furthermore.” In
vour notes these become subpoints or
parenthetical statements.

Speakers will often cue in a listener
with such signals as “in summary,” or “note
particularly that,” or “now, let's turn our
attention to.” Pauses, intonations of voice,
gestures, and other techmiques used for em-
phasis are other helpful cues.

Flag Important Things in Your Notes. Flag
vour notes with signals of importance.
These might be brackets, underscores, ar-
rows, or indentions. Whatever the device,
flagging notes will make it easier to use the
notes later,

Go Over Your Notes Promptly. After vou
have made vour notes, go over them
promptly. In this way vou can review vour
notes and make additions and changes in
them. so that they will be of the greatest
possible value to vou when vou refer to
them later,

PRACTICAL TIPS AND SUGGESTIONS
FOR NOTEMAKING

COMBINE LONGHAND AND NOTEHAND

Even though vou have completed anly
five units in Notehand, vou can already
form outlines for a great many uscful words.
Why not start putting this knowledge to
work for vou in the evervday writing vou
must do.

Write in Notehand the words that
come to you readily; write the rest in long-
hand. Of course, at this stage vou will, no
doubt, have more longhand in your notes
than Notchand; but as you progress with
vour study of Notehand, vou will find your-
self using more and more Notchand and
less and less longhand,

CONCENTRATE ON MOST-USED
NOTEHAND FORMS

One helpful device that will enable
vou to increase the percentage of Notehand

36 W

outlines in vour notes is based on scientific
research that has been done in the ficld of
word frequency, This research has shown
that the ten most frequent words in the
English language and their repetitions ac-
count for approximately 25 per cent of all
the writing vou will ever do. At this stage,
make a special effort in everything you write
to use the Notchand forms for at least these
words:

I the aan of in
o r . e _
for it is have will
J 7 o / -

You have already learned all these
words as brief forms. They were given spe-
cial abbreviations in Notchand because of



the high frequency with which they occur.
They are called to vour attention again here
so that vou may concentrate on them.
Suggestion: Write these ten Notchand
outlines on a card and keep it before vou
whenever yvou are writing anything for your
own use. Use the Notchand form every
time you have occasion to write one of the
words. Soon you will find yourself using

these Notehand forms automatically.

An example of how, in your every day
writing, yvou can take advantage of the
Notchand you know is shown below.
Self-Check. After you have completed Unit
7. see how well you grasp the suggestions on
how to listen for notemaking by filling out
the self-check on pages 38 and 39.

APRIL 8

(Key appears on page 173.)
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SELF-CHECK ON UNIT 7
HOW TO LISTEN FOR NOTEMAKING

PART |
1. Knowing how to listen cffectively is a great asset to the person who wishes

to make meaningful notes. One of the most important elements of effective listening
is active participation on the part of the listener. In the space below, list the six
fundamental requirements for active participation in listening.

1.

%

ol
‘.

Vi
D

2. To make good notes as you listen, you should:

3. When you listen, vou should be alert for cues that will help you identify

ideas and information that should be recorded. Can you list seven words or expres-
sions that often introduce ideas or information of importance?

38 W
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PART 1l

1. If vou were listening to the following extract from a discussion on contracts,
could you identify the cues that introduce important ideas that you should record

in your notes? Underscore these cues.

Contracts may be broken in three ways:

To begin with, they may be broken by renouncing liability. A party may
decide he does not want to go through with a contract. The contract is con-
sidered to have been broken immediately, even though performance by the
breaching party is not yet due. The injured party may institute an action for
damages at once.

Then, contracts may be broken by making performance impossible. A party
may make it impossible for himself to fulfill a contract. For example, he may
contract to sell a certain article to a person and then sell it to another or destroy it.

Finally, contracts may be broken by failure to perform. When the perform-
ance of a contract is due, 3 party may wholly or partially fail to perform what he
promised to do.

2. Make a set of notes on the above extract. “I'ry to write at least the most fre-
quent words in Notehand. Be sure to supply a heading. Your notes should not re-

quire more than four or five Imes.

Note: Check your work against the suggested answers on page 174,
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In Unit § vou will study three additional Notehand characters. When vou com-

plete this unit, you will have taken up more than half the alphabetic characters of
Notchand,

33, 00. The sound of @0, as in to, is represented by a small hook. It is called
the oo hook,

00 5
Spell: to, t-oo

to, too, 7~ room .

two
who ~

do / noon —_

true A~ move 7

soon A

Did you notice that the oo hook is placed on its side in noon and move? The
0o hook joins more easily to the end of nand m if it is placed on its side than if it were
written in the normal manner.

READING AND WRITING PRACTICE

L R é/)/’)’é >s./
/(>Zj"'—/100’7\7

/u..j/Lyé‘wud

) - 4C,(

4(41,_“’7
T

é&_:/\/(/‘/’

3.

/
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34, K. The Notchand character for k is a short forward curve. Notice how it
is derived from its longhand form.

K AT

ache keep ,?,
take < baker JC
make —"

claim —~__&2—
care Q-

Did you notice:
a. That k and , as in baker, join with one smooth, wavelike motion?
b. That k and |, as in claim, join with a “hump” between the k and the P?

READING AND WRITING PRACTICE

0

\

T
w
1

~N
|



35. G. The Notchand character for g, as in gate, is the same shape as the
character for k except that it is about three times as long. It is called “gay.” Notice
how it is derived from its longhand form.

—
¢ 4~ —
Compare: 00 ~ K G —/—

Spell: gave, gay-a-v

gave 7 great — L&~

go —/2 grade /'1/

glare  —_ O grow ~~ Lo

Did you notice that:
a. When g joins to I, as in glare, it is written with one smooth motion?
b. When g joins to r, as in great, it is written with a hump between the g

and the r?

READING AND WRITING PRACTICE

5

\
™
2

g\
N&



Four more Notehand letters are introduced in Unit 9.

36. Sh. The Notchand chatacter for the sound of sh, as in she, is a very short
downward straight line. It 1s called “ish.”

Sh /"Z

Spell: she, ish-¢; share, ishar

she o/ shoes 4
share & show £
shape (é shown &~

Did vou notice that the oo hook and the s in shoes join without an angle?

READING AND WRITING PRACTICE

W43



37. Ch. The Notehand character for the sound of ch, as m each, 15 a down-
ward straight stroke about three time as long as sh. [tis called “chay.”

en /¥

Spell: each, e-chay; reach, r-echay
each / chairs é{
reach 7& cheer L

teach / chose {

38. J. ‘The Notehand character for the sound of j, as in age, is a long down:
ward straight stroke, somewhat longer than ch.

s
Compare: Sh / Ch / J /

Spell: age, aqav; cage, k-a-jay

strange)"?
7

~a

cage

pages change

stage

e
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READING AND WRITING PRACTICE

|

I.KZ) IW>4J:(£4—;
W}Z%é’ Z/ 41.7 - %>
2. 5 ._//" _fsC_,(:./"f 2y
;,(\,_{_,/,//ww@ /a.w\a_/
nete gt 74 . o 7~
3//7 7:4/3.?; j >/
Jé\/’l—?ﬂz% e _— A~

39, Long I. In Notehand, the sound of long T, as in my, is represented by a
broken circle.
o

1 58
my —or file i_/

might s light &~

READING AND WRITING PRACTICE
X - L_j —

y & s ,,70/%
#}7/7._.2:

Mv//—\)-——e,"—- \.—D?.
Mx>3.%z% z/\é

k/ﬂ)/ddz'ﬁl‘d‘—-o—a—/—z/W
3/7.5?..&/"5,__2( )ﬂ/‘,_of.

"&"df&"‘é/j’)\/a“-—‘a-‘




una 10 B

the vowels represent more than one sound. In this
the circle for e. You

In Notehand, as in English,
unit vou will study three additional sounds represented by

will also learn another set of six brief forms.

Thus far vou have studied five vowel sounds — the

40. Alphabet Review.
English language. Under cach Natehand outline below,

most frequent anes of the
write the longhand sound it represents.

O . O ¢ o

41, E. The tiny circle that represents the sound of & as in heat, also repre-

sents the sound of €, as in get.

Spell: get, guy-c-l; set, st

get — 7 ever
very

telling ~— check /-
next_oy

ks.

READING AND WRITING PRACTICE

1.}/6,/\//
2\//}1\/\

/J’W/}
-_/nf/yoov-v'y..-—oo’/—-
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s /,/@\ gé/t
3}&0 -

42, I. The small circle also represents the sound of 1, as in him.
Spell:  him, h-c-m; his, h-cs
him o— little «_»~~—"_
give 7 if }

his 3

Did you notice that the x in fix is represented by ks?

READING AND WRITING PRACTICE

1

L

P/ (7 ~

- F #500 ) | Za

//a —F 7 x>
*OZZ ’ﬂ/lf
/6 aez r /).._,/
;-’ ol =

v
e el
y

L. o L
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5 et e
7 5 ol

; "

43. Obscure Vowel.
heard in her, firm, church.

L .

&_7.//44
w e

The small circle also represents the obseure yowel sound

Spell:  her h-er; church, chay-e-r-chay
her & firm ol—
church é
hurry e»e serving 7
turn 2 >

e.,%'x/>a/¢//0
—_— e &P
/»ﬂ'ﬁ’,&(_d\
jy .

< /)
5"‘-’6/>C——€

2 o o e



44, Past Tense. As vou no doubt have already noticed, in forming the past
tense of a verb, we simply add the Notehand character for the sound that we hear
in the past tense. In some words, the past tense has the sound of t, as in baked,
(b-a-k-t); in others, it has the sound of d, as in saved (s-a-v-d).

baked % saved ;

reached Lf stayed )/

READING AND WRITING PRACTICE

45, Brief Forms

shall / when —
be, by ( would /
you < were ¢~

READING AND WRITING PRACTICE

Your Reading and Writing Practice consists of a number of personal letters.
You will notice that these letters are written almost completely in Notehand, with
only an occasional word in Jonghand — a sign of the rapid progress vou are making.
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As vou work with each Reading and Writing Practicc, arc you making proper

use of the key in the back of the book? Remember, the key is not to be used as a

“Tast resort” after vou have struggled unsuccessfully to decipher an outline. The key

will serve vou most effectively if you refer to it the moment you cannot read an out-
line after ]mnng spelled it. Your Ltﬂ is a timesaver!
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In Umit 11 vou will learn two additional sounds represented by the a crcle and
two forms for expressing th.

46. A. Iu Unit 2 vou leamed that a large circle represents the sound of , as
in may. This large circle also represents the sound of &, a5 in had.

Spell: had, h-ad; has, ha-s

had / = after 9‘/

has Q can 7

at g : fasd_i .

READING AND WRITING PRACTICE

No Business Runs Itself

2417 L

4*7"/& é =
- P2 L
| o

..4//:«/»47/
é/‘@"")j L= A -

47. A. The large circle also represents the sound of . as in mark.

Spell: mark, m-a-rk

mark &~ large ‘_,?
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charge §

part &

READING AND WRITING PRACTICE

%%
\\\v

o

~

A\ ?‘g&&
) M\

v!

\\@"

48. Th.

R

/.
ot

e &
ff;ﬁm

S
" 7

/

7~

x

Two small upward curves represent the sound of th. ( You are already

familiar with one of them; it is the bref form for the.) Each of these strokes is
called “ith.” At this point you need not try to determine which th stroke to use in
a gwen word; that will become clear to you as your study of Notehand progresses.

OverTh 77
Spell:
they /<
that /0/
than < _
neither _g~—
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Under Th

they, ith-a; though, ith-o

though 4

those %

throw .~

rather &7




READING AND WRITING PRACTICE
Saving with a Purpose

JM\/‘ —~2- A,
2

b

2 ‘oa,rf/'

Artlare
A g | B ,
//waurnjx

r= ~ ~ N~

i

Q\Q

(\\

N

|
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tn Unit 12 vou will study two additional sounds represented by the o hook, a
very useful word ending, and another set of six brief forms.

49, 0. The small hook that represents the sound of &, as in low, also repre-
sents the sound of &, as in hot,

Spell:  hot, hot

hot &~ copy /Z
not_,~ oitenz

on e = iot/

READING AND WRITING PRACTICE

The Tonic of Praise




|
S - P e ! e / F o
) 2 J . — l
50. Aw. 'The o hook also represents the sound of aw, as in law.
Spell: law, l-o; cause, ko-s
law «—~ also “A—z
all ea— cause —
ought ¢
READING AND WRITING PRACTICE
You Can Do It
E e ) s /4—‘ ‘Y@ —a— 7~ >J’ i
« »
/d / N - b o %p_—[ — 9.)
/o/ o ﬁ-—t ~ / L—-{ 4_7
Cad A7 7 %,a—: we 7
—_—~ J 7 d’ S~ 7 :——‘:A-/ ’.L—/ -
S el =) e P
g N — Z =
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51. Word Ending -ly. The word ending -ly occurs in hundreds of English
words. In Notchand, -lv is represented by the ¢ circle.

Spell: badly, b-a-d-lec

badly / finally 5’&\.—/

only c» easily }

sincerely ,JU readily .,“/b

READING AND WRITING PRACTICE

Four Ways to Be a Happier Person

N 5

|
@WU’&"?E/"’/
/_’L.Q,//\/IM/J,,,,G.
C s by e AT a2
L_Q/Z/ﬁ&"?"c-aom.)‘}>@
k//_b/\/.——a—/.,/u N
Ay LR~ Eo o R é/
“_—— 2 v 22— Qo s B P
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52, Brief Forms

with &~

what ¢~

their,

there

READING AND WRITING PRACTICE

was ¢

this 7

about (.

Your Reading and Writing Practice consists of a humorous story. You will en-

joy itl

Proof

5-009 " N\
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) P b v
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A,
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é/%&o\yéf’
D i sy A= o
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e B o P
7 o B s -
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e B af P
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Self-Check. When you complete vour work on Unit 12, find how you are doing
by filling out the self-check on pages 58and 59.
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SELF-CHECK ON UNITS 8-12

Here 15 another opportunity for you to test the progress vou are making with
Notchand. Before you transcribe the two parts of this self-check, review everything
vou studied m Units 5-12, Remember to time vourself, After you have completed
vour work, correct it ( the key is on page 177).

Time Goal: 15 minutes. Error Goal: 5 crrors,

PART |
Words

1. 11, 2
2. 7___,,, 12;7 g
. RS 13. &,
4, A 14.
5.~~~ V. 15. /
5.7 16. ?
y RS 175 Fr
8. AP _ 18. /_o
9. Z 19. oA

10. ¢, 20. 2

Brief Forms

1. » 4./
2. - 5. (o
3.7 6. /7

Phrases

1. f 4.
2 7 5. o
3. A 6. ¥

58 1\




PART 11

Sentences

1./’/6.0//’//__4,02.//_1,—\

2./9._,-4/‘}’-/“',2.4——\

& __c,_./g_//,.é/.a&/

4/...,//20//9’»)_p\

5 o f\/é//___u a_o--——?\

Gfo’g./y/’—-v///f__é"\

7002\—/—-{,——/7////‘/\

# 59



For many people, reading is the prin-
cipal source of notes. To make good notes
from vour reading. vou need to know how
to read effectively,

ACTIVE PARTICIPATION IN READING

You are more hkely to understand and
remember what you read if you actively par-
ticipate in what vou read. The degree to
which vou participate depends in part on
vour purpose in reading. Some kinds of
mutetial —such as the morning paper, a
sports or fashion magazine, or a novel —
vou read primarily for gencral information,
for enjovment. or in the pursmt of some
special interest. Such reading does not or-
dinarily require a ligh degree of participa-
tion and effort. But this is not the case when
vou read for personal improvement. Such
reading requires a high degree of active par-
ticipation by the reader if he is to under-
stand and remember what he reads.

Active participation in reading means,
essentially, reciting to vourself mentally and
in vour own words the gist of what vou read
Let’s suppose vou read the following two

paragraphs:

Spring used to be an unhappy scason.
Along with the swallow’s chirp, wails of an-
guish were heard thronghout the land as
people wrestled with their income tax blanks.
They used to have to pay taxes for the previ-
ous vear's income — which often had already
been spent.

Now things are better. All through the
vear our cmployers automatically withhold
from each pay check most of what we shall
have to pay the government. This puts us all
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on a pay-as-you-go basis, so that by the end of
the year we are more or less all paid up, even
if our pay checks have all been spent.

After rcading these pamgraphs, stop
and recite to yourself mentally and in vour
own words the gist of what you have read.
The gist of the two paragraphs might be as
follows:

People used to be unhappy in the spring
because at that time they had to pay taxes on
their previous vear’s income, which they often
had already spent. Things are better today be-
cause emplovers automatically withhold a por-
tion of the tax from cach pay check. Conse-
quently, by the end of the year most of our
taxes arc paid up, cven though we have spent
all that we eamed.

SOME RULES FOR UNDERSTANDING
AND REMEMBERING WHAT YOU READ

At first, vou may find it difficult and
awkward to recite to vourself mentally and
in vour own words what vou rcad. But after
vou get accustomed to the process, vou will
find that you can do it more naturally. Even
50, it will require some cffort.

If vou will observe the following rules
conscientiously, vou will be able to partici
pate actively in what you are reading.
Survey What You Are Going to Read.
Glance over the material before actually
reading it. Read only the main headings
and the subheadings to get an idea of what
the material is about. Look at the illustra-
tions—photographs, charts, tables, diagrams,
and the like, Read summaries and review
questions. This survey will give you a per-
spective of the materal and help vou de



termine the importunt points to understand
and remember,

Read Actively. After you have read a para-
graph—usually an author develops a single
idea in a paragraph —recite to yourself men-
tally and in your own words the gist of what
vou have read. As you do this, emphasize
particularly the main idea and the signifi-
cant details, These are what yon want to
remember; by concentrating on them vou
will fix them n your mmd.

Reread If Necessary. Sometimes the ma-
tenial is hard to understand. If you don't
understand something at the first reading,
put it aside for a little while. Then come
back to it later and read it again.

Study Examples and [llustrations Care-
fully. Examples and illustrations are pre-
pared to help you understand and remem-
ber what vou read.

An author often states or explains a
principle and then follows with a specific
example that applies the principle. For em-
phasis, this example is often printed in a
style or size of type different from that used
in the explanation. Do not pass over such
examples; they will help vou get a clearer
picture of what the author is trving to sav,
In addition, study carcfully all charts, draw-
ings, graphs, tables, and other visual illus-
trations.

SELECTING THE ESSENTIALS FOR
NOTEMAKING

Finding the Central Idea. The first essen-
tial to sclect in making notes from reading
is the central idea in what you read. Finding
the central idea involves recogmizing the
main or controlling idea. Most people who
are good at selecting the central idea prob-
ably couldn’t tell vou how they do it. How-
ever, there are some general guides that will
help vou find the central idea.

There Is Usually Only One Idea Per Para-
graph. Most paragraphs contain only one
central idea. This is particularly true if the
paragraphs are short. In searching for the

A, Dﬂ'a_mv. Ine,, N, Y.
As you read, recite to yourself mentally and in
your awn words the gist of what you have read.

central idea, look for the phrase or sentence
in the paragraph upon which everything
clse depends. It is the onc thing in the
paragraph that can stand alone; everything
clse s related to it and depends upon it.
Let’s take a look at this example:

The report that is most inviting m ap-
pearance has the best chance of being read. To
make it inviting, the writer types it neatly on
good white paper. He makes sure that erasures,
if any, are undetectable. He keeps the right-
hand margins as cven as possible. e is careful
to sce that the type is clean. If the report is
to be bound, he selects a cover that is eye-
appealing.

Notice in the example how everything
in the paragraph relates to the central idea:
the report that is most imviting in appear-
ance has the best chance of being read. This
statement stands alone, and the rest of
the paragraph merely gives further explana-
tions and examples. ‘T'hese explanations and
examples are important, of course. in giving
the reader an accurate picture of what the
author is writing about and should not be
ignored in notemaking.
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First Sentence Often Conveys Central
Idea. Usually the first sentence in the para-
graph gives you the key to what the para-
graph is about. More often than not, it is
the central idea, as in the following example:

Washington was by everyone's
choice the chaimuan of the Constitutional
Convention. There simply could be no other;
he was foremost in everyone's mind. There
was no one less the politician and more the
disinterested leader. He was a Virginian, to be
sure, but was not identified with sectional in-
terests. Even Ben Franklin, the Federation's
elder statesman, lacked Washington's stature.
Washington was the most eminent American
of his day as well as the one most responsible
for the formation of his country.

The key sentence in this paragraph is
clearly the first one. "The rest of the para-
graph is given over to reasons why Wash-
ington was chosen as chairman,

Last Sentence May Convey Central Idea.
Occasionally the author deliberately bunes
the most important 1dea somewhere in the
middle or at the end of the paragraph, This
may be because the key idea has alrcady
been given in the heading; more often it s
because the author feels he can make his
central point better by first providing some
dramatic background material. Can you
find the central idea n the following para-

graph?

The question of fall versus spring plow-
ing is frequently debated, Such a question can-
not be correctly answered without knowing
what crop is to be grown. Plowing for spring-
grain crops, which give their best yields when
sown early, requires fall plowing to get maxi-
mum returns. If plowing is done in the spring,
seeding of the crop is delayed and reduced
vields result. In states where winter grains are
grown, best vields have been obtained from
plowing in the middle of July. The time of
plowing is determined by the crop to be grown,

The theme of this paragraph is obvi-
ously centered around the statement, “The
time of plowing is determined by the crop
to be grown,” The central idea is the last
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sentence; evervthing else in the paragraph
supports it.

Watch for Two Central Ideas in a Para-
graph. Some paragraphs contain two or
more central ideas, and the notemaker must
find them. Notice the two central ideas in
the following paragraph:

Credit is, from the point of view of the
seller, simply confidence that a buyer will be
willing and able to pay his hills when they
become due. The seller gives evidence of his
confidence by lending merchandise to the
buyer. From the point of view of the buyer,
credit is the power to obtain goods or services
by giving a promise to pay money on demand
or at a specific date in the future.

We won't argue the fact that this
might have been better stated if it had been
broken into two paragraphs —the first, a
definition of credit from the viewpoint of
the seller and the second, from the view-
point of the buyer. But this is an actual
paragraph from a textbook, and the fact re-
mains that there are two central ideas. The
notemaker must be on the alert for them
and give them equal prominence in his
notes.

Sometimes the Central Idea Is Elusive. In
some paragraphs it is not easy to extract the
central idea or a single statement that gives
the key to the meaning of the paragraph.
What is the central idea mn the following?

The development of the radio placed a
new burden upon presidential candidates. No
longer could they escape the limelight by a
“front-porch” campaign. The public wanted
to hear them and, if possible, also to see them.
Smith yielded to the new technique and
toured the country extensively, speaking at
various points beforc nationwide hook-ups.
With radio broadcasting still in its infancy,
he failed to make a good impression. He spoke
from notes rather than from manuscript.
While he was fascinating enough to the audi-
ence before him, he was often inaudible or
inarticulate to the listeners. Moreover, his un-
usual accent and his occasional mispronunci-
ations caused much unfavorable comment.
Hoover, on the other hand, although a far less



cffective public speaker, poured what he had
to say directly into the microphone; and it
came out better than it went in. His pronunci-
ation was no better than Smith's, but it was
the kind that most Americans were themselves
accustomed to use and so gave little offense.

This paragraph has to be read carefully
two or three times in order to grasp the cen-
tral idea. Did vou find it? The author s
telling vou the general effect of radio on
presidential clections. But in addition to
telling vou that the radio had a great impact
on presidential elections, he is also reveal:
ing one of the factors that caused the defeat
of presidential candidate Alfred E. Smith.
In fact, this is the central idea.

SELECTING RELATED IDEAS

In making good notes from reading,
you must be interested in more than the
central idea i what you read. You are in-
terested also in facts, information, examples,
and other ideas that explain, develop, and
support the central idea. These essentials
must not be overlooked, for they can be an
important part of good notes.

To illustrate, let’s take another look at
the example on page 61. For notemaking

Look for the central ideas as you read; they
will provide the framework for your notes.

H. Armatrong Roberia

purposes your analysis of this paragraph
might be as follows:

Central idea: Report with inviting ap-
pearance has best chance
of being read

Related ideas: Tvped neatly on good
paper

Erasures, if any, undetect-
able

Right-hand margins even
Clean type

Attractive cover, if bound

Selecting the central idea and selecting
related ideas, facts, information, examples,
and so on, for notemaking requires recogni-
tion and judgment as to what is important
and what is relatively unimportant. What-
ever is pertinent should be included in your
notes, Good notes are sufficiently complete
but not too complete, They are just com-
plete enough to serve vour purposes effec-
tively as tools for learning and performance.

BREVITY IN MAKING NOTES IN YOUR
OWN WORDS

Nearly evervthing we read except tele-
grams has more words than are really neces-
sary for comprehension. “Why, then,” vou
may ask, "don’t writers cut out the extra
words?” Well, the extra words make the
material easier to read and understand.
Books and other tvpes of literature would
be very hard to read if they were written
like telegrams. Also, extra words make it
possible for an author to say things in more
interesting and striking ways.

When vou make notes, however, you
should eliminate most of the extra words,
You should get down to the bare essentials,
For example, read the following paragraph:

In all the pages of history, from the be-
ginning of time, there is no blacker example
of infamous treachery and inhuman cruelty
than the campaign in which the Spaniards un-
der Pizarro ravaged Peru and traitorously ex-
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ceuted the Inca after extorting a vast treasure
of gold as his ransom.

Natice how much more interesting and
colorful this paragraph is because of the use
of such words and phrases as from the be-
ginning of time, in all the pages of history.
blacker example, infamous treachery, and
traitorously. Yet these words arc not neces-
sary in notes. As a matter of fact, your notes
might simply read:

Spaniards under Pizarro were treacherons
and cmel when they executed Inca after col-
lecting ransom.

Thus, the 14-word note tells all that is
necessary about the 48-word paragraph. The
brevity of the note has saved about two-
thirds of the time that would have been re-
quired to write the paragraph in full.
Include Useful Little Words. Brevity does
not mean that you should write notes in
telegraphic style from which useful little
words like and, to, and from are omitted.

Becanse of the case with which these
little words may be written in Notehand,
they can be used without any appreciable
loss of time. Furthermore, notice in the
preceding illustration how much the inclu-
sion of the word and helps the sense of the
notes,

Words like to and from can be i
portant in interpreting your notes long after
they were written. This is not always the
case, but it is important not to leave them
out just because they are short words.

Don't Be Too Brief. The cffort to keep your
notes brief must not be camed too far.
Sometimes it may be quicker to wrnte a
slightly longer note than to take the time
to decide how best to abbreviate it. In addi-
tion, notes must not be so brief that they
are inadequate and difficult to use after they
are made, Read the following paragraph:

Although medieval culture abounded in
local, regional, and eventually national differ-
ences, the feudal wpper classes throughout the
Woest shared the way of life we call chivalry.
This term comes from chevalier, the French
word for knight, This chivalric code began as
the simple creed of fighting men, and like most
things medieval it came into full maturity
about the thirteenth century.

The central idea of the paragraph might
be reworded in your own notes as follows:

Feudal upper classes shared way of life
called chivalry,

For good notemuking purposes, how-
ever, this description of the central idea of
the paragraph is too brief. It would be more
uscful if it were worded as follows:

Chivalry was a way of life for feudal upper
classes in West, Originally a simple creed for
fighting men (term comes from French word
for knight), it came into full maturity about
the thirteenth century.

Notice, again, in this illustration the
usefulness in notemaking, and especially in
reading notes, of such little words as a, of,
for, in, and from.

PRACTICAL TIPS AND SUGGESTIONS
FOR NOTEMAKING

FREQUENTLY RECURRING NAMES

Often in meetings and discussions on
which you are making notes, you will find
some proper names recurring frequently.
Here are some snggestions for expressing
names in your notes quickly and distine-
tively.
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1. Short, common names are best writ-
ten in Notehand:

Smith 2—& Baker ,é Price (2

Lee e Jones 4 Barnes 4,



2, Long names that cannot be written
casily and fluently in Notehand may be ex-
pressed by a block initial:

Rockefeller KX  Kennedy K
Eisenhower E

When you use this devise for indicating
names, be sure that somewhere on the page
of notes you provide a key ( R=Rockefeller,
for example) so that when you refer to vour
notes later, you will not have to wonder
whether R stands for Roosevelt or Rocke-
feller!

3. Some names can be indicated dis-
tinctively and quickly by using small, joined
initials;

de Gaulle ? Abraham Lincoln d

Again, somewhere on vour page of
notes you should provide a key.,

Notice how these suggestions are ap-
plied to the page of notes on page 66.

FREQUENTLY RECURRING
EXPRESSIONS

In discussions and meetings vou will
also find some expressions recurring fre-
quently. When you find an expression re-
curring again and again, you can save writ-
ing time by devising a shorteut for it. For
example, if yvou are making notes on a dis-

cussion of life insurance, here are some
shorteuts you might use:

life insurance /é beneficiary [

endowment policy “

Caution 1: Key all shortcuts vou devise in
your notes,

Caution 2: Guard against devising too many
shortcuts. Shorteuts can be jus-
tified only for expressions that
occur frequently.

MOST-USED NOTEHAND FORMS

Here are ten more of the most fre-
quently used forms to add to vour card:

to you your that he
7 7 - IJ 3
as at if very not

o g ) £

Refer to your card constantly. Try to

read all the words on your card a few times
each day. Read them as rapidly as you can.
sometimes forward, sometimes backward.
The faster you can read them, the faster vou
will be able to write them.
Self-Check. When you have completed
your work on this unit, see how well vou
can apply the notemaking suggestions in
Unit 13 by flling out the self-check on
pages 67 and 68,

-
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SELF-CHECK ON UNIT 13
HOW TO READ FOR NOTEMAKING

PART |

Sce if you can find the central thought in the following paragraphs, When you
have located it, write it in the space provided undemeath the paragraph. One sen-
tence 15 all that is necessary, Use as much Notehand as you can, but don’t hesitate

to write longhand when the Notchand form does not come to you readily.

L. You would be surprised if you knew how few application letters arc ac-
tually read by the person who receives them. If a quick glance at the envelope
shows incomect placement of the address, poor typing. crooked stamp, or
smudges, that letter will very probably be tossed into the wastebasket without
being opened. The remaining letters will be screened in the same way, and only
those that mect the appearance test will be read.

2. Each paragraph should revolve around ane thought, and by far the great
majority of them do. Within the paragraph, however, you usvally find one sen-
tence which states clearly the main thought of the parageaph. This sentence is
commonly called the “topic™ sentence. This sentence is different from the others
within the paragraph. It is more inclusive. It glows with the concentrated white
heat of the whole idea. The other sentences will break down the thought within
this topic sentence as a prism breaks down the rays of light. They will help you
to see the central thought in all of its meanings.

3. Successful salesmanship is 90 per cent preparation and 10 per cent pres-
entation. Salesmen who plan their sales presentations before they deliver them
completely outsell those salesmen who try different selling methods on each
prospect. Hit-or-miss sales talks are not convincing. A salesman cannot leave his
sales presentation to the inspiration of the moment any more than a speaker or
teacher can face his andience without having taken care and time to prepare
what he is going to say.
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4. The American public spends nearly one hundred million dollars a year
for laxatives, tonics, and other preparations to aid digestion. Many people have
the idea from radio and television broadcasts and displays in drugstores that in
recent years the human digestive system has fallen down on its job, that it now
requires a variety of chemical crutches to get it through a day’s work. The truth
of the matter is that a healthy digestive system gets along very nicely without
drugs. All it needs is a little co-operation on your part.

5. As a salesman, you are engaged primarily in meeting and dealing with
people outside your organization. But you are responsible also for maintaining
good relations with your fellow workers. In your efforts to gain the friendship
of prospects and to make sales, you are likely to forget that fellow workers in the
company are actually helping you make these sales.

PART Il

The ability to devise shortcuts for names and other frequently occurring expres-
sions will be of great value to vou in notemaking. If you found that the following
names Of expressions were coming up again and again in your classwork, what short-
cuts would you devise for them in your notes?

1. Harvard University 6. life insurance

2. President Kennedy 7. atomic energy

3. Khrushchev 8. cold war

4. Woodrow Wilson 9. guided missile

5. de Gaulle ) 10. First National Bank_________

Note: Check your work against the suggested answers on page 177.
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Suggestion: Why not take a few moments to rercad Paragraphs 5 and 16 to be
sure tﬁlut you are following correct practice procedures,

53. 0i. The sound of i, as in boy, is represented by ¢# .
Spell: toy, t-oi
boy / oil 2~
toy /"9

enjoy .Z

READING AND WRITING PRACTICE

The Apple Eater

L e @l

! S / “N—"% owv

v / o e =

B e s %
@\Z. { s v C1
é it é = 2 )/t/ 9

—r- f“é/t/

/‘(itu//sb

3 (O_/so&’Z/.

e

-




54. Word Ending -ure. The word ending -ure, as in secure, is represented by
the Notehand r,

Spell: secure, s¢kr

secure J-_- nature _d“’

failure o&./\/ figure )"'1,

READING AND WRITING PRACTICE

55. Word Ending -ual. The word ending -ual, as in actual, is represented by
the Notehand 1. {Sometimes this ending is spelled uel, as in Samuel, or ule, as in
schedule, )

Spell: actual, a-k-t-]

actual ~A— annaal

factual JA—— schoduls 797
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READING AND WRITING PRACTICE

s .

//W
o b= bz 01D
—s P 7P 3
9 Ly

J - d\_/ _4'\

7

.
o

G P oA =

—, G P

56. Word Ending tion.

St

or

A

The word ending -tion (sometimes spelled -sion,

cean, or-shion ) is represented by the Notehand sh.

Spell: nation, n-a-shun
nation /2 selection <)
fashlonq)
ocean 7 _ vacation /é

READING AND WRITING PRACTICE

JZ/—g

=En N = =g 6
7\)52.(”

Vacation

?
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57. U. The hook that represents 40, as in to, also represents the sound of if

heard in but.

Spell: but, b-oo-t:

but é just 4
does / other »~—

us 7 must

b

Did vou notice that:
a. In us. the oo hook and the s join without an angle?
b. Inmust, the oo hook 1s on its side?

READING AND WRITING PRACTICE

Five Principles of Selling
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58. 00. The oo hook represents a third sound—the sound of 66 heard in book.
Spell:  book, b-oo-k
book é looked _—
foot 4
push { good/‘r/
took 7

READING AND WRITING PRACTICE

Spare-Time Learners

< N
i W/Z’ o -
P— oS 4 g -

-5 4
A~ =
F g = B -
3 e _
-"/' .

;,éé& o P
%/\2 G it
6/‘ //W
A s =
§4> ). —
2.0 < =/
L TN I
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59,
Spell:
we o

watch 7

way 7

W. W at the beginning of words is expressed by the oo hook; sw by s-00.

we, oo-¢; sweet, s-0o-e-t

sweet }’

well oZ/

swim }——

Wh, as in why, 15 pronounced hw, As the b is pronounced first, it 1s written first.

Spell: why, h-ooi

why ﬂ”

whether )"’

whuaéé/

READING AND WRITING PRACTICE

Be Calm

e € . a2
?’%‘rﬁ’d
s . 2 o
/M //-»/‘
olpe i T TP gHN
?7 U >
A~ 7 = ¥ _A
e 3 — - s
P B &
PR o G P e ¥
s e (1
/”'m-(/é
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(Concluded 1 l'.u.u:uph 60)



60. W in the Body of a Word.

When the sound of w oceurs in the body of a

word, as in always, it is represented by a short dash underneath the vowel following
the w sound, The dash s inserted after the rest of the outhne has been written.

Spell:
always c—~A2

railway 22

READING AND WRITING PRACTICE

Be Calm (Concluded)

always, o-l-oo--s; quite, k-ooi-t

quite 73
quicka_—-
twin &~

twice /g

SO .
n_/,a-}w—(j/

Cue ~ £
b
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61. U. Thesound of i, as in use, is written 7.
Spell: use, {i-s; few, f-i

use 47 value OZ_.J'
unit 5%
few /;) usual %___
ViCW//

READING AND WRITING PRACTICE

Memory

a_&,/d/_/'

=
—— %\04/
¢ i T
)o\”,o’y//z,"é

T AR Sy B
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62, Brief Forms. Only two more sets of bricf forms remain for you to learn

after this one,
*under - opportunity (t
*over should /
which / could "

*The words under and over are written above the following Notehand character.
They may also be used as prefix forms as in the following words:

underneath Z_&~ oversight 2"
underpaid 7 overcoat ;’7/

READING AND WRITING PRACTICE

Easy Profit

¢ Lo oo |G 2
« R Ht G €l B NS
J s AL~ b Z 7 T A
Y A ek . DN L E ~ gy
g 2 (é - &/ L.
RS B s >3 W
A Qe e . g 6
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’/‘/c_./z‘;y(\&
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63. Ow. The sound of ow, as m how, is written ﬂ" . In writing ow, be sure
to make the a circle large and the oo hook deep and narrow.

Spell:  how, hrow

how & brown é"‘

out J‘/

doubt / proud @’/

now 15’

78




READING AND WRITING PRACTICE
Temper f
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UNIT 17

Suggestion: To be sure that you are getting the most out of vour practice efforts,
why not take a few moments to reread Paragraphs 5 and 16.

64. Ng. Thesound of ng, as in sing. is written —_ .
Compare: seen o sing =4
Spell: ring, reng; long, l-o-ing
ring «=_ long «_—<_
bring &
thing single o4
strong <

READING AND WRITING PRACTICE

A Boy

\—7/

- o

«{

—_ S

80 W
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65. Ngk. The sound of ngk (usually spelled nk in longhand), as in sink, is
written .

Compare: seen _i- sing o2,
seem A—  sink <=t
Spell:  link, Le-ink; thank, ith-a-ink

link = blank C&

thank S~ think S~

ink o— _ bank O(

READING AND WRITING PRACTICE

A Boy (Concluded)

ool S rale-Sa

il
-

0;.&&—&(04///;/2&/
\7.4/0’r_,/o_ﬂmzr0’/
Z ~
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66. Omission of Short U. In the body of a word, the hook representing the

sound of short u, as in run, 15 omitted before n orm,

run — some 2
sun 2
fun Z come —_——
done /—
lunch g_/7 column.—___——
READING AND WRITING PRACTICE
Dither

/é7
Hatleneorr. &
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67. Nd. The Notehand strokes for nand d are joined without an angle to rep-
resent the sound of nd, as in lined,

Nd //’
Compare: line &~ lined —

Spell:  lined, I7-cnd; land, l-a-end

land \_/V signed d/
kind /D/
trained ,.__Q/ end a/

spend 0

READING AND WRITING PRACTICE

The Lark and Her Young Ones




/zn?/’. C/u /
Do Kl i 0 =P et
b P K adime FE s
/'7/0/&./"/’5_17;7/1\_/._\/
— « A o

7@:’7/&%u o -

—A > e
2

W - ;?/ f \ﬁﬁ (Concluded in Pu.mgmph 65)

68. Nt. The stroke for nd also represents the sound of nt, as in rent,

Spell: rent, r-c-ent; paint, p-a-ent; enter, c-ent-r

rent vo/ plenty C/

sent .,J/
want 'b—/ enter /

paint 6/

READING AND WRITING PRACTICE

The Lark and Her Young Ones (Concluded)
|

/\_.Ljﬂgﬁ/%pfo&‘\/




T DR — N~ 2 %_7 ~  —=Adapted from Aesop’s Fables

69. Md, Mt. “The Notehand strokes for m and d are joined without an angle
to form the sound of md, as in framed, T'he stroke is about twice as long as nd. The
same stroke also represents the sound of mt. as in prompt.

Md, Mt A

Compare: claim —~_ ©—claimed /\_/a/

Spell: framed, f-r-a-eind: prompt, p-r-o-cmt

framed blamed

seemed .l/ prompt C./

named _/ . emply q/

READING AND WRITING PRACTICE

Study
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Self-Check. See how well voun are doing by completing the self-check on pages
§8 and §9 before proceeding to the next unit,



SELF-CHECK ON UNITS 14-18

Time for another check-up! Give yourself the best chance to make a good score
by first reviewing evervthing in Units 14-18, Remember to time vourself and check
your work with the key on page 181.

‘T'ime Goal: 15 minutes. Error Goal: 4 errors.

PART |

Words

11. e

0

12. ¢
13. 777

w

14, o&‘-t

S3EE!




PART 11

Sentences

l'é-,fé";/g’)/\}//”.@.fﬁ\
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Organizing Your Notes as You

Make Them

Notes may be organized in two basic
forms: as narrative summanes of the essen-
tial ideas vou have grasped from listerung or
reading; or in outline form.

Orgamzing vour notes as you make
them will help vou get more out of vour
listening and reading. Moreover, it will re-
sult 1in notes that are much more useful to
vou after they are made.

ORGANIZING NOTES IN NARRATIVE
SUMMARIES

Narrative summaries are restatements
in your own words of the essential ideas in
what vou are reading or listening to. The
following is an example of a narrative sum-
mary,

Packaging
Packaging is a primary function of mar-
keting. Industry growth has been phenomenal.
Retail packages are not just containers but
often works of art. Packaging increases cost of

distribution, but most retailers and consumers
don’t object. Smart packages are “silent sales-
men” for the retailer; consumer appreciates
beautiful things and will pay more for them.

Narrative summaries are especially use-
ful in organizing notes:

I. In discussions and conferences

2. When listening to a speaker whose
remarks range over a number of topics and
do not treat any one topic in depth

3. In reading onc or more reference
sources for general information on a topic
or a variety of topics

Headings in Narrative Summaries, [1ead-
ings m narrative summaries will be helpful
when vou use the notes later. Headings
should be surrounded by plenty of white
space so they can be spotted readily.

An Example of Making Notes in Narrative
Summaries. Study the following example of
notes organized into namative statements,
Notice the use of headings.

JOHANN SEBASTIAN BACH

THE MAN

More than an intellsctusl musician. He was a lovable, warm-hearted
man. Probably never danced, but snjoyed dance music, Had a cheerful

heart, wrote cheerful music, such as his Gavotte in EMajor and Minuat
Bach had a deep and sincere piety. Loved the service of the church,

for which he wrote great music.
COUNTERPOINT

Brought old church counterpoint to life.
Called his counterpoint tunes fugues.
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In a fugue the melodies seam to chase sach other. Musician's eya
as well as his ear tells him the first tune begins with the left hand
and proceeds for four measures. Whils left hand goes on with new
theme, the right hand repeats first pattern, At msasure 9, the right
hand plays a new pattern, which the lseft hand immediately begins to

imitate at measure 11, etec.
CANTATAS

frote over 200 cantatas. His Christmas oratorio is really a

collection of six cantatas.
ORATORIOS

Bach was organist many years for German Frotestant Church of
St. Thomas, Here he wrote magnificent oratorios (church singing plays).

Called his oratorios "Passions."

In his Passions, Bach used the language of the gospels of John,

Mark, and Matthew.
8 MINOR MASS

Among Bach's greatest works is the "Mass in B Minor."

In the foregoing notes the headings
are placed at the loft, with plenty of whitc
space around them so that the eve can
readilyv spot them.

ORGANIZING NOTES IN OUTLINE FORM

Organizing notes in outline form in-
volves the use of main headings and sub-
headings. Main headings are used for items
of primary importance, witly subheadings
for items of secondary importance. The de-
gree of importance of the items and the
relationship between them are shown by
levels or ranks of headings. Thus, essential
ideas are main headings or subheadings, dc
pending upon the level of their Importance
and their relationship,

Qutline form is generally regarded as
the most efficient form in which to organ-
1ze notes. This is especially true in making
notes in depth; that is, making notes that
involve scveral levels of headings and sub-
headings and that run to considerable
length.

Organizing notes in outline form offers
these advantages:

LIt will help vou to think through

carefully whut vou hear or read. It will help
vou select the essential ideas, facts, and in-
formation and to understand their relative
mportance and relationship

2. [twill help you to make useful notes

Make your notes in outline form if you can; it
will not only help you organize your thinking
but also make your notes more useful for study
and reference.

H. Armatrong Roberts




— notes that can be used readily for refer-
ence.

3. It will help you save time both in

making notes and in using them.
Informal and Formal Outlines. The two
basic kinds of outlines are the informal and
the formal. In the informal outline, simple
indentions are used to indicate the rela-
tionship and relative importance of head-
ings and subheadings. For some of your
notemaking, the informal outline will do
very well.

A more elaborate, and often more effi-
cient, form for organizing notes is the for-
mal outline. This uses a system of numbers
and letters to indicate the importance and
the relationship of headings and subhead-

ings. The most commonly used system is as
follows:

SUBJECT OR TOPIC (Not part of
numbering system)

l- - . - - - . - . . - . . .

"MEZGg ¥ XEG
8), = & & & @

Note that each succeeding level is indicated
by a wider indention.

The following outline illustrates the
number-letter system.

TRANSFER OF HEAT

I. Importance of transfer of heat

A. Life on earth dependent on radiation from the sun

1. Plants receive radiation from the sun

2. Energy from coal, oil, etc., largely from fossil plants
B. All man's sources of energy ultimately derived from radiation

except atomic energy
II. Mathods of transfer of heat
A. Conduction

1. Definition: Transfer of heat between materials in

contact

2. Method: Molecules in motion on surface of "hot" object
striking molecules on surface of "cool" object and
imparting kinetic snergy

a. Molscules do not pass from "hot" to "cool" ebject
b. Kinetic energy the "heat" that flows from one

object to another

B. Convection

1. Definition: Movement of molecules of gas
2. Msthod: Kinetic energy of molecules increased
a. Causes gas to become less denss
b, Gas pushed upward by buoyant force of colder air
¢. Hence the gas circulates
3. Convection responsible for movement of winds, ocean
currents, as well as heating from a "steam radiator"

C. Radiation

1. Definition: Energy emitted by a body whose molecules
are in state of kinetioc esnergy
a. Radiation not transmitted by moving molecules
b. May be transmitted across a vacuum
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2. Types of radiation
a. Heat
b. Light
¢. Electric waves
d. "X-radiation," etc.

3. Factors that determine radiation
a. Energy radiated and absorbed by all bodies
b. Radiation determined by temperature (kinetic energy)

c. Type of material

{1) Some substances radiate wore than others
(platinum more than silver)

{2) Rough surface radiates more than swooth
(because there is more surface when it is

rough)

Once you adopt a system of outlining
for organizing a sct of notes, use it consist-
ently. Select your headings carefully. In-
dent subheadings consistently to show de-
grees of importance and relationship. That
is, keep headings of equal importance at the
same level. Watch the sequence of main
headings and subheadings carefully, so that
each level develops and supports the next
higher level.

Topic or Sentence Headings? In outlining,
headings may be in the form of topics (that
15, bnef phrases or single words} or com-
plete sentences. Or a combination of the
two forms may be used. That is, main head-

-

ings may be in the form of topics, and sub-
headings may be in the form of sentences,

There is no hard-and-fast rule for de-
ciding when to use topics and when to use
sentences. Topic headings are more concise
and quicker to write. Sentence headings re-
quire more time and cffort to construct.
Sentence headings force the notemaker to
think through more carefully what he reads
or hears in order to make complete state-
ments. The use that is to be made of the
notes 1s also a consideration, For example,
in outlining notes from the usual reading

and listening, topics are more commonly
used.

PRACTICAL TIPS AND SUGGESTIONS
FOR NOTEMAKING

USE SIGNALS OF IMPORTANCE

In the process of making notes, some
points will impress you as being of more
than ordinary importance. You can make
these points stand out in your notes if you
will mark them distinctively with some type
of “signals of importance.”

Perhaps the simplest and quickest sig-
nals of importance are vertical lines placed
to the left of an item. This type of signal
can be used to indicate degrees of impor-
tance. One vertical line can be used to indi-
cate something of moderate importance;
two vertical lines, something of considerable

importance; three vertical lines, something
of great importance.

USE UNDERSCORES FOR EMPHASIS

To make a single word or phrase stand
out in your notes you can place a wavy un-
derscore below the item to be emphasized.
If you use red for underscoring, such items
will stand out even more.

If the item to be emphasized runs more
than a line, you will save time by using the
vertical line signal rather than the under-
score.
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Key: The great Finmish runner, Nurmi, sct several athletic marks.

USE SPACE TO INDICATE COMMAS

Ordinarily, the Notchand writer will
use the familiar longhand mark for the
comma, encircling it in order to avoid any
possibility of hesitation in reading. In most
notemaking, however. space, instead of the
written comma, may be used to indicate a
comma. This device is not only timesaving
but it also provides further emphasis be-
cause often, as in the example above, the
word set off with commas is a proper name.
The extra space on each side indicates com-
mas and at the same time makes the name
stand out on the page.

USE LONGHAND ABBREVIATIONS

In the English language there are many
combinations that, becausc of their fre-
quency of use, have acquired generally ac-
cepted longhand abbreviations. No doubt
you are familiar with many such abbrevia-
tions. Because these longhand abbreviations
are distinctive and can be written rapidly,
vou will find it best to use them in any notes
vou make rather than wnting them in Note-
hand.

Here are three types of such longhand
abbreviations,

Political

COP Grand Old Party ( Republican )
NATO North Atlantic Treaty Organiza-
tion

TVA Tennessee Valley Authority

DAR  Daughters of the American Revolu-
tion

UN  United Nations

VIP  very important person

94 1)

In writing these longhand abbrevia-
tions when making notes, vou will save even
more time if you use the small, jomed let-
ters instead of capitals, thus:

”,/44,23'
Har

Business

C.O.D. cash on delivery

f.ob. free on hoard

c.if. cost, insurance, and freight
CPA Certified Public Accountant

A»?'é

Literary
© copyright
c.orca, about (circa)
ibid. in the same place (ibidem)
id. same (idem)
ie. thatis (id est)
loc. cit,  the place cited (loco citato)
n.b. note well (nota bene)
nd. no date
q.v. which see (quod vide)
tp. title page
viz. namely (videlicet)
A combination of these literary abbre-
viations that you might find is:

©@ 1887 bt nd on

e ferdiagse c 1£70

This indicates that the book was copy-
nighted in 1887. There was no date on the
title page to indicate when the book was
printed or published, but it was probably
about 1890,



MOST-USED NOTEHAND FORMS

By this time vou should have learned
to use casily the 20 common words on your
card, Here are 10 more of the most fre-
quently used words in the English Janguage.
Add these to your card. Remember to keep
the card near you whenever vou are writing
and refer to it as often as necessary. The 10
additional words are:

all this  with but on

was from one about well

1 4 CA—- " /0 2

Self-Check. Test vour skill in outlining by

completing the self-check on pages 97 and
98.

99
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Illustration of notes showing the use of signals of importance. The key
appears on page 181,



SELF-CHECK ON UNIT 19

ORGANIZING YOUR NOTES AS YOU MAKE THEM

PART |

Below you will find a number of paragraphs dealing with food and its functions.
You are to:

1. Read through them quickly,

2. Prepare an informal outline of the pertinent information, using as much
Notehand as possible.

Food

Food serves a number of functions in the human body.

If a person lies perfectly still and, except for shallow breathing, does not
move, he still needs food. The purpose of such food is to maintain the tempera-
ture of the body.

Additional food is needed to provide energy for muscular action. Experi-
ence shows that the amount of exercise regulates to a great extent the quantity
of food required. If excess food is eaten, it may be stored as fal.

Further, food is needed for new growth as well as for repair in case of injury,

Food has a fourth function, namely, to keep the body in good health
through the action of vitamins and other important regulating compounds. Even
though satisfving food is eaten, a person may suffer from malnutrition because
of lack of these important regulators.
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PART Il

"T'he following extract from a book on health lends itself nicely to a formal out-
line, Prepare a formal outline, following the suggestions in Unit 19,

Drugs
Drugs have two basic effects. Some act as stimulants. Others, which slow

down the nervous activity, are sedatives.

Sedative drugs are important to the doctor. He uses them to relieve pain.

If 4 person must have rest, sedative drugs will produce sleep. They are valuable,
too, in reducing emotional anxiety in a mentally upset person,

Better known sedative drugs include morphine, codeine, and various bar-

biturates, usually referred to as slecping pills. All of these drugs have great
medical value,

Stimulating drugs have the opposite effect on the nervous system. They

prevent sleep and canse emotional excitement. Cocaine, one of the better known
stimulants, is also a pain-killer. Benzedrine is another stimulant.

Note: Check vour work against the suggested answers on page 181
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70.

and /

Brief Forms

where C_
short #

important,

importance

work

suggesti—

READING AND WRITING PRACTICE

A\

{

5

R
< = X
Ry

T\ R P

4

|

{

4

7

\ A

¢

=z
T

3
3

)

.

N

Fast Shrinkage

Hv T
7 ¢
9 o N

o 99



71. Brief Forms as Word Beginnings.

It is often possible to use the bricf

forms in, be, and for as prefixes in longer words.

In
Spell: income, m-k-m
income ——— inside 5/
invite }
Be
Spell: beneath, b-n-c-ith
beneath é belong C(\
believe 9 because 4
For
Spell: forget, for-gay-c-t

forget H

READING AND WRITING PRACTICE

Surprise

;70'-——:7‘
7~ ////
é’/,_z(;,._fé

K 2
—75\/ “740@@
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72. Ted. The combination ted, as in heated, is formed by joining t and d

together as one long stroke.
Ted /’

Compare: heat o~ heed / heated /

Did vou notice that the stroke for ted is about twice as long as the stroke for d?

Spell: acted, a-k-ted; instead, in-s-ted

acted / visited /

waited / instead /
adjusted y steady /

READING AND WRITING PRACTICE

Loyalty

‘33:/%/\_7. 5022517-—«/
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¢ o
/ u 7 2 - | {Continued in Paragraph 73)

73. Ded. 'T'he same stroke that represents ted also represents the sound of
ded, as in needed.

Compare: need ../ needed _-/

Spell: added, a-ded: deduct; ded-oo-k-t

added / guided /‘a/
traded / deduct/

graded /‘L/ deduction /
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READING AND WRITING PRACTICE

Loyalty (Continued)

m,/_w/ Jw/?,ov O
T _
\ /’ y/&/éﬁ/
W/.Vw,?\/?ﬂ PN\
/w/a_m ARG
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y %un}\é;f/@v/?

W 103



UNIT

] -

74, Men. The combination men, as in mend, is written by joining m and n
together in one long stroke, which is about twice as long as the stroke for m.

Men

—

Compare: in — am men

Spell: meant, men-t; women, oo-c-men

men - many __——o
meant e immense o——=
mended / women 2 ——
READING AND WRITING PRACTICE . ‘

Loyalty (Continued)

‘o— 2 e (A 7 Ss oS
- /0./>)) ((,7_(\,,9— AR e
PP O Lep w |l v p B D,
.———v-—zﬂ/'b/d/"“__//\ﬁ"‘\?._é’
//Vé‘//_(ﬁ
2/9//0 9 . .
__//>”Q//‘9, /____.,/\._
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75. Min. The stroke that represents men also represents min, as in minute.
Compare: meet —" minute
Did you notice that the stroke for min is at least twice as long as the stroke for m?
Spell: minute, min-e-t

minute ___ nominate = —

mint =7 minimum

READING AND WRITING PRACTICE

Loyalty (Concluded)

v A
L /;_.‘,
P
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76. Brief Forms.

question -

yesterday #~

send A

READING AND WRITING PRACTICE

Ten Signs of a Mature Man

—E - W< /c?':
= BB U F P
f_?/n—? 7”2
/0/(/ g 2 o~
45%9 W

—Adapted from Elbest Hubbard's Notebook

This is the last set of brief forms that you will have to learn.

probable

ditticut 2

into »
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(Concluded in Paragraph 77)

77. Ses. ‘I'he sound of ses, as in senses, is represented by joining the two
forms of s,

Compare: sense _2 senses "‘T

face 9/ faces ?/

Spell: addresses, a-d-r-c-scs

addresses /49 cases -z
realizes .e_¢~

sizes ?' necessary o

This stroke also represents the similar sounds heard in gis, as in sister; and in
sUs, as 1N Versus.

Spell: sister, ses-t-r; versus, v-c-r-ses

sister S census

basis { versus 4

READING AND WRITING PRACTICE

Ten Signs of a Mature Man (Concluded)
@5 ~—2' o 5
— A // A2 i—-,/ 9 Q /7@ o
A 7 A 57 g T

W 107
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78. Ten. The combination ten, as in written, is represented by an upward
curve about three times as large as the curve for the over th.

Ten O
Compare: Th Ten /

Spell:  written, r-c-ten; stand, s-ten-d; bulletin, b-oo-l-e-ten

written &~ bulletin é(

e

intend _/ stand )/-/

This blend also represents tain.

Spell: captain, k-a-p-ten

captain ﬁ_ attain /
certain &/ maintain __/"_
abtain %

READING AND WRITING PRACTICE

Strictly the Truth

y.é/gf/ Cosls™

[
\
N
3




————t

;J/&_//‘/J

— ?/L_/C/’“‘:

o a Rgh

er/”’\’

e

=

79. Den. 'This stroke also represents the sound of den, as in sudden.

Spell: sudden, s-0o-den; dinner, den-r; guidance, gay-i-den-s

sudden &
hidden 4~

evident

deny /o
dentist /

guidance /‘Z{r

READING AND WRITING PRACTICE

Time to Forget

!

i
Ay
;&D\(
AN
\ 3

s
5

HE

A

?H
S
N
3

!

{\
]
)
WO

N
M
X

(

AN



|
/4__/;’]‘// (?,"1—-;6] -t //‘"\

80. Word Ending -ment. The word ending -ment, as in agreement, oceurs in
a great many English words. The ending is expressed by the Notehand m.

Spell: agreement, a-gay-r-e-ment; elementary, el-c-ment-re

agreement g — moment

payment f— judgment Z

arrangement Q,Z elementary o__s—_*

READING AND WRITING PRACTICE

Big Business and Small Business

/Q_/»..o—/(/m

4
4

s
&‘ I e
/

\ L

o
\(
AR
fg\‘\ai
N

{

"
AP
N

Ay
|
:
N
(

\
\
1\
¥y
|
o

N\

~  =Abraham Lincoln
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81. Rd. The combination rd, as in heard, is represented by giving the r an
upward turn at the end.
Compare: hear o heard &
Spell:  hired, h-Fard, garden, gay-a-ard-n

hired £ word 2
tired ,@ garden —C)
hard Q.

READING AND WRITING PRACTICE

Hard Work

D W= en X
— R S _ L0
S ) A, &
—-—-a—/)a——(b—‘
wd? B e Ao
= IT ey

/"Qf‘/m/\/“-//
T i

e 2 P

'0"/5)-——6'?/7/'
Qs s 7% D i 3

112%
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e e LA
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(Concluded in Paragraph 82)



82. Ld. The combination Id, as in told, is expressed by writing the I with an
upward turn at the end,

Compare: roll «—<~— rolled o~

Spell: field, f-c-cld; seldom, s-c-¢ld-m

field o< drilled /

cold .~ sold &___“/

settled )’\-/ seldom Q__/-’

READING AND WRITING PRACTICE

Hard Work (Concluded)

er 2 P a2
o A L J/%/")'J’//
é/tfq}“')/. y/L__._\)’/"b/,//
Gt G A S e DD e
— 7 Ar I r s g s e
P o L e Vi o 3 oghe ar
./(/54/-/4/(0'/&/0&_‘_,//»
_o./v./f"’//'.,,z/'o/&\(/
G i « T il A& o J___ ¢
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83. Word Ending -ble The word ending -ble. as n available, is represented
by a jomned b.

Spell: available, a-v-a-l-bul

availablea% table /
obtainable é payable (é

possible (( agreeable /};

READING AND WRITING PRACTICE

Boiling Water

/ A P
r
w—f/tété

W(J//I/-’/W‘
| v\_ﬂ,\-——/’/u_.//7

: ""-ﬁ,)o 4
=

Jé’é/«.
//D;%Zv\
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84, Word Ending -ful. The word ending -ful, as in careful, is expressed by f.

Spell: careful, k-a-r-ful

careful fo7 doubtful /7

grateful — L927 thoughtful /‘7

tactful &7 useful ?

READING AND WRITING PRACTICE
Wasted Time

Z_—ma_,é/_,/sa/
-Zygd"f\fav ///Z
”'—‘//27)}—- gt
40/72.90§ D N
ro 2 2 o




116 W




TR -

85. Word Beginning Con-. The word begmmning con. as in concern, 15 ex-
pressed by the Notehand k.

Spell: concern, cons-ern

contain —"_

concern ~ _

consider /}/‘-’ constant /}//

contract —~~< conscious /}

READING AND WRITING PRACTICE
On the Alert

% /0//0 a- __,,//} s . é 5 M0~ I S~ 7q)>
//}// e v «dynz- (//'17 AR
= g/ﬁ%’\ é/—'— x & Q ,20>#




d oL s &
aé‘b—-n——/g_,ﬁ%>

w 2

’L/f/aﬁ"z-—

= i/
/,/” .~
A

" —

86. Word Beginning Com-.

/}/"’/JQ‘A/\/
azy——a—}‘/v"/?

Fo

2N
22— u—'v{j\

The Notehand k represents the word beginning

com, as in comply, as well as the word beginning con-, as in consider,

Spell: comply, com-p-l1

comply 2 o

complain/a—p_

competent /V

compare Z

compliment 7 e

comfort 7,

READING AND WRITING PRACTICE

o wed &
p—=3
;4\"/22/

/}7,2_//\9/'0/

118 1,

Hearing Aid

).

7 P
e i Tl
Iy > e

o P




A
7

e
2

? =

A —
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e ;
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a- & g P Z
¢

—t7 -3 = N 2
B7. Word Beginning Trans-,

(d‘_abgf.éfk/\
‘r}//‘aﬁ/ =
W <

The word beginning trans-, as in transmit, is

expressed by a disjoined t placed above the following character.

Spell: transact, trans-a-k-t
transact 2\/ transformed y
) -
transmit __~ transfer o2,
transiation {2 transcript %

READING AND WRITING PRACTICE

_/,7/ 'ﬂ/‘
LA /V../”A
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ﬁ‘?/jf//f"__//d:?
e 2 7«»/5-— “V ~
3 9 lalr & &7 O S~
P4 /6?/;/0"/’4///
/| W
&
-

o

88. Word Beginning Ex-. The word beginning ex-, us in cxpress, is repre-
sented by the Notchand characters for es.

Spell: express, cx-pr-c§

express é excellent C_)/

extent 9// explain (:O—

READING AND WRITING PRACTICE [%
A Tooth for a Tooth
ﬁg .
> 4 7 7
/\o/‘ P o 2




Self-Check. How are vou doing? You can find out by taking and correcting
the self-check on pages 122 and 123,

121



SELF-CHECK ON UNITS 20-24

Before you take this self-check, review everything you have studied in Units
20-24. Be sure to time yourself and to correct vour work (the key 1s on page 156).

Are vou finding that you are transcribing more rapidly and with fewer errors
than vou transcribed the carlier self-checks? If you are, yon can nightfully be happy
with vour progress.

Time Goal: |2 mmutes. Error Goal: 3 errors.

PART |
Words

1. / 11.

12,

p—
w

e
>

o

4 \RN ir\ﬁg

7. 17.
A 8. 18.
” 9. 19,
10. 20. £~
Brief Forms
X 8. b
& e 9. &
3. Vv 10. —

4. 11./7
5.} 9 12

6. 2 13, ﬂ’

7. ¥ 14. ?
122 %




PART II

Sentences

1'/’6}//’7% _"/2——-1“

z;//z,ﬁ,a,é/?._,//‘?\

3./%?.2-/%}{/\

o

a_,a.-n/’é/é 13/&/\

o

6.5#;,.—/6;9_—/'/}—77/4-\
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How to Make Notes
in Discussions, Meetings,
and Conferences

In vour social, business, and professional
life vou will no doubt have occasion to at-
tend many meetings. If vou belong to a club
or organization that holds regular meetings,
vou will participate in frequent discussions
of important ideas. suggestions, and bus:-
ness matters, In business, you will perhaps
be a member of one or more permanent
committees — the advertising committee,
the research committee, the forms control
committee, and so on. Teachers, engimeers,
doctors, lawvers, and others attend meet-
ings related to their professions. As an or-
dinary citizen, you will attend meetings of
civic organizations, church groups, parents’
committees, and social clubs. Good note-
making skill comes in handy in such meet-
ings and conferences, and the suggestions
offered carlier in this unit apply here.

If vou are recording secretary of any
of these groups, in which case your notes
must be converted into “minutes,” note
making becomes a “must.”

MAKING NOTES OF DISCUSSIONS

When you are participating in a gen-
cral discussion and making notes at the
same time, vour notes will vsually be of
two types: (1) notes about what others are
saymg and (2) notes to yourself. For ex-
ample, someone may make a statement that
vou do not agree with, that you believe to
be incorrect, or that you wish to enlarge on
later. While vou are making notes from the

124 %

participant’s remarks, you are also making
brief notes to yourself to remind you of
what you want to say when he has finished.
Suppose at a meeting of the education com-
mittee of the PTA you are discussing Fed-
eral aid to education. On page 125 is an ex-
ample of how your notes might appear.

Notice i the example that the note-
maker has allowed a very wide left margin
for notes to humself, For such notes you
might use a different color from that of your
regular notes.

The notes i the illustration are sum-

Discussions at club meetings are often written
up In the form of minutes.

C. M. Abbatt from A. Devuney, N. ¥,
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page 186.)

(Key appears on
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mary statements of the remarks of the par-
ticipants. In a typical discussion it 1s diffi-
cult, if not impossible, to make vour notes
in true outline form, since the subjects,
points of view, and the appropriateness of
the remarks vary widely. It is best. therefore.
to organize yvour notes according to the
identity of the participants. as in the illus.
tration. Of course, sometimes their remarks
may lend themselves to an outline form,
Observe in the illustration, for example, the
notes made from Mary L’s remarks.

This is only one form, of course, in
which discussion notes may be made, The
form isn’t too important. What is impor-
tant is that notes of some type be made.

USING YOUR NOTES

You should read over your notes as
promptly as possible after the discussion,
especially in view of the difficulty of organ-
izing your notes as vou make them, If you
wait too long, you may not be able to make
sense out of vour fragmentary jottings, par-

ticularly if you were trymng to wrnte and
participate at the same time. If possible, re-
organize your notes, putting them in a form
that will be most helpful and usable. Your
reorganized notes on the discussion of Fed-
eral aid to education might appear as
shown below.

MAKING NOTES AS A RECORDER

Notes that will result in official records
of vour group must accurately interpret the
proceedings by sifting the unimportant
from the important. Some suggestions for
making notes as a recorder are given in the
following paragraphs.,

Identify the Participants. [t is nsually es-
sential for the recorder to identify the par-
ticipants in a discussion, becanse in the
minutes they are often given credit for the
ideas and proposals. Correctly identifying
all the participants in a discussion group is
simple if the group is small and you know
all the members, You can identify each
speaker mercly by using his initials. If the
meeting consists primarily of a report from

FEDERAL AID TO EDUCATION

ADVANTAGES

1. Would provide more nearly equal opportunity for all pupils,
regardless of individual community wealth
2. Would probably result in better education

a. Better facilities
b. Better teaching

(1) Higher salaries for teachers
{2) More rigid teaching requiremants
o, Standardized courses for pupils as well as for teacher

training

{Questionable as an advantage)
3. Probably get more for each dollar spent

DISADVANTAGES

1. Individual communities might lose interest (“let the

Government do it")

2. Government control encourages bureaucracy~--"red taps"
3. Might become "political football" (System of checks and
balances might prevent this)

126 W\



cach individual, von may place his com-
ments directly underncath, like this:

Key: 1. Quantity of questionnaire returns
not so mportant as quality, 2. Questionnaire
forms should lenve plenty of room for per-
sonal comments—not merely checking off ob-
jective stutements,

If, on the other hand, it is a free-for-all
discussion, in which you never know who
is going to speak next and when he is going
to be mterrupted, it is better to place the
names at the side (such as in the example
on page 125), as is done in identifying the
characters in the script of a play.

Make Verbatim Notes for Motions and
Resolutions Only. Lixcept for motions, reso-
lutions, and similar formal statements, the
notemaker should not attempt to record
verbatim what is said in discussion meet-
ings. His responsibility is to record the
major ideas and proposals discussed. Note-
hand is not designed for verbatim record-
ing when ideas fly thick and fast. But it does
provide the recorder with an excellent
means for noting essential points,

Make Use of the Agenda. In some cases,
an agenda is prepared and distributed to the
members a few days before the meeting.
This agenda will be an important guide to
vour notemakmg. If the items in the agenda

are numbered, vour notes can merely refer
to the number, rather than repeat the sub-
ject. Some meetings are tightly run, never
deviating from the agenda, and the problem
of identifving the subject is solved for the
notemaker. But in other meetings, the
agenda is used only as a point of departure
and the meeting is allowed to develop into
free-for-all discussions ranging far and wide.
In this case, it is best to repeat the subject
matter vou are reporting, even though it
may appear on the agenda,

Indicate Time, Place, and Other Details.
Be sure to record the date, time, and place
of the meeting. Also, indicate who pre-
sided, who was present, who was absent,
what the correct name and title (if any)
was of the speaker, and so on. These de-
tails will be needed when you are ready to
type up vour notes in the form of minutes,
Verify Important Points. Sometimes the
recorder is given an opportunity at the time,
or later, to venify the wording of a particu-
lar resolution or motion; if not, he should
check his notes with one or more of the
other officers after the meeting is over, since
such items must be recorded verbatim,

WRITING THE MINUTES

The notes of a meeting should be writ-
ten up as promptly as possible after the
meeting ends. The longer vou wait, the
more difficult it is to make corrections or
to decide what is meant by a passage that
is difficult to interpret. Read through all
vour notes carcfully before proceeding to
type them; you may even find it desirable to
make an outline befare you begin to write.
Check for any additional facts that are
needed for making the report—infonnation
that was to be obtained or things that were
to be done, Then make a rough draft of
vour report, using Notehand. Finally, type
it in final form and distribute it to all those
who should receive copies.

Do not destroy yvour notes until the
minutes have been approved. This approval
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is usually given at the next meeting at which
the minutes are read.

An example of minutes of 2 meeting 1s
shown on page 129. Some minutes are
much longer, depending on the amount of

business transacted. It is a good idea, how-
cver, to keep your minutes as short as pos-
sible — recording only the essential points
and no more,

PRACTICAL TIPS AND SUGGESTIONS
FOR NOTEMAKING

LEAVE WIDE MARGINS

A good set of notes should have wide
margms all around the page for the follow-
ing very mmportant reasons:

1. Wide margins make the notes more
readable. A page crowded with notes from
edge to edge and from top to bottom always
appears considerably more difficult to read.

2. Wide margins leave room for cor
rections and for the insertion of after-
thoughts. Otherwise such additions must
be squeezed illegibly into some cranny of
an already crowded page.

3. Wide margins permit the notemaker
to add key words that make finding and re-
viewing casicr and faster,

COPY WITHOUT WATCHING WHAT YOU
WRITE

The simplest and quickest way to copy
long extracts verbatim from printed or type-
written matenal is to copy without watch-
ing what you write, using as much Note-
hand as possible. You can leamn to do this
with a little practice.

To copy in this way, wnte on every
other line, with just an occasional glance at
the writing to be sure that you are not over-
lapping.

Copying without watching is no spe-
cial advantage if you must write everything
in longhand, because most English words
require 5o much writing time that vou have
plenty of time to glance back and forth from
the textbook to the notebook.

But copying without watching is not

128 W\

difficult for the Notehand writer. The Note-
hand outlines for most words, particularly
for the frequently used words of the lan-

ge, are 5o short that constant glancing
back and forth considerably slows down the
speed of copving. Because the Notehand
outlines are so short, they need less watch-
ing than the more cumbersome longhand
words,

MOST-USED NOTEHAND FORMS
Here is another group of ten common

words in the English language. Add them
to vour card.

and which some  out now
find sent over how  work

. L

Self-Check. Test your grasp of the note
making principles presented in Unit 25
by completing the self-check an pages 130
and 131,

The student copies an extract without watching
what he writes.




MOWTES OF THE MEETING
of the
AJVERTIESEING COMMITTEE
United Froducts Corporstion
April 14, 15--

Presiding: L. P. Kettering, Advertising Mazagoer

Present: Willism Wright
R, K. Stone
Martha Wise
farcld Bfsenstsdt
Arnald vea Esinegan
Stephen Shuster

Absent: 8. A, Shrevabury

Today's meeting wis devcted to a discussion of the fampioflivy of providing
“siveswsys" for those attending conventions at which United exhibits.

Seversl proposals vere considered,

¥r. Wright sentioned that cae of our ccompetitors hod been successful vith ball
pen giveaways bearing the company name.  After scme dlscussion this proposal was
felt to be {zpracticable becsuse of the cost and the &i{fficulties in getiing
delivery ip time for the summer ccnvention in Des Nolnes.

Mr. Stone suggestsd that s =emo pad, spirsl bound, spproximately 5 x 3, might be
considered, He suggestad s quantity of W,000 initini. The idea was ccasidered
favorably, and Mr. Shuster was instructsd to get cost estimates und dalivery
dates. These pads weuld besr the izmprint of the cocmpany on tlle cover,

Miss Wigs showed & samplie of m combinution plastic letter cpemer and ruler that
had been used by & staticnery manufacturer. She felt that it would c=rry an
sdverticsing message <ffectively and woull be more permanent &5 wall as nore use-
ful. Cost estizmates on the basis of 20,000 were 087 each ($540). The Committes
feltr that this particular {dea had slready been cverdoco. They felt that the
plnstic letter opener would be used primarily by stenogrsphers snd secretaries
rather than executives.

Other proposals included plastic pencil sharpeners, pencils, ralers, and ernsers.
The group votes To accept the memo pad. Mr., Stone 1s to prepare immedistely &
layout of the cover. Mr, Shuster is to get in touch with Mr. Alan Erown,
Purchasing Agent, for specific costs from various manufesturers.

Committes expects = full report on costs, together with layouts, by the next
meoting on Wednesday, April 21. Meeting adjourned st 10:30 a.=:.

(S4zned)
Priscilla J sen, Secretary

An example of minutes of a meeting.
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SELF-CHECK ON UNIT 25

HOW TO MAKE NOTES IN DISCUSSIONS,
MEETINGS, AND CONFERENCES

Check your grasp of the information in Unit 25 by answering the following
questions. In your answers use as much Notchand as you can.

1. In a general discussion, your notes will usually be of two types. Name them.

2. Why is it important to review your notes on discussions as promptly as pos-
sible?

3. Why is it important to identify correctly the participants in a discussion?

4. What parts of a meeting shonld be reported verbatim?

5. In your capacity as a recorder, what should you be sure to indicate in your
notes so that vou can make a complete report?

1.

2

3

4

130 W
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6. Give three reasons why it is important to have wide margins in vour notes.

L]

Note: Check vour work against the answers on page 186.

W 131
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Word Beginnings De-, Di-.  The word beginnings de-, as in delay, and di,
as in du ide, are expressed by thc Notehand character for d.

Spell: delay, d-l-a; direct, d-r-c-k-t

delay /\'9 direct /s.«-/
definite Af different A“/

desire /é’ divide %

READING AND WRITING PRACTICE

/‘/,[.—e/

4,}// p//?;/;/;z’w
~ |~ L =

(__gv/j/" .,Z’—/’Q_PLV

2}_\)”/{6%’%\&_—///

_ A /Q/L//M\

/'/(_VN/ /‘4—\’

?.,0-—->o\_/ /’m—fé/q
//);7%//1/41/)%4—_/0//{6’
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90. Word Beginning Re-.
by the Notchand character for .

The word beginning re-, as in repeat, is expressed

Spell: repeat, re-p-e-t

repeat 7 reply “r o
L P
refuse Z relorm.z_
nvisy
READING AND WRITING PRACTICE
No Smoking!
ﬁu/%’ EA4 2750

"724 /Z
///:_.g?/
O%//7/

S T s
{,,«;/,/
& o
B

/

A~ -

(Concluded in Paragraph 91)
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91. Word Beginnings Dis-, Des-, The word beginnings dis-, as in display,
and des-, as in describe, are expressed by the Notehand characters ds.

Spell: display, dis-p-l-a; describe, dis-k-r-i-b

display ~C_2 describe /7
discover/? description/T

distance /(/( despite %

READING AND WRITING PRACTICE

No Smoking! (Concluded)
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92. Abbreviation.
free to usc any longhand abbreviations that are familiar to vou, You may also abbre-
viate long words in Notehand simply writing enough so that vour outline suggests
the word to vou; for example, s-a-te-s for satisfactory. However, before you abbre-
viate a4 word in Notchand, be sure that it occurs frequently in vour work. A word

As vou make notes in Notchand, you should always feel

that does not oceur frequently is better written in full,
Here are some examples of the abbreviating principle:

M

anniversary 7

Mrs, ot

convenient,
convenience

satisfy, /
satisfactory

consequent,
consequente

particular V

privilege ?

READING AND WRITING PRACTICE

Table Conversation




N
\
Q
N

P "
6 / A é‘; ~ ./ d/\ > (Contimned mn Paragraph 93)

93. Word Ending -ingly. The word ending -ingly. as in accordingly. is repre-
sented by a disjoined e circle.

Spell: accordingly, a-k-o-ard-ingly

accordingly s u_7? willingly «—%
increasingly — seemingly .2—
knowingly | convincingly 2

READING AND WRITING PRACTICE

Table Conversation (Continued)
|

e — e P S S > A

- \j/ﬂlogﬁ’/ﬁ@:
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94. Word Ending -ings. The word ending -ings, as in feelings, is represented
by a disjoined left s,

Spell: feelings, f-elings

savings ?’ findings / <

eamnings e—

awnings — feelings ,Z,(

drawings / ‘.

READING AND WRITING PRACTICE

Table Conversation (Concluded)

77//(@« Co /8 o —7
/”Ll«_/”?' m“”‘-’w//‘/—

_TWMJWZ/MA

138 W



A 139



S 2 8

95. Ta, Ea. The sound of 1 or &, heard in puano and create, is represented by
placing a dot within the a circle.

Compare: crate & create -

Spell: create, k-r-lut

piano_/L briltiant (a2

area Q2
appreciate ; recreation Wﬁﬂ
initiate ?g
READING AND WRITING PRACTICE
The Value of Reading ﬂ

> I~ o ¢ /———w
m,,_ﬂ)/ ﬁ/7c_, Z/u;
,,'1//&..\ éﬁ/ ‘-’/‘—&/Opu

e
A //’ s _./-> _
“ ——/\ p— € . s~ D g %«s
S 5 ;r ,_,g s ////Q/—\
— .« & (Continnied in Paragraph 96)




96. Long | and a Following Vowel. The sound of long I followed by any other
vowel. as in diary. diet. is expressed by a double circle.

Compare: signs % science Sz

Spell: science, s-fa-n-s

diary ﬁ appliance C,@(
diet /

quiet ~& trial A2—
prior C@z

READING AND WRITING PRACTICE

The Value of Reading (Continued)

‘_i v (Continued m Paragraph 97)
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97. Aw, Ah.  When aw or ah, as in away and ahead, occur before a vowel, the
initial a is expressed by a dot.

away, a-oo-a; ahead, a-h-c-d

aware. o2

Spell:

myi

awake , 7-

award.z

await . /
ahead /

READING AND WRITING PRACTICE
The Value of Reading (Continued)

:,-‘.,:7_’?”(/‘2//
i L B A
; "0/3-"‘,,0""/
azA_,/.-—/o_/Al/?

%.M\BJ

.

2—1&/_5 ~
:-v’j_/ ] 5 Co
)./‘9 i
-'/U. ﬁ—_\ozl

98. Ye, Ya.

.0210/“1/9/)4?

AR — M " 5 -

7_,/_,//

/;/ WZ
M/é//
u% ’

(Concluded in Paragraph 98)

The sound of ve, as in yet, is expressed by a small loop; the sound
of ya, as in yard, is expressed by a large loop.

Spell: yet, ye-t; yard, va-ard
yet / yardQ
year s—— Yale Q_.é_/
yes J
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READING AND WRITING PRACTICE
The Value of Reading (Concluded)

At cr o ~ _o» er

/6, 000 4 — /K_./’g?

US <o~ S 9 A eV, 2
Hg_/ -«
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99. Omission of Vowel Preceding -tion. \When t. d. 1or m is followed by
ation, -ation, the arcle 1s omitted.

Spell: condition, con-d-shun

condition // permission C—
examination 2 addition /
transmission _/__, explanation Cﬁ7

READING AND WRITING PRACTICE

The Traits of Successful People

7 v APt ._/__,/Zo/ua/,,\
nd/Z_/(zn9 e o7 . 4 o
._ﬁ/’.@yf_, M. S O g 5 ek
\_,5*‘.‘79__,/»9‘/9*"//9'/
¢ /00 __’._o/-ol/\fok/éﬁ‘
At oo )t e @, ) g
A 7 _ e T sl
.?/e..tz/( /J’o-—?/(_{,//)\-'

§ 1255 0P S Ce v B P wg



/.C—C/J_-e/r._g_f>@lo/ fu
?}\—//OL/-&/sloufw\_/ﬂ
é/-m/)f(/ﬁ\

100. Word Beginning Sub-. The word beginning sub-, as in submit, is cx-
pressed by either form of the Notehand s.

Spell: submit, sub-m-e-t

submit 2" subjec
subscribe ff suburb ?
substantial ¥ {— sublease £ _¢&

READING AND WRITING PRACTICE

The Art of Saying "'No"

v s3>

\—-'é v

S il i ";//"
~ / O —" : ,

?/Jj J}é 3

Vl-/sa} //}-a_/?' N

i /'/""fdz//v"e’/é‘f&

A o &.07&'/&'/'»}/./&2_}___‘,
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AR BT e | i hH  epm
< e~ //}/’//5;'9-
\ﬂ//da-v»/)z/\_j
A

[ S 4 :

g 5 —" & _r g ¥
i"»"/;’?é./”"" 2 2 7/~
= L A= / ¢ (Continued in Paragraph 101)

101. Word Endings -cal, -cle. The word endings -cal and -cle, as in chemical
and article, are expressed by a disjoined k.

Spell: chemical, k-c-m-ical; article, a-r-t-ical

chemical 5— articles @+

logical 1 bicycled {_/

typical ,ﬂ, mechanically —,

READING AND WRITING PRACTICE b ]

The Art of Saying “'No'" (Continued)

f’éé@—

o
ST |
(:v”,/--".//(y,’39 «);/7”/1——/,.\__?
;_nf//d/}/é I A

g - Z N 25 B
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= ,L/'7 o—y\—/ lor > {Continued i Paragraph 102)

102. Word Ending -ward. The word ending -ward, as i backward, 15 ex-
pressed by a disjoined d.

Spell: backward, b-a-k-ward

backward X/ awkward e~
forward // afterwards 9"’/(
upward // rewarded J/

READING AND WRITING PRACTICE

raw

we
m/_._g"!/é/\)

The Art of Saying "'No'' (Continued)

|
|
- l—"f‘r é_ .
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(Continued 1 Paragrap

/o/iv/a-
&
oA 7o

“z,
)%,
a_C __

NN
/fw,,u%w
277; .




103. Word Endings -lity, -Ity. The word ending -lity, as in locality, is ex-
pressed by a disjoined I; -lty, as in faculty, is also expressed by a disjoined 1,

Spell: locality, l-o-k-ality, faculty, fa-k-ulty

locality <0 personality Q_
—

mentality _—"——__ faculty/»

loyalty .2

ability (_’;

READING AND WRITING PRACTICE

The Art of Saying ‘No'’ (Continued)

W S - & ~ L e

— )7 .—a——-—.é@' 2

L = =0 o”;'“é/t/' P
3

T »

— .d" 9-0‘9.“/ (J/ fzd

9/)“9/”9)/ - ¢ =
BP9 9 J@%i /M“-V”
/z/y/z'/’(/léno’g_,&_?/
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',__ 5 \./'y‘ PN
(Concluded in Paragrapl 104)

- u_"’/o_,i R a5 ==
: 122,

104. Word Ending -rity. The word ending -rity, as in majority, is expressed
by a disjoined r.

Spell: majority, m-a-jrity

integrity a/L

majority _70

sincerity 4 securities )‘p_'t

authority ¢/ — popularity f

READING AND WRITING PRACTICE
The Art of Saying '‘No'’ (Concluded)

< 2 - )5 /._/)"7’
._/..a-—-zd'/“-v‘o’/?/>z v 2
¢ )= y— - b //dgvv —_ P



|
—%\)&/75\_’“&4/&«—1’”{
5/._,/%/ )——7 !/J“./(,J,v\

105. Omission of Vowel in -ious, -eous. The endings -ious and -eous, as in
various and courteous, arc expressed by oo-s,

Spell: serious, s-er-00-s

serious 67 obvious

previous ? envious7

tedious / courteously ~_—7

READING AND WRITING PRACTICE

Dominoes
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106. Omission of E in U. The small ¢ circle may often be omitted from the
diphthong @, as in new,

Spell: new, n-oo

new — suit >~
tune avenue
reduce o7 duty/
READING AND WRITING PRACTICE
Press the Button ﬁ
oAl /’/ er / e 7 e o A
A2 P W s i w (& - G L7
Zi —, ’,' R 2 TN =y —" (2
2 Qe 9% . Z o r o
s & AP ! v 9, hr -
it R g e

107. Months and Days

Months
January/ March__%
February(z April Cf_/



May ——

sune £/

sy d o

August ey
Days

Sunday 2

Monday ___,

Tuesday 7.

READING AND WRITING PRACTICE

Revenge

C’_ T P L/o
s A 2 =
c;)/w[a/ﬁ
T r"4/2~

September /‘

October e—"

November

December 7/(

Wednesday 2,

Thursday ~<

Friday Zp

Saturday ~
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108. Compounds. It is often possible to join the two parts of a compound
word. Sometimes, however, it is more convenient to write the two parts of the word
separately but close together.

everybody everything Z)\
somewhere 2_> _ however . Z

within 6 withstand IV/

READING AND WRITING PRACTICE
He Liked Everybody

‘a—O/&Joz_./ |/,"‘D
e il |
me o FEIA —
Wjﬂ/k__/./fhl/>k
* T ) 2 7 —_— o 7 2

:
~
\O

r
S
R
\d
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109. Intersection.

Intersection, or the writing of one character through an-

other, is sometimes useful for special phrases. Before you apply this principle, how-
ever, be sure that the expression to which you apply it occurs frequently in the writing

vou do.
am. —
p.m. -é'

chamber of commerce 7’"

vice versa

Associated Press @

school board yy((&

e

READING AND WRITING PRACTICE

—z. T 2L o

9//’45-_/;%
s o a Gl
/6 _r 7 vt gt
k/é—} g 7 e—_J
L/—M,,_,ﬂ-—///—/—>
?/w 5T

=3 o D Ce 7

Self-Check.

i/ (0/0 G x

Your final Notchand self-check appears on pages 156 and 157,
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SELF-CHECK ON UNITS 26-30

Be sure to review all the Notehand devices presented in Units 26-30 before you
take this self-check, Remember to time yourself and to correct your work; the key
is on page 190.

Time Goal: |12 minutes. Error Goal: 2 crrors.

PART |
Words

20. //

[

21- M

0 W

o

&

N

0

—
e

31. C——,

32. /

33. «——3

[
=

34, Qv

o
4

35. 2

—
N

-
od

37. 65
38 (@

J\om\\gm@l?*f [%3\;“2 VRN
\
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39. /5 40. ..~

PART 11

Sentences

l.ég/alﬁuw_,zaéf\

2. /)7 Q‘f’/f:/.;f//_o//«_ﬂeﬂ)%\

inig SESPETE P~ oy = i

w

&

./m/v?ﬁ;_/,fz//(,y«

-6//»-/7//4//’;,—-,\//»\

6.5.&_@/)’7,\_,.,./))/";//\

N

w P i T Ao i A gy
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Technical Vocabularies

Part 11 contains lists of frequently used terms, with their Notehand outlines,

for the following fields:
Advertising and Selling Insurance
Aviation Law
Banking Medicine
Electronics Printing and Publishing
General Business Radio and Television

Full, alphabetic outlines are given for most of the expressions. For some, how-
ever, that would require long Notchand outlines, suggested shortcuts have been
provided.

In using shortcuts m your Notehand wnting, be guided by this rule: If an
expression occurs frequently in your line of work, use a shortcut to represent it. If it
ocecurs infrequently, wnte it in full; you will then be sure that vou can read it when
you refer to your notes.
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Advertising and Selling Terms

acceptance

account executive ﬂ‘/ 7 deadline
distadll 7 gy

advertisement

advertising /
4
<

appropriation

agency

appeal

Better Business
Bureau

booklet

broadcast M

brochure é/

buyer

campaign /@

cartoon o

catalogue 7‘—'\’/“
center spread //Z‘,/

e s
b~_p

KON

circular
circulation
classified ad-

vertising
columns ., —

commercials ——e7 persuasion

competition

Z4
consumer ?

/% / monthly

coupon

/y.a—

display @

distribution /7

ethics e

house organ 2 «——

illustration L—W
_/_'Q(

institutional 7/L./

inquiries

jingle ,,4/
layout J/
lockup VV?
mailorder __&_..
market resea@a'/
media ___/ L‘?
medium _j'_

merchandising 'ﬂ’

——'1-/0

%

Srasd
promotion C«.——y

packaging

product

prospect

%

e

public relations

quarterlies @/(
“&

questionnaire

radio ._p/d
readership \,»7

retailer oL ——

sales resistance

“V?

salesmanship & ;
A

seasonal

C e
stimulus > —7

>
A

testimonial /&—’12—-/5
trade-mark /..0/'

W P
-

?—3

wholesaler "“’é/v
word-of-mouth ,2/“5/

4 161

subtitle
telecast

television

want ad

weekly



Aviation Terms

accelerated Mstbound /1// passenger f
aerodynamics mmlon e~ plloté/t/

aileron Q@ — engine pressurized Qy

aircoach @- /7 equipment 72 propeller CZ/\/
air-travel card Gr,izwumlly play\_} _&>-propulsion %—/’

aircraft O/\}.e fuselage 4_7 radar ﬁ
iiede: Do it W5 w2

anti-icing O};@ helicopter sz/ reconfirm ol
apparatus (_%’1 horizontal “'1-// retractable W

landing gear
arrival horsepower 7 southbound

ascend 2/ hydraulic /«u\/" stabilizer Q

atmosphere ¢ instrument —A2— stand-by )/-{
aviation ; instrument_r/.--b_pltnewardess r

landi
cockpit /7 jet m /AZ stopover )f €

communication —~— 5 jet-prop tailwind Z— 27

constellation /}q__/ liaison ,__ﬁ taxied %

control tower ~"—“~<" lowceiling _—~ &_— terminal 2
A
Convair 2 maneuverability transport

DC-8 "/f{ navigation fa turbine )Z
|
de-icing / no-show gl Viscount M

departure W” nonstop —~p
2 S
descend northbound w weather bureau™ 2"

design ﬁ" operable westbound %

162 W
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Banking Terms

&
accounts payable ﬂ'/( debentures 4’4 overdrawn /
accounts receiv- ﬂ?'l/t/deﬂcit 4 parity boe

ae:rl::: o depository 4..» passbook f
amortization o—u/é disbursement {_ postdated /
annuity o embezzlement power of attorney //.,
antitrust W endorser ey = promissory note 14/

arrears escrow p A proxy &g

Qe
auditors /é""’ Federal reserve ? receivership ;

bank
balance sheet @, fiduciary w
bankruptcy { financial ‘,4271/ redemption /7
board of directors // fiscal 9&/ refinance ;

capital gains /ﬁ—/ guarantor /'*Q‘Q/.’ reorganization —“—)

capitalization inflation safe deposit %
ﬁ-—ﬁ Zf

certified check 64_ installment e~ securities ‘)24

chattel mortgage%v—/7 investment % Z_— stock exchange )7

collateral—,__o~———joint account stockholder P ol
common stock ~7c—-  letter of credit (2= subsidiary /&

comptroller —~~*—""" liquidation g_/)/’ tax-exempt V

—

reconciliation

computation Z’ margin treasury Vo P

=
:::nt:ﬂelt /0'1/7’ market value ,ﬁ va::t ) %
po 2 merger 7 voidable

cumulative M negotiable voucher %
currency sz nonpayment 7 withdrawal ;/M-/
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Electronic Terms

accelerometer ;2 . diode / polarize w
acoustic 73— distortion / radiation ..ﬂ/

V
aerial Qe _— electrode / radioactive 9/47
o
altimeter Q" electronics —3 reactance '.J/z
. | W
amplifier fidelity )/ recurrence rate 2

aperture c~— Geiger —72 & rectifier “"ﬂ
attenuation 0/”7 heterodyne lv/_ reflector 2

audiometer / hyperbolic resonance —

binaural A_A_/ inductance /'/:heostat c_.;&/
bolometer C/———- inductive /7 selectivity 6_,«2

calibration /Q_Z; insulation 2P short circuit &~ &
cathode ray /04/ Z intermittent a//-—/ sonar =
centimeter )/ ionization ﬁﬁ spectrometer A{,_.
coaxial % kilocycle /'Q_-—?.‘_/ spectrum A/—
computer ?‘, kilowatt e« spurious é
concentric ?/-/" luminescence - stereophonic )“Z,(-.
converter ,,Z‘-/ magnetic __D/—\/ supersonic Zi—("

cyclotron M megacycle _,_,/}\/ synchronous "'\\.x—f
decibel {/ microwave 2 tachometer & —

desiccant /‘/ miniaturized teletype ﬁ-/f
detector / nonferrous —Z pransister %/
diaphragm é——— nuclear . @ ultrasonic 4__"~2Zw

digital computer é/ ohmmeter T uanUW
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General Business Terms

acknowledgment
arbitration é‘-;mz
authorization ~ <75
bankruptcy (

bill of lading L‘_,/ ;

- b

capitalization /&—ﬁ

certify ég
clientele /\_,@)'/

collective bar-
gaining

commitment _, ~

commodity /-\../
consideration /)/‘/

consumer /‘ 3

corporation /1.0
credentials A_/L/t
credit

deductions //]

director

discount

discrepancy /‘\é
dissolution /Q/,

drawing account

dun /—
efficiency f

enterprise o/@
equitable =
estimate JZ"‘;
£

expedite

expenditures &A‘ overhead

——
facilities qf_/r

fiscal year

license

<z

Wncmﬁve s./r-\7

merchandise _ﬂ
merger
monopoly —

net profit —~ a

nondeductible ._,__.

option [
7

partnership %
proceeds C?/‘

Z\/ o profits 6{

* franchise Z§7 property %‘
fraudulent M—/ quota 2~
guarantee —Q& rebate J
imports reimbursemen .)Z‘
insolvency fZ/‘ resources -7'_7
installment 4:;‘2/- royalty oD
integrity o//:'/ substantial }/(—/
investment ;/ surplus 6’(4
invoice trust Vs
jobber Z turnover A 3

voucher %

liquidation \/_/ warehouse 253
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accident d7/'/
actuarial dv‘-Q/’

actuary 7
adjuster Z/
affidavit %

amendment _———

annually o~
annuity a—p"’o
appraiser é
assignee dqo
assignor .ﬂw
assured 2_/
beneficiary é
benefits 4

binder é‘/

blanket policy C‘K(
4

broker év
burglary L/‘—"

cancellation 2 P
o/

cash value /

casualty
q&/
claimant ~_ o2 —

collectable /1.\,4-7

166 '\

coinsurance

s

commission _— —

contingency /q

conversion

coinsurer

countersignaturem;:se

coverage

7.

dependent

disability clause%
"

disability in-
surance
dividend

endorsement ﬂ—
endowment a/o’._—-

a2°

—_

(o
T

fire insurance @),-7

forfeiture %/

grace period /"‘!f

group insurance /"'Z’
guaranty ,-—Qo/o

&

—

equity

expiration

hazard

health insurance &__—~’—, underwriter

Insurance Terms

%-,

L

—

hospitalization
insurance

indemnify

insurability

insurance

insurance agent —

(2
liability in-

<7
surance —
life insurance \_ﬁ? -

marine insurance

maturity —5
medical examiner -/
motility —
mutual —_—

paid-up policy /(

oo

premium

quarterly /1‘/\-—"
reinstate o5
reinsurance 7
substantiate )’7’
surety L
surrender value w
survival

ﬂj“/



accused 0'7}/

allegations 0_/?
E o

2,

/
burden 6’
client /\.ﬂ/

appellate
assumption

bona fide

codicil € —
competent /y/
confession ;7
contempt /-J'/
counsel o~
counterclaim .—~—__&—
courts ~urT

crime P
criminal

cross-examma-

.

damages
days of grace ?L/

defendant

divorce

equitable f_?{
estoppel 9{/

Legal Terms

P cdadd pleadingg (2%

foreclose Lw preferred stock 2 »

fraudulent W prejudice

guardian —R G prejudicial %/
guity —=<_-°

'c?/ probate ;,
e proceedings C?/

umpliad author-,,w promissory notes

ity

immaterial < prosecution %

executor

preponderance
homicide

indictment recover

injunction referee =
injury Z, respondent \p/
irrelevant L right of lien o
judgments statute

jurisdiction

TZ
Z’M statutory /
L’ stipulation (" o

license —Z testified /g)/
life estate \_,f }/ testimony &5~
limitations _=—=J  transcript ,/.ﬁ

negligence _,——7
negotiability
overruled fnj'/

-

unlawful M

unreasonable

e

7—(’

verdict

plaintiff witness
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Medical Terms

abscess )/0 cornea nephritis é?

el
abdominal cutaneous /aﬂ nephrosis ZT

adrenalin o/u’-\_)’ debility %/ neuralgia ,197
allergic Q/Z diabetes éy neuritis — &

anesthesia o3 eczema neurosis —=<
angina Z edema occlusion e 7
S ad

T
/—‘D
aorta embolism }_’Zya_,. orthopedic V

arteriosclerosis @2 esophagus palsy 4_,‘
arthritis QA% gallbladder pancreas M

asthma Q._,_., sl)mecologyAn\/ pediatrics W
atrophied J‘;/ hemorrhage a"“7 peritoneum 6/—

atrophy J:? hepatitis o pernicious C;’

bacilli é@ hysterotomy 3" phlebitis (Z

bacillus é impetigo -’Vz. pituitary Mﬂ
purulent M

bacteria Aﬂ inoperable

biopsy F intravenous ?AQ red blood cells V’Z
blood count “é/ leukemia >0 septicemia é_.@

blood vessel g leukocytosis L_/?,Y therapy ,QZV
bronchitis é lymphatic ;/?,. thyroid ﬂ/

malignancy __— _—_) tonsillitis M

cardiac

cataract malignant _& o  tuberculosis (

/O/‘
cerebral %:/ metabolism ._-ZA" ulna E
colitis ~2__ &2  mucus — vascular 2{/\,
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Printing and Publishing Terms

g

addenda font
appendix éf" footnote 4/'/
author's altera- Za%. format Z-—é

tions
Ben Day

e{/ foundry /‘-/J

front matter é-/_{

bibliography

bleed C—/ galley proof /—Q/;
blurb C? glossary ——%,
boldface @ halftone 9“
brochure headband o@
captions index a/7

charactercoulz-.;%'—:"/ intaglio ¢/2"€
italic S

¥z
deadline /\JL layout 25"

deep etch // / letterpress %

delete /\/ linotype J—vf
designer %V
/——p
A

L/

copyright

dummy lower case e 2

editor-in-chief

electrotype /f make-up ——p?
engraving a-/y manuscript 7rza-
errata o2 matrix —s3

facsimile é——-—\_/" monotype .__g_Vf
Z._( montage __J

folio

lithography W

make-ready —= _s~" transparency

negative
offset

page proof

N

pagination

7
e A

fZ
£

printer's erroréflb
printer's query (5" —~a®

proofreader i//

reproduction s O e
4

proof
retouching ..?7
run around «— Qp"/
screen A
signature >
table of contents ﬂ(
tip-in (
title page

B

transmittal ~_ A~
typography %ﬁ
van dyke L e

web press /‘ Qa
/

widow
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Radio and Television Terms

dialogue /ﬁ"/—‘
directional /41/
disk jockey /& Zn
/0"‘7

distortion

amplifiers a—%

announcer m

antenna a_/a Dumont /‘"‘4
apparatus @d

audience :/( emcee —Z

audio / entertainer a/_/"’

audiometer / fade-out /04/

audition frequency mod- 7)"‘
/7 ulation

backdrop hookup ,,,?

interference ,/:297
cameramen ———_&— kilocycle %

canned music 9/—7_, legitimate %
catwalks /a"—-/3 listeners o~
circuits a—

close-up

comedians /-._f(
commenta!or/-——/ monaural

condenser .~ €~ monitor _ ~—
T -

Q/
electronic =

broadcast

microphone ——u"-z_

S Y S e

coverage

170 W\

documentary ./ outlet

loud-speaker % tape recorder ,(
moderator __/ﬂ/ telecast

narrator
crescendo 7~y negative ghosts e ™

network D
newscaster —2
newsreels o O

orchestra “”"‘0

playback

rehearsal ..26_/
remote control w——rf

rendition -’
serial £e _~
silhouette §__&~

soap operas (¢ C‘:ﬂ
staccato yJZa

stand-by /

stereophonic )‘72(,

"

technician =7

Ko
transmitter <_—

treble 7’
turntable /’-’f

J
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Key

('The number of words is indicated at the end of each group or article.)

UNIT 2

3. The letters that would not be written in
Notehand because they are not pronounced
are; v in day; @ in mean; a in eat; ¢ in save; i in
main; a in stean,

UNIT 3
15, Reading and Writing Practice

. Dave made the Navy team.

. Dean made the Navy team the same day,
Dave may see me on Mayv 10,

Mecet me on East Main.

Amy made me stay home,

. May I sce your vase?

. Dave may stay all day.

. Fay made tea for me.

. Amy saved the fee,

. The date is May 12, (41)

SECERN R SVIRTAy e

—

UNIT 4
20. Reading and Writing Practice

1. Amy made a date to see me on East
Main Street.

2. Dave drove Mary to the store in the
Snow,
. Dale tore her stole on the door.
. Ray Stone made the State relay team.
. Fay will leave for Eric on May 10,
. Please mail me the Taylor deed.
. Amy wrote me a bricf note.
. Lee will lead the State team in the meet,
. Dale Lane will leave for Rome on May

O oDy W

10,
10. The train will leave for Maine late in the
day, (63)

172 %\

UNIT 5
23. Reading and Writing Practice

I. Ray wrote me he leaves for Rome late
m May,

2, Is the date May 26 or May 277

3. I am twenty-one; | may vote,

4. Dear Lee: Monday is a free day for me.
I have no classes. May I see vou for an hour or
so? Ray,

5. Tam free Friday. Is Ray free?

6. Davc's train is late.

7. I need more seed for the lawn.

8. I'made a note to see Lee if he is frec.

9. I'have made no plans for May,

10. Mary drove me to Dave's store on East

Main Strect. {74)

26. Reading and \Wnting Practice

1. Ray is staying home, e 1s fecling ill.
2. T need a heater for my store. | may buy a
heater later,
3. lam a dealer in motor cars,
4. Ray Tavlor made a date with me for Sun-
day.
5. Dave's train is thirty minutes late.
6. 1 have purchased a mail meter for our
State Street retail store,
7. Do me a favor; leave a note for Lee to
phone me Saturday evening at cight.
8. Ray is a home owner. He bought a home
Friday.
9. T hear Lee 15 leaving Saturday for a rest.
He may stay for a week or more.
10. Even though it is snowing, 1 feel 1 have
to leave for home. (97)

PR, Y.



UNIT &
28. Reading and \Writing Practice

I. He eats most meals at home,

2. Ray Macy owns four retail stores on
Main Street.

3. Most of the main state roads need pav-
ing.

1. Ray fears he may have to leave college,

5. Rose Stevens is sailing for Rome in ten
days.

6. I have known Rose for more than a vear,

7. Ihave four seats for Saturday’s meet, (46)

29. Reading and \Writing Practice

I. Peter paid Nary's plane fare. Please pay
him $120.

2. I am postponing our opening meeting
for & day or so. I am fecling the heat.

3. Please leave the papers in a safe place.

4. Ray's reading speed is low.

5. I am opening a store for men.

6. Please sce that he pays for the papers. He
owes me for 20 papers

7. He is preparing a paper for a sales meet-
mng. (67)

30. Reading and Writing Practice

I. Ray Bates plays first base. He is a fair
player,

2. 1 am opening a boating store on Main
Street on Saturday.

3. He placed an order for 1,500 labels, 1,200
post cards, 100 reams of plain paper.

4. Peter’s ncighbor, Lee Bates, is g paper
dealer.

5. Peter's neighbor owns a sailboat. He is 2
born sailor,

6. He is preparing a brief for me.

7. He is an able labor leader. | 72)

32. Reading and Writing Practice

Group A

1. Most of our players are in shape for the
opening of the polo scason. Tt will open May
25,

2. T will trade in our car at the end of the
Easter season. The dealer will pay me S450
for it.

3. He is promoting the sle of our mail
meters in the East. Our mail meters are retail.
ing for $30,

4. He will pay me $50 for prepanng the
brief. (71)
Group B

5. 1 hope most of the people will vote in
the election for mayor. 1 will vote for Lee for
mayor,

6. Our phone number is Main 4-1414.

7. Peter is in favor of trading in our car. It
is old.

8. The least our neighbor will take for the
vase is S10. He feels it is worth more. (51)

Key to Self-Check on Units 2-6
Part 1

Words. 1. save 2. brief 3, stones 4. may
5. obeying 6. stay 7. face 8. doors 9. motors
10. pleased 11. see 12, meal 13. he 14, seems
I5. name 16, phone 17. dates IS. near 19.
nearer 20, most.

Brief Forms. 1. a-an 2. for 3. have 4.1 5. is
6. am,

Phrases. 1. | know 2. 1 may 3. 1 feel 4. | am
5. [ have 6. for me.

Part 11

Sentences. 1. Our Main Street store will
open in May. 2. He will pay me $100 for the
boat. 3. Will he vote for Lee for mayor? 4.
Peter paid $150 for a mail meter for the store.
5. T am preparing a paper for our sales mect-
mg. 6. Lee is in favor of having the sales meet-
ing late m May. 7. Please place the deeds in
the safe.

UNIT 7
April 7

Spent the day sailing with Lee in Ray’s
boat. It was a good sailing day, but the breeze
died down in the cvening. 1 brought the boat
in on the motor.

Had a note from Peter saying he will be
home Friday for Easter. T have a job for him
for the week in our Mailing Department, Tt
will pay Peter $50 or $60, He needs the money,

Finished reading “A Tale of Two Cities.”

Made phone call to Dad. He is fine.

Apnl 8

Stayed home most of the day preparing for
meeting of Sea Scouts this cvening. Sea Scouts
are hoping to raise S600 by May 15 for a new

w173




motorboat. It will not be easy,

Had a brief chat with our new neighbor, He
is in the wholesale paper business, He is also
a sailor. He was in the Navy for more than
ten vears,

\Went bowling in the evening,

Key to Self-Check on Unit 7
Part 1

1. 1. Desire to listen

. Open mind

. Concentration

. Alertness in grasping essential ideas

Alertness i listening  for related

Al R

ideas

. Notemaking

. Make notes in your own wards
. Listen for cues

. Flag important things

. Go over vour notes promptly

. Fist™

. “Finally"”

, "The best explanation is™

. “The most successful method was™
. “Furthermore”

. Insummany™

“Pay special attention to”

»

b
I e S ]

Part IT
1. Cues:
1. In three ways
2. To begin with
3. Then
4. Finally
2. Suggested set of notes:
How Contracts May Be Broken

I. By renouncimng liability,
2. By making performance impossible.
3. By failure to perform,

UNIT 8
33, Reading and Writing Practice

1. Our neighbor's poal is two feet deep.

2. Whom do I see to have our roof re-
paired?

3. Tam moving to Maine soon.

4. Please remove Ray Blue's name from the
payrall. It is true that he is leaving.
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5. To whom do | have to pay the fee? Do |
pay it to Lec, or do | pay it to Ray?

6. Judy will have to leave soon to catch the
trim,

7. T'am leaving soon for a two-day mecting
of retail food dealers in the Blue Room of the
Hotel Drew. It is a routine meeting. (76)

34. Reading and \Writing Practice

1. He will take the claim to court.

2. Our decreasing sales in the East make it
hard to raise his pay,

3. He came to speak to the meeting of re-
tatl food dealers as a favor to me.

4. He makes a clear case for raising salanies.

5. Please keep our file of local dealers up to
date,

6. | will take care of the brakes on our car,

7. Incase | wm late, please take care of the
mail. (61)

35, Reading and Writing Practice

I. He gave me the bricf two days ago.

2. The girl is making low grades in the
course.

3, If he goes to the game Saturday, he will
take e, too. He is the owner of two box seats,

4. Mary Gray is leaving in May. T know an
able girl for the vacancy.

5. Please place Miss Gray's name on the
payroll.

6. Grice is having two kevs made for our
safe. (57)

UNIT 9
36. Reading and Writing Prictice

1. She showed me a pair of shoes she
bought,

2. She gave me five shares of stock for
Christmas,

3. Please show Mrs. Baker our line of
shades. She will visit our store soan.

4. She will sell 20 shares of steel stock to
raise cash to take care of the legal fees,

5. Hemade it clear that the shoe sale closed
on May 10,

6. By making 10,000 sheets of note paper,
she will save a great deal. (61)

37. Reading and \Writing Practice
I. Mary Chambers teaches a speech course



each evening from seven to ninc. She wrote a
book on the teaching of speech,

2. The chict feels we will reach ounr sales
goal for May.

3. She came to the store for an casy chair,
I'he easy chairs are on sale.

4. The chief chose Ray Bates to tiuke carc of
the details of the meeting.

5. 1 hear the police chief made u speech at
the grade school. (60

38. Reading and Witing Practice

1. The agency is preparing a story for the
CYEnIng paper,

2. James made two changes in the lease. He
made a note of the crrors on page 4,

3. She gave her age as twentyesix, She seems
at Jeast forty,

4. James Baker owns an agency for Jones
Ranges m the East.

3. Please read page 2 of the deed with care,
| made a change on page 2.

fi. James will leave for Erie in June. (64)

39. Reading and Writing Practice

1. The light in my Hbeary Is poor.

2. 1 have tried four Hmes to reach Mary on
the phone. Is Mary in town?

3. James Price likes to dnve at mght. He
drove 30 mules two nights ago, Night driving
tires most people.

4. 1 need a file for my private library, May
[havea file soon?

5. Please sign my name to the note.

6. Mary’s style of wrtmg is like mine. (59

UNIT 10
41. Reading and Writing Practice

1. Te said he enclosed several cheeks in the
letter. The letter and checks will reach you
next Friday might.

2. Needless to say, he is very pleased to have
the checks,

3. She tells mc she is in debt.

4. Ned Price will never settle the case. He
feels he has a real grievance.

5. My memory is poor,

6. He made a perfect score on the engineer-
ing test.

7. Perry Page tukes a test in French next
Monday.

8. | am very pleased Mary came home for
Easter. (74)

42. Reading and Wniting Practice

1. Bill bid 51,500 for the business, His bid
is low. | know he will get the business,

2. Jim Rivers is very busy. His business
leaves him no time for fishing,

3. 1 shipped a special gift to hun Foday.
Did he getit?

4. Jumes Mix set July 16 as the date for the
mecting of our group, Please mail each mem-
her of the group i notice of the meeting,

3. The food bill is very hig.

fi. His grades in history are very low. If he
fails, he will have to ke the course again. [54)

43. Reading and Wnting Practice

1. Miss Gray's firm gave her ten days’ pay
before letting her go.

2. The firm will close the 1st of July.

3. He urged her to enroll in the special
course for clerks. She is an carnest gl

4. The date set for the first teachers’ meet-
ing is September 5.

5. The June Journal of Nursing will reach
her Monday,

6. Dear Dave: 1 hurt my leg hurying to the
train \Wednesday night. My surgeon tells me
1 will have to stay in bed for five or six days.

Please take care of my mail in my absence.
Ted Ellis (81)

4+. Reading and Writing Practice

1. He showed me the letter he typed to the
muyor of the eity,

2. | urged her to visit me the next time she
came to New York.

3. Mary baked a cake for James,

4. 1f the desk 15 shipped via freight, he will
get it Monduy,

5. Helen served tea in her home.

6. 1 searched every room in my home for
the missing papers. | did not locate the papers.

7. The teacher checked the test papers with
great care. (63)

45. Reading and Wnting Practice

1. Dear Mary: Would you like to have two
scats to the July 15 game? When I purchased
the tickets, 1 did not know my folks were going
to visit me,
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If you would like to have the tickets, phone
or write me by July 12. Jim (39)

2. Dear James: Would it be of help to you
when you write the minutes of our June meet-
ing if 1 were to let vou have the notes I made?
If so, phone me; 1 shall be pleased to mail the
notes to you. Fred (33)

3. Dear Henry: Will vou be able to see
Mary Green when she gets to New York Fri-
day? She would like a little help with u term
paper she 15 writing.

If I were here, T would help her myself; but
I shall be in Erie Friday for a business meet-
ing. James (45) a

UNIT 11
46, No Business Runs Itself

Everv businessman knows that no business
can run itself. The day any business, any fac-
tory, any store, is left to run itself, it has passed
its prime.

Every business needs a brain back of it, a
brain to supply u rapid stream of plans, A
business that is left to take care of itself will
soon die. (55)

47. Reading and Wnting Practice

Dear Mark: 1 am having a large party on
Saturday, March 10, in my barn for Harry
Star, Perhaps you know he has a ten-day leave
from the Army starting March 5.

If you can make it, will vou drive to the
farm? If you do dnve, would vou pick up
Harvey Green, who lives at 415 Parker Road,

Please let me know: (1) if you plan to be
at the party, (2) if you will be able to pick up
Harvey, Jerry (71)

48. Saving with a Purposc

Saving for no special goal can be very dull,
It 15 true that a miser will save dollars so that
he can admire them. Most people, though,
need more specific goals than that, They have
to save for a trip or a car or a home.

Do vou have any special goals that vou are
striving to achieve through saving? If vou do,
you are in for a real tholl when vou achieve
those goals, (64)
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UNIT 12
49. The Tonic of Praise .

I know an official of a large irm who will
not often praise a member of his staff for doing
a fine job. He is afraid that he will be asked
for a mise. ‘The man who adopts that policy
15 not an asset to any business, He fails to real-
ize @ very vital factor—no man lives by bread
alone.

Often a man will stay on a low-paying job
if he has a boss who makes him feel that he
is part of the team. That boss never hesitates
to say, “Fine job, Fred," when Fred tums in
a fine job, Every man likes praise from his boss
even though it is not followed by a raise in
salary.

The next time you see 4 man doing a fine
job, pat him on the back! (119)

50. You Can Do It

'T'he head of a large law firm bought a small
sign for his desk that read, "You can do it."”
When he sces himself getting lost in an ab-
sarbing problem that he cannot solve, he will
glance at his sign, The sign encourages him to
tey again. NMore often than not, he will get
the answer to his problem from that “one
more try,"”

All sorts of problems are facing our people
in these trying times. T'o help solve these prob-
lems, we need more people who will not give
up trving. (79)

51. Four Ways to Be a Happier Person

1. Learn early in life to smile readily, The
happy man 15 he who can smile even though
things are going badly. The man who can
smile only when all is going smoothly is not
likely to go far in business or in social life,

2. Have faith in vour fellow man. Do not
admit even remotely that any man will not
treat you fairly, honestly, and sincercly.

3, Do not play favorites, Treat all people
alike,

4. Finally, accept setbacks in good spirit.
Remember that you cannot be on top all the
time, (93)

52. Proof

George, it seems, was not happy. About
thirty days ago he had let his neighbor have



$500 as a loan, He made a mistake, though, by
not asking his neighbor for a note or a letter
acknowledging this loan. What is more. his
neighbor gave no sign that he owed George
the $500. Thercfore, George was at a loss to
know what to do,

Finally, he spoke with his father about the
nutter.

“That is casy, George,” said the father.
“This is what vou are to do. Write him that
vou need the S1,000 today.”

“You mean the $500,” George said.

“No, I do not mean the $500, Wrte him
that you need the $1,000, He will write back
to you that he owes vou only $500. Then you
will have it in writing!” (133)

Key to Sclf-Check on Units 8-12
Part |

Words, 1. moves 2, making 3. from 4.
throwing 5. going 6. changed 7. cream §, tricd
9. every 10, showing 11, files 12, girls 13.
shares 14, micely 15. tcaching 16, scrves
17. after 18. drew 19, cither 20. fixing.

Bricf Forms. 1. you 2. were 3. was 4, would
5. about 6. this,

Phrases. 1. about the 2, with this 3, it was
+. youare 5. 1 would 6. I shall.

Part II

Sentences. 1. To be happy. vou have to have
faith i your fellow man. 2. These are very
trying times for our firm. 3. Give a man a pat
on the back when he is doing a fine job. 4. Do
not be afraid to ask for a raise. 5. Our staff will
pay a visit to the mill early in May. 6. He was
at a loss to know what to do about the mat-
ter. 7. I finally made him go to the doctor.

UNIT 13
Woodrow Wilson

Fducation
1. Early education in the South.
2, Entered Princeton University in 1873
3. Good debater but not great scholar,
4. Served as professor and later as president
of Princeton University,
Politics
1. Democrats elected Wilson Governor of
New Jersey in 1910,

2. Democrats elected Wilson President in
1912, His election was made possible by split
in Republican Party,

Domestic Policy

1. Democratic campaign called for lower
tariff, Wilson proposed and Congress passed
Underwood Tariff Act.

2. Wilson proposed and Congress passed
Federal Reserve Act,

Foreign Policy

1. Wilson asked for ncutrality at start of
war m 1914,

2. Wilson's policy upproved by people who
clected him for second term in 1916 by nar-
TOW margin.

Key to Self-Check on Unit 13
Part I

1. Only application letters that are neat in
appearance will be read.

2. A paragraph usually has one sentence
that states the essential thought of that para-
graph.

3. Salesmen should plan thewr presentations
to prospects.

4. A healthy digestive system does not need
drugs to work cfficiently,

5. A salesman must develop good relations
with his fellow workers as well as with his
customers,

Part 11

Possible abbreviations for frequently recur-
ring names and expressions:

1. Kew, Re 6.,&’, - -
7.4,,«,;4 7.0, ek e, 5
3. /d»,»-z 8. ey

. WW 9. g7 O
A3, 5.2 N1, ? oLy b

UNIT 14
53. The Apple Eater

=

i

A boy is a born apple cater, At almost any
time of the day he can be seen thoroughly en-
joving the meat of an apple. A boy's eating of
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apples has no bearing on the state of his appe-
tite. It matters not that at noon he may have
had a thick, choice slice of roast beef — he still
enjoys his apple. A farm boy cats apples all day.
He has nests of choice apples mellowing in
the barn. An apple 15 indced the fruit of a boy.

As a boy ages, he enjoys apples less. If a man
would rather die than be caught eating an
apple in the street, if he can enjoy a chilly
night by the fireside and not crave the meat
of an apple, he has ceased to be a boy both
at heart and in vears. (124)

54. Reading and Writing Practice

Dear Roy: I will take carc of securing the
furniturc for a lecture hall for our May 15
meeting. So far, 1 have not been able to pro-
cure the right type of projector so that John
can show the pictures he made in China,
Naturally, I am still trying.

He may have to postpone showing his pic-
tures till the next meeting.

Please let me know if there is any more 1
can do, Sam (69)

55. Reading and Writing Practice

Dear Samuel: | had a note from John this
morning saying that his schedule has been
changed; hence, he cannot show his pictures
at our annual meeting. Though I would not
say it to him, T am actually greatly relieved.
After seeing the pictures myself, T feel that
they would bore the boys stiff; so lose no more
sleep about u projector. Roy (61)

36. Vacation

If you have not made any provision for your
annual vacation, plan to take at least a portion
of it in the state of Maine. In Maine, the va-
cationer can enjoy fishing in the occan, If he
prefers a pretty lake in a natunal location for
a camping site, Mainc offers him a large selec-
tion,

After you have been in Maine for even a
brief vacation, you will realize that it is a per-
fect vacation state. (78)

UNIT 15
57. Five Principles of Selling

The salesman who hopes to succeed must
keep the following five principles ever before
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him:

1. He will be jealous of his firm's name,

2. He will learn all the selling features of
his product.

3. He will not be too unhappy if he ocea-
sionally does not succeed in making a sale, but
he will keep trying.

4. He will not speak ill of the other fellow's
product; but, rather, he will plug the merits of
his own.

5. He will follow up every lead he gets, (83)

58. Spare-Time Learners

Spare-time learners are often good learners.
Their learning is helped by the fact that they
are eager learners.

As an illustration, a boy by the name of
Ed Burchel] took a job as a full-time janitor
in a hospital. He actually did not have a great
deal of time for study. He did his cleaning in
the lecture halls as the professors gave their
lectures, It looked as though he were only
cleaning, but as a matter of fact he took in the
full lecture. At night, he would write in his
notebook the meat of the lecture. Picking up
his learning in bits, Burchell made himself a
specialist on the structure of the head. Sur-
geons from all parts of the state looked to him
for advice beforc they tried to do puzzling
brain opetations,

Burchell is a good illustration of a spare-
time learner. (140)

59, Be Calm

Honest Abe, with all Iis worries, was a mas-
ter at keeping calm, When he was faced with
a trying problem, he weighed all the facts first;
then he took action. The following story illus-
trates why he was such a great man.

While the war was in its early weeks, no
one in the Capitol had the whole story on the
way the war was actually going.

Honest Abe took onc of his cabinet mem-
bers with him to visit the man who would
have the facts — the general in charge of the
armies. When the two of them armrived, the
general was not at home. They had no choice
but to wait. When the general finally arrived,
they naturally thought that he would see them
at ance. But the general just walked past his
waiting visitors, going right to his suite on the
top floor, (135) (Concluded m Paragraph 60)



UNIT 16
(0. Be Calm (Cancluded)

The visitors kept on waiting. The cabinet
member, who had a quick temper, was quitc
annoyed. He asked the general’s aide to tell
the general that he had guests.

The man came hack quite embarrassed. The
gencral was already in bed; he would gladly
sce his visitors the following dav. The cahinet
member was a picture of rage, e tried to per-
suade Honest Abe to fire the general at onee,
but he did not succeed in persuading him.

Honest Abe sard to him: “Let us not fret
about the gencral's bad manners. [ will be glad
to watch the general’s horse for him if he will
win victories for us!” Honest Abe always
thought twice before he took action, (118)

61, Memory

I am sorry that I did not recall the name
of that man who just left. 1 used to know him
when T was in charge of a unit in Mexico City.”
That was the view that Robert E. Lec took
when o man whom he had met onee, isges ago,
came in to see him,

Lee's memory for names was quite unusual
Once e saw o human face, he would always
remember it, That tzart was of great value to
him while he was an Army general,

Lee’s unique memory won the admiration
of his enemies as well as of his allics,

Few will argue with the fact that Rabert
E. Lee was a great man, Those who were close
to hiim ngreed that o part of hiis greatness might
be traced to his unique memory, (125)

62, Tasy Profit

The following is the story of a great senator
who was known for his thrift. He never gave
his clothes a thought; therefore, he was often
shabby in appearance, which annoyed his
daughter. who undertook to take care of him.
\What 1s more, she never could get him to huy
any clothes.

Onc day, though, she did get him to o cloth-
ing store, in which he tried on a few overcoats.
The senator liked one of the overcoats very
much; in fuct, he even asked the price, *$125,"
said the clerk. The senator dropped the over-
coat as though it had been a hot potato,

“I never saw an overcont in my life for which

T would pay that price,” he snapped. With
that, he left the store.

A little later his daughter came back.

“Here is $90," she said to the clerk. “Please
put that overcoat aside. Then in ten days call
my father on the phone. Tell him the store is
having a sale. Tell him the overcoat he liked
s selling for S35, If T know him, he should be
here in a hurry!™

The clerk agreed. In ten days he got the
senator on the phone. The senator came in on
schedule, spid it was high time that they
charged a fair price for the overcoat, paid the
§35, and left

Back at the nation’s Capitol, the overcoat
was the natural object of the admiring eves of
huy fellow senators.

“That is a mighty fine coat you have there,
Jim," said one senator, “It is my size, too,”

“I should say it is a fine coat. T bonght it at
o sale. It was originally $125, but I had an
opportunity to get it for $35.7

“I'll give vou $30 for it.” smd the senator.

Jim, who conld never pass up the opportu.
nity ta make n quick dollar, said, “It's a deal "
Paying Jim the $50, the scuator left with the
overcoat under his arm,

It was four or five months before the sena.
tor’s daughter had the courage to tell her
father that his easy profit of $15 had really
cost them $75! (359)

63. Temper

My cousin had without 4 doubt the worst
temper of any gitl in our town, In her youth
she could always have her own way.

When she married a timid Army officer, we
all thought that he would soon be a very hen-
pecked spouse. We were surprised, though,
when after several months she was as meck
as a mouse. \We had an opportunity to ask her
about it one day. Blushing a little, she said:
"One day after the wedding, there was a pair
of trousers over a chawr i our bedroom. [ was
ready to put them in the closet when joe said,
‘Put them on, dear)”

“‘But why should T put them on, honey?’
| asked, The trousers were about i foot too big
at the waist. He was so firm, though, that T put
them on,

**Do they fit?" he asked.

“*Now, sweetheart, of course they do not
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fit.' I said, As he sat me down on his knee, he
said without so mueh as a smile on his face,
“I'hen remember which one of us wears the
trousers in our house!” " (159)

UNIT 17
64. A Bov

I have a great love for young boys. A boy is
a man in cocoon. One cannot tell how he will
turn out. He may make or unmake kings, write
books, be a famous lawyer or a great singer.

Of one thing you may be sure — every man
was once a voung boy!

It would be thrilling to turn back the clock
on the young, hungry Corsican lad who was
such a problem in his youth, At 26, he was
master of cvery phase of warfare. When he
saw that the treasury of France was in bad
shape, he said in a strong voice, “Leave it to
me; | will arrange things.” That voung man,
with a singleness of purpose, actually changed
the course of history. (111) (Concluded i
Paragraph 65)

65. A Boy (Concluded)

Then there was'a boy by the name of Abra-
ham Lincoln, who at the age of twelve had
never worn a pair of shoes. This lank, lean,
frank boy lived a lifc that was not casy. To
make a living in his youth, he split logs. When
he was a young man, he ran a grocery store
that was soon bankrupt.

I also cannot help thinking of a thin, anxious
boy who was bom on the wrong side of the
tracks in our town. He used to pick up coal
along the tracks so that the house in which
he lived could be warm. The other day |
stopped at the bank to make a loan, That same
boy was treasurer of the bank. He passed an
the loan that helped me carry on my business.

Have patience when you are dealing with
a young boy. Be frank with him. There may
be a day when he will make a deep impression
on the future. (135)

66, Dither

The cashier of the paper in which the fa.
mous writer Henry Watterson ran a column
for some time was always in a dither, for cach
day his cash drawer was out of balance, When.
ever Watterson felt the need, he would il his
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pockets from the till without telling a soul.
One fine day, the treasurer, with the cashier
in tow, came to see Watterson, “‘Frankly, it
is not that we object to vour taking whatever
vou need —you are welcome to it. But it would
help us a great deal if in the future you would
jot down on a picce of paper the sum you tike.
[f you will leave that paper in the cash drawer,
it will help us keep our books straight.” YWat-
terson said that it would be done, though he
was not happy about it.

The next moming, just before lunch, the
treasurer saw Watterson coming to the cash-
ier's cage. After helping himself from the till,
Watterson made a few seratches on a picce of
paper. When that was done, he placed the
paper in the drawer. As soon as he left the
cage, the treasurer made a dash for the cash
drawer. In the drawer from which the cash had
been taken was a note which said, "I took it
all, H, W." (196)

UNIT 18
67. The Lark and Her Young Ones

A lark who had her nest of young ones on
a wheat farm had to leave them each day to
go out to find food for them. As the wheat
ripened, the mother warned her young larks
to tell her all they learned while she was gone.

One day the man who owned the farm came

down to look at the crops. "It is high time,"
he said to his son, “that the grain should be
cut, Tell all our kind friends to come early in
the moming to lend us a hand with the reap-
ng.
When the mother lark retumed, her young
ones anxiously asked her to move them at once
to a place of safety, "There is lots of time,” she
said, "If the farmer waits for his kind friends
to help him, there will be no harvesting in the
moming.”

The following day the farmer came over
again. Finding the wheat npening rapidly, he
said to his son, “There is not a second to be
lost, We cannot rely on our friends; thercfore,
we must call in our relatives, Tell them all to
be here in the moming to help us with the
harvesting.” (164) (Concluded in Paragraph
65)



68. The Lark and Her Young Ones (Con-
cluded)

The larks again asked their mother to move
them. “If that is all, don't worry. We have
plenty of time. Relatives have their own in-
terests to look after. But I want you to keep
listening when I am absent.” Eventually, the
farmer came back again, Finding the grain al-
most fully ripe, he said to his son: “We can’t
wait any longer for our friends or relatives.
We must harvest the crop ourselves in the
moming.” When the mother learned of this,
she said: “Then it is high time to be off, If
the master has now made up his mind to do
the job himself, then the grain will really be
cut.”” So the mather moved her nest to the
country. The following morning, the farmer
came with his sickle to cut the wheat,

Moral: If you want a task done well, do it
voursclf.—Adapted from Aesop's Fables (134)

69, Study

On finishing college, two boys—one named
Brown, the other numed Smith—took jubs in
business. Both promptly showed that they
were going far in business. At twenty-five,
both were earning fine salanes. It scemed that
both were on their way to the top,

Smith did reach the top. At forty, he had
climbed to the position of treasurer of his firm.,
Brown scemed to mark time when he reached
thirty. Why had Smith climbed to the top so
rapidly while Brown stood still? The answer
is this: Smith never stopped studying. He
welcomed every opportunity to better himself
through reading or studying.

Brown, one the other hand, claimed that he
didn't have time to read or study,

When a person stops studving, it is time to
be alarmed. (124)

Key to Sclf-Check on Units 1418
Part I

Words, |, annoying 2. bringing 3. quickly
4, touched 3. units 6. signed 7. nations 8, com.
ing 9. trained 10, why 11. figures 12, pushed
13. out 14, fuilures I5. anmual 16. entering
17. good 18. thanks 19. we 20, swims.

Brief Forms, I, which 2. overpaid 3. should
4. opportunities 5. undergo 6. could.

FPhrases, 1. 1 could 2. he should 3. over the
4. he could 5. 1 should 6. under that.

Part 11

Sentences. 1. Harry Brown quickly climbed
to a high position with us, 2. He asked his kind
fricnds to lend him a hand with the job. 3. He
runs a daily column in the evening paper. 4.
At which bank should | arrange for a loan
on my car? 5. I cannot help thinking of the
thin, anxious boy who had to make a living
splitting rails. 6. 1 have not had an oppor-
tunity to make provision for my annual vaca-
tion. 7, The boy was a failure while he was in
school.

UNIT 19
Essentials of a Good Savings Program

I. Have a plan
A. A plan will tell you how you are spend-
ing your money,
B. Without a plan, you will often neglect
providing for emergencies,
I1. Be sure your money is safe
A. Some people put money in a hole in the
ground.
B. There are several safe places:
1. Savings banks
a. No checks but you get interest,
b. You may take out money at any
time without loss of interest.
2. Government Savings Bonds, Series E
ITT. Put your savings where they will earn in-
terest
A. In a checking account you have conven-
ience in making checks but get no in-
terest,
B. There are two types of interest:
1. Simple
2. Compound
a. Most banks pay compound interest.
Iy, Interest i1s usnally added quarterly.

Key to Self-Check on Unit 19

Part 1
Suggested informal outline:
Functions of Food

I, Maintain temperature of body
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. Provide encrgy for muscles
a. Exercise determines quantity of food
necessiury
b. Excess foud stored as fat
3. Make possible new growth and healing
of injuries
4. Keep body healthy
a. Provides wvitamins and other com-
pounds
b. Prevents malnutrition

Part 11
Suggested formal outline:

Drugs

I. Sedatives
A, Uses
1. Relieve pam
2. Produce sleep
3. Reducc emotional tension
B. Types
1. Morphine
2. Codeine
3. Various barbiturates—sleepmg pills
11. Stimulants
A. Uses
1. Prevents sleep
2. Cause emotional excitement
B. Types
1. Cocaine (also pain-killer)
2. Benzedrine

UNIT 20
70. Fast Shrinkage

An important businessman we know was
overweight, and his wife was alarmed about his
health, She suggested that he try to bring his
weight down while on his farm. He took the
suggestion; and a short time later he walked
over to the general store, where he promptly
picked out a pair of overalls in which he would
take workouts.

As the clerk was wrapping the ovenalls, the
man thought of a fact of importance that he
had overlooked. "Wait a bit,” he said. “Those
overalls fit me now, hut shortly I hope to waork
off a lot of weight. Perhaps 1 onght to buy a
smller pair.”

The clerk shook his head and frowned.
“Brother, if you can shrink as fast as these
overalls can, you will be domg pretty well!”
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he said, and went on with the wrapping of the
overalls, (131)

71. Surprise

A doctor out of school just a short time
hung up his shingle in a small town, but it was
some time before a patient stepped inside his
ofhice.

When a man finally came in, the doctor
thonght it wise to impress hum with his im-
portance. Therefore, he picked up the phonc
and barked, “I have 20 patients on my list to-
day, and I don’t believe | canget to the hos-
pital to perform that brain operation before
six in the evening.” Then he hung up and
turned to his visitor with a smile. “Now, what
secms to be paming you, my good man?”

“Nothing is paining me,"” his surprised visi-
tor informed him. "I am here to hoak up your
phone, sie” (112)

72. Lovalty

In a oty located on the West Coast. there
lived a noted lawyer who had a Chinese ser-
vant by the name of Sam, The two had lived
together for a long time and had great affec-
tion for each other,

But one moming, as Sam greeted his master,
lie hesitated a little and then informed him,
“Next week I must leave vou. Before T go. 1
will hire for you 4 better man.” The lawyer
waited, thinking that Sam would say more;
but Sam just stood silently,

“So you are going to leave me; [ do not pay
vou enough, That Doctor Sanders who visited
us last week — he knows what a treasure vou
are. Don't be a fool, Sam. Your pay will be ad-
justed. Say mo more.” The noted lawyer
thought that that would end the matter, In-
stead, Sam indicated that he was in earnest,
“Next week | leave you— 1 go to China,"” he
said, (144) (Continued in Paragraph 73)

73. Loyalty (Continued)

“I see,” added the lawyer. “You are gomg
back for a wife. All nght, bring her home. You
can return in two months. I will sce that she
is provided for, 1 will also get the papers that
are needed.” He thought he had Sam per-
snaded, but he was wrong,

“l go to China next weck; no papers arc
nceded, I will never come back,” Sam said.



“By heaven, you shall not go!™ said the
strang-headed Jawver.

“By heaven, I willl” said Sam heatedly

It was the first time that Sam bad spoken
that way to his master.

The lawyer pushed his chair back and then
added, “Sam, vou must forgive me. | spoke
without thinking. 1 do not own you. But," he
pleaded, “what have 1 done? Why do vou
leave me? You know T need you more than |
ever needed vou before,” (127) (Contmued
it Paragraph 74)

UNIT 21
74, Lovalty (Continued)

“1 am going to China to die!”

“Nunsense, You can die here, 1 promised
you many months ago that 1 would ship your
body back to China if you dic before | do. T
meant it

“1 will che m four weeks, two days.”

“What!"

“Nany weeks ago my brother was tried for
a tremendous erime. He is now iy prison. He
must die. He has a wife who is going to have
i baby befare many days, In Ching,"” he added,
“they aceept o brother to die in his place. [
will go to China, 1 will give my money to my
brother, Tle will live; T will die.”

The lawyer started to speak again but
stopped. He thought he understood men, but
it took him a long time to grasp the immensity
af Sam's sacrifice. (124) (Concluded in Para-
graph 75)

75. Lovalty (Concluded)

The following day, with a minimum of fuss,
another Chinese boy by the name of Joe ar-
rived to administer the lawver's affairs, After
some preliminary mstructions from Sam, Joe
took aver, He was just like Sam in many ways.
Sam terminated his service to his master with-
out saying good-by. He went to China, where
he was behcaded four weeks and two days al-
most to the minute from the time he had
spoken to his master. His brother was set free
after Sam's death and returned to his wife.

The lawver's house goes along about as usu-
al, save that the master calls for Sum when he
should say “Joe.” At such times there comes
to hin a kind of clutch at his heart, but he

keeps his thoughts to himself.—Adapted from
Elbert Hubbard's Notebook (126)

70. Ten Signs of i Mature Man

I, He can say “no” to lumself, even on dif-
ficult questions, and make it stick.

2. He can take suggestions in good spirit
and profit by them. They do not send him
mto o rage. He knows that suggestions will
probably help him to grow.

3. e has close fnends among men and
wommen, His friendships arc long-lasting.

4. He can look into a question or a problem
with care and thought and make up his mind
on what course to follow; but he does not act
on impulse alone,

5. He promptly admits u wenkness, but at
the same time he can realize his strong points
without being vam about them.

6. He can put aside his failures of yesterday
and ook to the future, (117) (Concluded i
Paragraph 77)

77. Ten Signs of a Mature Man (Cancluded)

He 15 tolerant. The immature man, who
will find success difficult, often enticizes those
who do not believe as he does.

S. He thinks for himself, He analvzes, Te
raises many questions, He does not follow fads
ot buy on impulse. It is necessary to sell him.

9. He is calm. When neeessary, he faces o
crisis on an even keel, If the other fellow i
sists on arguing— probably even loses his tem-
per—he smoathes things out.

10, He follows a long-range plan. He ar-
ranges his finances so that he can pay for what
he needs, He does not get into debt if he can
avoid it. Te fuces the future: he does not live
in the past. (121)

UNIT 22
78. Stuctly the Truth

The captain of a certain vessel once wrote
the following sentence in his log: “The mate
wis drunk tonight.” When the mate became
normal and the sentence was brought to his
attention, he was very angry. He pleaded with
the captain to seratch out the sentence. He
sard that he had never been drunk before, and
he never intended to be drunk again. But the
captain insisted that the entry must stand, “In
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this log we write the whole truth,” he said.

The following week the mate kept the log;
and in it he wrote, “The captain was sober
tonight.” (94)

79. Time to Forget

Very often we can remember better by re-
membering less, Some of us have o tendency
to try to remember too much.

Suppose that you have to go to the dentist
or attend a meeting or a dinner. Make a note
in your date book of the time you are to sce
the dentist or attend the meeting or dinner.
Don’t try to keep these facts in the front of
your mind all day.

Use good sense in what vou remember. It
1s evident that there 1s no use m trving to re-
member a phone number you may never call
again. It is also evident that there is no use in
remembering all the bus or train schedules.
Just the part you will use is worth remember-
ing. For your guidance, keep these two facts
in mind:

I. Remember that which vou will use over
and over again,

2. Forget that which you will not use in the
near futuce. (146)

50. Big Business and Small Business

The person who maintains for a moment
that our countrv can survive without small
business 1s lacking m good judgment. Every
fact of our economic life tends to prove that
big business cannot get along without small
business. It is an elementary fact that you can-
not add to the stature of a dwarf by cutting off
the legs of the big fellow, Our entire business
structure is a umit just like a machine. It is
made up of an assortment of big parts and
little parts; and each part, large or small, doey
a fundamental job,

Big business needs small business; small
business needs big business.—Abraham Lincoln
(106)

UNIT 23
81. Hard Work

A hard-working farmer was getting tired
and made up his mind to get a hired man to

help hin. When the hired man came, he set
him to work in the garden chopping wood.
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Toward the middle of the moming, the farm-
cr went down to see how the hired man was
getting along. To his amazement, he found
the wood in the garden all chopped,

The following day, the farmer asked the
hired hand to get the wood stored in the shed.
This was a hard job that required a lot of lift-
ing, and the farmer figured that the job would
keep the man busy a long time, But by noon
the man had the job done and was ready for
another task. (106) (Concluded in Paragraph
82)

§2. Hard Wark (Concluded)

On the third day, the old farmer, thinking
that the hired hand was entitled to a light as-
signment for a change, called him over and
told him to sort out the potatoes in the bin.

“Put the good ones in one pile, those that
you are not sure about in another, and throw
out the spoiled ones.” An hour later the old
farmer went back to see how the job was com-
ing. Suddenly he found the hired man stretched
out cold in the field, with almost nothing done.

After throwing cold water on the man's face
and bringing him to, the old farmer wanted to
know what had happened. "“I'he thing that
killed me was figuring out which pile cach
potato should be put in!"" answered the hired
man. (114)

§3. Boiling Water

One day, a capable and reliable young doc-
tor was asked if all those pots of boiling water
that the country doctors always scem to call
for in the movies are necessary,

“I wondered about that, because it is a Tot
of trouble: and all the doctor has to have avail-
able 15 one pot in which to boil a needle,” he
said. “But one of my old professors in school
gave a plausible and acceptable answer. He
said: ‘If you have to bring a baby into the
world in the home, the thing that will give
vou the most trouble is the father, He will
make it impossible for you to work efficiently;
therefore, it is advisable to keep him busy. Tell
him that it is possible for him to help by get-
ting all the pots obtainable and boiling lots of
hot water. Many farmhouses have coal or wood
stoves, and keeping the fire hot and the water
boiling will get the father out of the way.
After it is over and you have patted him on



the back, vou have part of the ingredients for
steaming hot coffec.” ™ (184)

84. Wasted Time

Every moming vou are handed 24 beantiful
hours. They are onc of the few useful things
in life you get free of charge, whether you want
them or not. Your schooling must be paid for,
and even your health costs money to achicyve
or regain, But these 24 wonderful lours do
not cost vou a penny. If vou were the most
powerful man in the world, it would not be
possible for you to buy another hour, If you
were the poorest beggar, not a single minute
could be taken from you,

What do vou do with this wonderful treas.
ure? Do vou use it gainfully? Remember, you
must use it at onee; vou cannot save it up for
vour old age.

Wasted tume is 4 greater tragedy than wasted
money or wasted health. Either of these you
may regain with thoughtful cffort, but time
wasted is gone for good.

Be grateful for the time that is given to you.
(151)

UNIT 24
85, On the Alert

Waiting in the conference room of a stcam
ship office to be interviewed for a job as a
witcless operator, a number of apphcants filled
the room with such a confusion of conversa-
tion that they were not conscions of the con-
stant flow of duts and dashes that were coming
over a loudspeaker. About that time, anothet
mun entered and was content to sit by himselt
in one carner, All of a4 sudden he snapped to
attention, walked confidently into the private
office of the president, and soon came out with
a cheerful smile on his face.

“Say,” one of the group called out, “how
did you get in before us? We were here first.”

“One of vou would have had the job if vou
had been cancerned with the announcement
coming over the loudspeaker.”

“Concerned with what announcement?
they asked in confusion.

‘Why, the code,” the stnunger answere,
“It said, “The man | need must constantly be
om the alert, The fiest man who gets this mes-
sage and comes into my private office will get

a contract as an opertor on one of my ships.” "
(181)

50, Tearmg Aud z

An old but competent gentleman often com-
plained about his deafness, He had completed
a long and successful business career and had
amissed  considerable wealth, His physician
had tried for a long time to compel him to get
o commercial hearing aid, but without suceess,

The old man learned, though, that our com-
pany had just completed a comfortable heanng
aid that combmned the good features of all
the others on the market; and he made up
his mind to try it

P'wo weeks later he returned to tell us that
he conld hiear conversations with companitive
ease, even in the next room. “Your friends and
relatives must be happy that yvou now hear so
well," T said

“I haven't told them,” he confessed with a
chuckle. T have been sitting around  listening
—and do voun know what? 1 have already
changed my will twice!™ (145)

87. A Little Lite

In the offices of the Memphis Transporta-
tion Company, there worked a young, reliable
seeretary who was quite an cHicient transcriber
and who would consistently turn out fine tran
scripts of whatever was dictated to her.

But she was in the habit of coming a few
mmites Inte every day. Her boss had wamned
lier many times and even threatencd to have
her transferred, but to no avail

One day, he reached his wit's end and told
her that he was going to suspend her for one
day without pay and asked her when she
wanted to take that dav.

She thought it over carcfully and then trans-
mitted the following message to lam, “If it 1
all right with yvou, I think | should like to use
it up by coming in u little late every day.” (134

88. A Tooth for a Tooth

Some time ago, & number of business cont.
pames made it o practice to muil a person ex-
pensive goods that he had not ordered and
then bill him for them,

One day, a doctor in Buffalo got such a pack-
age with the following letter of transmittal:
“Weare tuking the liberty of sending you three
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exceptional ties. Because these excellent ties
have the approval of thonsands of professional
men and business executives who are careful
dressers, we know that you will like them.
Please send ns $10,”

As you might expect, the doctor was con-
siderably annoved. He answered: “T am tak-
ing the liberty of sending you S10 worth of
extra-fing pills. These excellent pills have
helped thousands of professional men and
business executives, and 1 am sure that they
will help you. Please accept them in payment
of the exceptional ties that you sent me."” (156)

Key to Sclf-Check on Units 20-24
Part I

Words. 1. waited 2. mentions 3. extra 4.
concentration 3. glasses 6, gmded 7, attending
8. thoughtfully 9. sisters 10, obtuns 11, ex-
plains 12, tired 13, steady [4. transmit 15,
minutes 16, compares 17, settled 18, neces-
sary 19, suddenly 20, payments,

Brief Forms. 1. and 2. worked 3. short 4. in-
vite 5. believes 6. forgetting 7, vesterday 8.
suggesting 9. where 10, important 11, ques-
tions 12, into 13, difficult 14, probably.

Part 11

Sentences, 1. She completed the important
transeript in a few minutes, 2, He threatened
to transfer her because she was not tactful. 3,
The captain kept a complete log for the vessel.
4. 1 am sending vou three excellent books for
vour consideration. 5. My old professor gave
me a plausible answer to my question. 6, He
informed him that he came to hook up the
phone, 7. The mature man thinks for himself
and raises many questions,

UNIT 25
Notes on Class Discussion

Joan D: Not important whcther state or
federal government provides the funds for
education.

Hank 'T': 1t 1s important, Control should be
local. Federal government has too much power
now, (How local?)

John H: Local governments influenced by
local pressures, European democracies make
central government control work for them.
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(Which ones> Works how? Educational op-
portunities restricted?)

Bill T: Contributions to governments could
act like federdl government’s system of checks
and balances.

Mary L: Biggest advantages:

l. Better teaching because of more rigid
requirements for teachers, higher salaries

2. Better equipment

3, Wider selection of courscs

4. Standard courses

Key to Self-Check on Unit 25

1. 1. Notes of what others have said
2. Notes to yoursclf

2. You may not be able to make sensc out
of your notes if you wait too long to review
vour notes, especially if you are attempting
both to participate and to record,

3. In formal minutes participants are often
given credit for ideas that they contribute and
suggestions that they make.

+. Motions, resolutions, and formal state-
ments,

5. 1. Date
. Time
. Place of meeting
. Who presided
. Those present
Those absent
. Name and title of speaker
. Wide margins make notes more

-.*-lo«vn.‘.wm-

6.
tcadnhlc.
2. Wide margins leave room for cor-
rections and the insertion of afterthoughts.
3. Wide margins permit the notemaker
to add key words that make notes casier to use.

UNIT 26
59. Shock

One moming, a couple that had been mar-
ried for only a few days had & delightful sur-
prise delivered to them by the mailman — two
complimentary tickets to the best show in
town, It developed, though, that the donor
neglected to give his name.

All day long the couple wondcered, “Who
could have sent those desirable tickets?” After
considerable debate, they decided to use the
tickets,

They enjoved the show, but on their return



home they experienced a definite shock. All
their wedding presents had been stolen, There
was # note fastened directly to one of the pil-
lows in the bedroom that read, “Now yvou
know!™ (111)

90. No Smoking!

I have always had o defimte sympathy for
thuse who hive the tohaceo habit. That is, |
have alwiyvs had it the last nine days since |
reformed and gave up smoking myself. The
result is thut my head has recently been cleared
of fimes and my blood of nicoting; thercfore,
[ hiave been able to review and reflect an the
entire problem of smokig. T am happy to re
port here the results of my reflections and
researches

The average smoker spends S127.50 in
twelve months on his habit — enongh to bus
some 435 good books or a comfortuble chair or
a restful hohiday at some resort. All of this goes
up m smoke.

Figuring still further, 1 uncovered the e
vealing fact that, if T had never started smok-
ing, I would have saved $3.500 — enough for
an excellent car or a transcontinentul trip o
i first pavment on a desinible residence. (169)
(Concluded m Paragraph 91

91. No Smoking! (Conclnded)

I have heard the finuncial problems of o
times discussed and deseribed and explained
in many different wavs, but | think 1 have dis
covered their real cunse, In short, if there were
no tobaceo, the avernge home would luave more
than $20 o month extea at its disposal for gro-
ceries, rent, or furnitore, Our financial troubles
would be completely dissolved, dismissed, dis.
posed of!

After nine days of refraining from smoking,
[ have discovered that civilization is not dying
of poverty or war but of tobiucco, How can we
dispose of our larger problems ind trimsact om
business when our eyves are constantly blinded
with smoke?

As | say, it s nine days since | discovered
my mistake, Aside from the fact that | have
been miiscruble the whole time, thewe have
been the happiest dayvs of my life. T am frec at
last; and as | swore off for one month, 1 still
have twentyone days of freedom left before
I am plunged back into slavery again, [ am

counting those days! (176)

UNIT 27

92. Table Conversation

I'here is one extremely important detail of
conduct at dinners or anniversary parties that
I have never seen ditcussed satisfactorily i
ctiguette books — what to do when vou incon
veniently find both the person on vour left and
the persan on vour nght busilv engaged in con-
versation with somebody clic.

Yo have perhaps tomed braefly from M
Junes on vour right to take care of some minor
matter; and when vou turned back, vou found
her already engaged in conversation with M.
Stuith on her other side.

So vou quickly wheel about to your left, only
to find yourself confronted by the back of
M. Brown, Consequently, you are left look-
ing dircetly in front of you with a roll in one
hand and nothing i p.lmunl.lr to do with
vour face. Should you sit and crv softly to your-
self or should you start plaving with vour knife
and fork? (154) (Continued in Paragraph 93)

93, Table

Of conrse, the main thing is to be carcful
not to let your hostess notice that you are not
engaged in canversation. If she spots you seem
ingly looking into space, she will either think
that vou have insulted Mrs, Jones on your
right and Ny, Brown on vour left, or she wil)
feel responsible for vou personally and accord-
mgly will start o long-distance conversation
that has no particular basis except that of
emergency. Consequently, you must spend
your time acting convincmngly as though you
actuilly are very busy.

You can alwavs make believe that vou are
engaged in an exceedingly interesting discus-
sion with the person opposite, occasionally
changng the expression on vour face and
laughingly nodding your head knowingly. T'his
naty fool vour hostess in case her glance hap-
pens to fall your way, and it will -.uul\ confuse
the person sitting opposite vou if he happens
to catch vou in the act. (169) (Concluded in
Paragraph 94)

Conversation (Contmuned)

4. Tuble Conversution (Caoneliced |

If you have thought to bring along a bit of

187




charcoal, vou can make little drawings on the
back on ather side of you. These proceedings
would, at least, get one of your partners to turn
around, even though reluctantly!

As time wears on, you can start juggling your
cutlery. If the other guests have any feelings,
this ought to attmct their attention.

Of course, there is always one last resort;
and that 15 to slide under the table, where you
can etther cawl about collecting slippers that
have been kicked off, growling frighteningly
like a dog and scaring the more timid guests,
or you might collect your bearings and crawl
out from the other side and go home, Perhaps
this last would be the best—it would end your
evening's difficultics.— Robert Benchley (126

UNIT 28
95. The Value of Reading

Before Morris Fishbein, the brlliant doctor,
decided to trunsfer to a school of medicine, he
took a course in shorthand to speed up his
notetaking, Ie was a brilliant scholar, who
added to his brilliance by adopting exceeding:
ly efficient working methods. When he was a
young doctor, his association made him editor
of 1ts magazine, a post he held for more than a
decade, He was constantly presenting creative
and workable ideas, many of which were the
result of his readings in all aredy of medicine.

When he retired, the association had to
appoint four people to do the work that this
speedy reader had been doing alone. (122}
{Continued m Paragraph 96)

96. The Value of Reading (Continued)

Thomas Edison, that quict man of science
who did so much for socicty, did not have
much schooling; but his wide reading made
him one of the best-informed men in the
country, While lus deafness was a great tral
to him, he says in his diary that it enabled
him to concentrate on reading. In his labora-
tory he built up one of the finest scientific
libraries of his time.

“When T want to invent an appliance,” he
said, "1 begin by rcading up on all that has
been done in that arca in prior days, Frankly,
that is what all these books are for. I use these
hooks to prevent the waste of time and money
in the future by not doing again the things
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that have already been done and tried out by
others.” (131) (Continued in Paragraph 97

97. The Value of Reading (Continued)

Henry Ford got the idea for his first car
from a magazine — The Science of the World
— which he read while he was away visiting a
friend. He lay awake all night reading the
magazine and sketching his plan for a gas
engine that was far ahead of his time, We are
aware, of course, that Ford was a man of ac-
tion; but the reading that made him a success-
ful man should not be overlooked, Describing
his early days, he said, "I devoted every second
I could spure to the reading of scientific books,”
(92) (Concluded i Paragraph 95)

95, The Value of Reading (Concluded)

Our fast-moving world requires more and
more thoughtful reading if we hope to keep
up with it. There are hundreds of magazines
in the area of business and office methods.
Last year there were more than a hundred
papers and magazines for fanmers on the mar-
ket. Nearly ten thousand books are published
in the United States yearly. Yet, as few people
are aware, reading is a recent accomplishment.
One hundred ffty vears ago not half the
people in the country could actually read.
Those who could read had been taught by
trial-and-crror methods that made their read-
ing incficient, They read too slowly and did
not gain enough from their reading. Many
older persons are still poor readers.

Yes, extensive reading will yield big divi-
dends. (132)

UNIT 29
99. The Traits of Successful People

What combination of traits will yvou find in
the person who has risen to a high station in
life? An examination of the traits of 100 people
in many different arcas who have carned a fine
reputation for themsclves in recent years re-
veals that they possess these traits:

1. They are not afraid of hard work, They
attack a difficult task without hesitation and
stay with it until, 10 their estimation, the job
has been done well. They are selfaeliant.

2. They have the patience to sit down and
think. Most people find thinking a painful



process,

3. They always have a pleasant smile on
their faces. In addition, they are aware of the
importance of getting along with people in all
stations of life,

4. Thev have the habit of study. They are
always eager for information on any and ever)
topic. (150)

100, The Art of Saying “No”

Last vear & friend of mine submitted to a
feature magazine to which I subscribe a paper
he had written on 4 subjeet in which he had
done substantiul research. The editor subse-
quently returned the paper together with
letter of explanation saying that the paper did
not meet the needs of the magazine.

Usually, getting back a paper that had been
submitted for publication is a discouraging ex-
perience; but it was not in this instance. The
letter that accompunied the returned paper
was so gracious and so complimentary of the
author’s handling of the subject that the
author sud he would almost rather have it
than a substantial check,

The “no’* he had received was given in the
right manner and was taken in the right man-
ner — which goes to show that we can say “no”
and still leave a good taste in the mouth of
the person to whom we say it. (161} (Con-
tinued in Paragraph 101)

101, The Art of Saying “No' (Continued)

In the typical business concern, the employ
er must periodically say “no” —and the person
who has leamned to say it so that it will be ae-
cepted in the right spirit has a practical assct
indeed.

A man 1 know has charge of a “suggestion”
committee in a large medical, surgical, and
chemical supply firm, He says that, when a
suggestion is made that is not practical or logi-
cal, he does not promptly tum it down. He
considers the employee’s feelings. He takes the
trouble to meet with the person who sub-
mitted the suggestion, and the two of them
analyze the suggestion critically, The one in
charge of suggestions may actually think high-
ly of the other fellow's idea but still know that
technically it will not work, By analyzing and
then discussing the suggestion critically, the
person who made the suggestion can be

brought to see it in the same way and accord-
ingly be satisfied to take “no” for an answer.
(176) (Continued in Paragraph 102)

102. The Art of Saying “No" |Continued)

It business there is always the awkward mat-
ter of salury mcremses. When a person ap-
proaches an employer about an increase that
cannot be granted, the cmployer can compli-
ment the man's work and still point out the
reasons why he cannot reward the employee
further at the present time. The employer can
assure the employee, though, that he can look
forward to an upward revision of his salary
just as soon as conditions permit,

When an employee understands the logical
reasons why he cannot have an increase in
salary, he holds no grudge afterwards. (106)
(Continued in Paragraph 103 ]

UNIT 30
103, The Art of Saying “No” (Continued)

A very successful and forward-looking per-
sonnel man ind transportation company im iy
Tocality tries not to say “no’ when he is angry
ar when he is in u hurry, He also has the facul-
ty of facing cach problem squarely. Te be-
ligves in the desirability of dealing with each
problem at once to the best of his ability, so
that the person with whom he is dealing knows
exactly where he stands. 1t is his belicf that the
emplovee who is left in doubt about a matter
will not perform so well as the one who may
have been told “no" but who, at least, knows
without any possibility of misunderstanding
where he stands, The members of the staff ap-
preciate this quality in him and give him their
lovalty. (137) (Concluded in Paragraph 104)

104. The Art of Saying “No" (Concluded)

People in authority must often take the re-
sponsibility of saymg “no” —and this is espe-
cially tiue of parents. The majority of parents
must say “no” muny times before their chil-
dren reach maturity, The chances are that long
afterwards the child will remember how the
“no" was said —whether the parents explamed
their refusals with sincenty.

Pethaps no person gets told “no” with
greater regularity than a salesman, In his case,
he must lean to tuke that answer in good
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spint, whether it 1s given nicely or not; but he
docs not forget how it was said,

The majority of us have to say “no” many
times in life. If we are to enjoy popularity and
prosperity, we must learn how to say 'no" with
tact and with sincerity. (139)

105. Dominoes

George Bernard Shaw was having a serious
discussion about various matters of importance
with a colleague of his at dinner in a restau-
rant, The orchestra struck up a particularly
noisy and tedious picce. When, after the bricf-
cst pause, it launched into an even noisier
picce, Shaw was obviously anmoved, He called
the headwaiter and courteously asked, “Does
this orchestra play anything on request?”

“Oh, yes," said the headwaiter with sin-
cerity,

“Excellent,” said Shaw seriously. “Kindly
tell them to play dominoes!” (99)

106. Press the Button

Three men stood on the third floor of the
new Fifth Avenue Music Building, with brief-
cases under their arms, waiting for an elevator,
In due time the elevator came down, passing
their floor without stopping. All obviously had
failed to press the button, Each thought one
of the others had pressed it.

Many things in life are never done because
each of us thinks the other fellow will press
the button that produces action. Numerons
good plans never sce the light of day because
cach of us is expecting the other fellow to put
them into action,

Don't wait for the other fellow; it is vour
duty to press the button yourself. The world
needs more button pressers. (119)

107. Revenge

One Sunday morning a school teacher was
issued a ticket for driving through a stop light.
She was told to appear in court the following
Monday. She went before the judge and ex-
planed that school had already started the
fist week of September and that she had to
teach on that Monday; therefore, she wanted
her case disposed of at once.

“So you are a school teacher,” said the
judge seriously, “Madam, your presence here
fulfills a long-standing ambition of mine. You
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sit right down at that table and write, "On
Sunday 1 went through a stop light' 500
tunes!™ (97)

108. He Liked Everybody

“When 1 die,” Will Rogers once said, “my
cpitaph, or whatever you call those things on
gravestones, is going to read: 'l joked about
every big man of my time; however, I never
met anybody that [ didn’t like." 1 am so proud
of that T can hardly wait to dic so that it can
be carved on my stone. When you come
around to my grave, you will probably find me
there proudly reading it,”

When they built the memorial to Wil
Rogers some years ago, somcone remembered
his wish, Below the bronze bust of the famous
humorist appear these words: I never met
anybody I didn't like."

Will Rogers lived up to his epitaph, He
met everybody with an open hand and an open
heart. (126)

109. Reading and Writing Practice

AMlr. Gray: The school board has decided to
hold its monthly meeting on Saturday, April
16, in the Chamber of Commerce Building.
The meeting will begin at 11 am. and run
through until about 1 p.m,

I should like to discuss with you something
that I plan to bring up before the school board
on April 16. Would it be convenient for you
to stop at my office on Friday, April 1, about
10 am,? The matter I wish to discuss with
vou will take only a few minutes. John H.
Green (91)

Key to Self-Check on Units 26-30
Part 1

Words. 1. dclaying 2. repeats 3. discover
4. described 5. satisfied 6. accordingly 7. sav-
ings 8. within 9. pianos 10. trials, 11, yelling
12, stations I3, subscribed 14. particular 15,
typical 16. logical 17. October 18, away 19.
avenue 20, backward 21. reluctant 22. locali-
tics 23. Friday 24. somewhere 25. arithimetic
26. authonties 27, divided 28. seemmgly 29.
drawings 30, mania 31. permission 32, await
33. willingly 34, vard 35. conveniently 36, re-
port 37. serious 38, prior 39. Chamber of
Commerce 40. ahead.



Part 11

Sentences 1. He apprecuates the fine quali-
ties of the members of his staff, 2. The success
ful person has the habit of senous study and
is always eager for information, 3. Henry Ford
devoted his spare time to reading books on

science. 4. He did substantial research before
he submitted his report to the president. 5. e
studies cach suggestion that is submitted to
him entically, 6, He s a brlliant scholar and
1y exceedingly well read. 7, In his diary Edison
wrote that his deafness was a great trial to him,
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