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PREFACE

The purpose of the Gregg Shorthand Junior Manual
is to provide a simple presentation of Gregg Shorthand
for the pre-vocational study of the subject in Junior
High Schools and other schools where shorthand is not
studicd for vocational purposes.

In publishing this book the author feels impelled to
express his delight ac the advancement which the
beautiful and uscful art of shorthand writing has made
in the esteem of the higher educational authorities in
the past few vears.  IFrom the wide recognition of the
educational value of shorthand which is now so evident
it is but a step to the general use of shorthand as a
time- and effort-saving accomplishment. The very
first sentence of the Preface to the first edition of
Gregg Shorthand in 1888 reads: “A great and increasing
demand for a simple, rapid and perfectly legible
writing for general use has led vo the invention of Light-
Line Phonography."™

Unfortunately ac that time, and for more than a
quarter of a century afterwards, shorthand was regarded
by educators, and by almost everyone else, as a mere

commercial mstrument for the fucilitation of corre-

spondence and for reporting.  This being the case, it
was studied as a vocational subject, and nor for its
value as a personal accomplishment.

*The name under which the system was first published.

v




vi Preface GREGG SHORTHAND

It is now very generally recognized that this attitude
of mind towards shorthand was due to the complexity
of the systems in use at that time. Not only were they
difficult to learn, but théy required an entire change
in writing habits on account of the characters being
written in all directions, in different “positions’ in
relation to the line of writing, and with two degrees of
thickness of line. Obviously, a style of shorthand
which necessitated a change in the manner of.holding
the pen from that used in ordinary writing, in order
that characters could be struck in all directions, could
not possibly become popular either with students or
educators. It is now equally obvious that until short-
hand became popular with students and educators,
and was taught in the schools as a non-vocational
subject, the great benefits which would be derived from
its general use as a personal accomplishment could
not be obtained.

The introduction of a simple system founded on
the familiar and natural writing elements of longhand
has resulted in an almost complete change in the mental
atritude of students, teachers and the educational
" authorities towards the “lithe and noble art.” Every-
one engaged in educational work knows that the teach-
ing of shorthand has increased enormously in the last
decade, and the indications are that the rate of progress
will be greatly accelerated in the course of the next
few years.

Under the conditions that prevailed at the time the
system was published, it became necessary for the
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author to relinquish his campaign for the general use
of shorthand in order to devote his time and energies
to the development of the system for commercial work
and reporting. But he never lost sight of the purpose
for which he published the system, nor has he faltered
in his belief that the art of shorthand will be studied
in the future by countless thousands of people for use
‘a8 a personal accomplishment and not as a means of
‘making a livelihood.

Curiously enough, the realization of the original
purpose of the author seems to be coming through a
recognition of the educational value of shorthand and
not through a recognition of its usefulness as a personal
accomplishment. It is the author's belief that this
recognition of the educational value of shorthand will
be the means of achieving the purpose for which the
system was originated, because those who learn it in
‘4 non-vocational way will inevitably use it to save
unnecessary labor in writing.

Sostrongly was the emphasis placed on the vocational
side of shorthand in former years that until recently
few people have given any thoughtful consideration
to its educational value. But there has been a really
astonishing change of attitude in the past two years,

argely through the introduction of shorthand in the
Junior High Schools, and in some instances, in the
elementary schools. The recognition of the educa-
tional value of shorthand and its usefulness to all who
have much writing to do is not confined to our own
country. The movement is spreading throughout the
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world. Some time ago the Government of Bavaria de-
creed that the art should be taught in all the elemen-
tary schools in Bavaria, and recently the Government
of Germany made a knowledge of shorthand a require-
ment for all civil service and railway appointments.
It is reported, too, that Holland, Belgium and Italy
are taking steps in the same direction. In Germany,
especially, students who acquire the art in the elemen-
tary schools are encouraged to use their knowledge of
shorthand in the institutions of higher education in
taking notes of lectures and preparing their exercises.

For the rapid expression of thought, making notes
on personal matters, notes in conferences or at lectures,
extracts from books, drafting documents, recording
telephone messages, keeping diaries, and a hundred
other uses, longhand is altogether too cumbersome
and laborious for the age in which we live. In long-
hand, for example, the simple word thought requires
twenty-seven strokes to express the three sounds
contained in it! In shorthand it is written with two
easy motions of the pen.

As the Introduction of this book outlines the plan
on which it has been developed, it is not necessary to
deal with it in this Preface. One thing, however, to
which attention should be directed is the radical step
that has been taken in the presentation of the subject
through making the longhand forms the actual basis
of the shorthand drills. When the author first advanced
the idea that exercises in shorthand penmanship
should be given as a regular part of the course of
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instruction in shorthand—a plan now generally adopted
—the penmanship exercises were supposed to be
supplementary to shorthand; thar is, the shorthand
forms were first drilled and the exercises in shorthand
penmanship were given later for the purpose of develop-
ing greater facility in execution. In this book the
customary longh:md drills are given first, as a sort of
“warming-up” exercise, thus leading the student in
an ecasy, natural way from what is already familiar
to the application of the sime motions or combinations
in shorthand. Tt is the belief of the author that this
change will be recognized by all teachers as an important
forward step in the teaching of shorthand. Tt has
been the observation of all educators that the practice
‘of the system has the effect of improving the longhand
penmanship of the students, particularly in fluency
“and precision.  This new method of presentation and
“drill will assuredly give still greater emphasis to this
very important educational factor,

The author desires to acknowledge the valuable
suggestions he received from Mrs. Frances Effinger-
Raymond and Miss Elizabeth Starbuck Adams, M. A.,
of our San Francisco Office, and the co-operation of
My, Rupert P. SoRelle, of our New York Office, in
rescarch work and in classifying and arranging the

material.
JOHN ROBERT GREGG.
New York, September, 1926.
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INTRODUCTION

Aim. The Junior Munual is intended for use in
Junior High Schools, or where an intensive course with
a non-vocational aim is desired. Since the shorchand
work in the Junior High School is exploratory, the
vocational aim has been completely ignored. It was the
thought of the author that the Junior Manual should
contain material which would develop a knowledge of
the student’s apritude to learn shorthand, but which at
the same time would give a shorthand writing ability
that would be of practical value to him throughout his
lifetime. Consequently, only the fundamental prin-
ciples of the system are presented in the Junior Manual;
but they are presented in such a wiy that the student
will have learned something of practical and educational
value no matter at what point he leaves off the study.
For example, in the firse lesson he is given word-building
material which will enable him to write, in the briefest
and most efficicnt way, at least one-fourth of the words
he will ordinarily encounter in literary marter. By the
time he has completed the entire book he should be
able to write any word in the English language. The
aim throughout is to develop writing and reading power
by correlating theory with practice.

Plan. The book contains ten lessons, each lesson
being split up into three units, each unit being again
split up into exercises which may be given in one period

xvii
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of 4045 minutes. A unit thus furnishes material for
approximately one week's work, where the program calls
for three periods a week.  The book may be complered
in thirty weeks, not counting the time for reviews,
holidays, etc. For all practical purposes the hook
constitutes ten months’ work, allowing a month to each
lesson, including the necessary reviews and tests.

Method of Approach. The shorthand characters in
the early lessons are developed from longhand characters
through the medium of movement- and word-drills.
Thus the approach is natural, and links up with what
the student knows when he begins the study.

The penmanship approach has many advantages.
One of the most important of these is that the connec-
tion berween the two styles of writing is at once estab-
lished, one helping the other in developing writing skill.
Owing to the simplicity of the principles of the system,
perhaps 907, of the time may be advantageously used
in drill work, writing and reading, with marked results
in securing motor and interpretative skill.

Method of Development. The shorthand principles
of the greatest utility are presented first, the object
being to give the student as early as possible the ability
to construct forms for the words of the most common
usage. One of the aims in the method of presentation
is the development of a writing and reading vocabulary
of the words of high frequency—the common words of
the English language. There are approximately 1,000
words that, through repetition, constitute 75% of all
written and spoken matter in the non-technical field;
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(Studies of the National Shorthand Reporters’ Associa-
tion and Leonard I, Ayres of the Russell Sage Founda-
idm.) Ten words—the, of, and, to, a, in, that, 1t, is, 1
constitute 25%,. More than two-thirds of the 1,000
commonest words are written according to easily under-
stood and easily applied principles in the Gregg system;
the other one-third are taken care of by natural
principles of abbreviation which reduce the time of
Jearning to the minimum.

~ An analysis has been made of the commonly-recurring
prefixes and suffixes, and the most common of these are
presented in the early lessons so that the student may
have the opportunity of increasing the range of his
wocabulary and sccure the advantage of repetitive use.
These prefixes and suffixes are based on the 4578 most
frequently-recurring words reported by Horm  and
Ashbaugh, presented in the order of frequency,  In the
presentation of principles, rules have been subordinated
and, where necessary, have been given in anatural way;
the student first learns to write and then is told why
certain things are done in certain ways. In the word-
drills illustrating the application of shorthand prin-
ciples, only common words, with rare exceptions, are
employed. While the student is learning the applica-
tion of a principle, he is at the same time learning the
forms for the common words in which that principle is
used.  The building up of a writing vocabulary is made
natural and effective.  The study of abstract principles
is eliminated. Writing and reading power are developed
simultaneously. All of the writing and reading exer-
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cises, with the exception of those in the early lessons
dealing with the specific principles under discussion, are
sclections from literary mateer that will be aceepred by
teachers in the English department and by school
authorities without question.

Suggestions to the Teacher. In order to outline the
most cffective teaching plan, the teacher must under-
stand thoroughly the aims of the book. The penman-
ship approach gives ample opportunity for developing
motor skill and helps enormously in motivating the
waork, since pupils are more likely to respond to the type
of learning that gives opportunity for physical expres-
sion. Shorthand is a tool subject; it should be
approached from the point of view of developing early
motor skill, for unless it can be written accurately, and
with a fair degree of speed at the same time, it is of little
value.  Consequently, the emphasis should be placed on
deill.  If the fundamental movements in writing are
studied and practiced early, no difficulry will be experi-
enced in the later lessons. The habit of writing the
characters the proper length; of making positive dis-
tinctions in sizes of circles; of writing with a free
swinging movement, passing from one character to
another without pause; of learning to interpret charac-
ters so written instantly—all are of vital importance in
developing a high type of skill.

The encouragement of students to use their shorthand
wherever possible for their own personal writing will
aid greatly in learning to use shorthand in a practical
way. It is only by using shorthand that we become

JUNIOR MANUAL
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thoroughly familiar with it. The student may begin
at once to use the brief word forms given in the first
lesson in writing whatever notes he takes, using long-
hand for the other words.  In this way he will find that
his writing speed will be steadily increased. By grad-
ually adding new words as each lesson is completed, he
will soon be writing a majority of the words in short-
hand. With the completion of the tenth lesson, he
should be writing all words in shorthand.

We do not recommend giving exercises in which long-
hand plays an important part as a regular pare of the
Jinstruction. “This method is only incidental and is
intended to be used as an expedient when the scudent is
taking notes for his own personal use, as, for example,
in the English classes.  Shorthand forms should be
substituted as soon as possible for longhand forms.

The instruction should be non-technical and narural.
iSpecd in writing should be subordinated to accuracy,
‘but accuracy should not be obtained at the expense of
fluency. The characters should be written, nor drawn.
A correct writing technique—correct movemenr, con-
tinuity of movement, control of the hand and arm, and
the accurate application of principles—is of far grearer
Aimportance than speed.  In fact, speed is only possible
when the fundamental movements have been masrered.
And speed is only useful as it is manifested in terms of an
accurate transcript.

Suggestions for Handling. A special booklet dealing
“with this subject will be sent to teachers free.
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1, About Shorthand. Shorthand is the art of writing
briefly by means of signs that represent the sounds of
the language.

Shorthand is not a new art. The ancients used a
crude system as early as B.C. 63. By means of it some
of the noblest orations and finest literature of an ancient
but highly developed civilization have been preserved
to us. The are was held in such high esteem by the
Romans that many of the Caesars mastered it indeed,
one of them was so proud of his skill as a writer of short-
hand that he entered contests with the professional
scribes.
~ You will like shorthand. It is not only fascinating,
but if well learned, it will enable you to write from four
to six times as rapidly as is possible with longhand, and
with just as great legibility. It will be of great aid to
you in making notes, and will assist you in the study of
other subjects. 1
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But the study of shorthand brings many other advan-
tages. It quickens the mental processes, sharpens the
judgment, increases the power of concentration and
strengthens and trains memory. Next to the study of
English itself, there is no other study thae will give one
a more intimate knowledge of our language, It
broadens and enriches the vocabulary, and develops a
language sense that is hardly acquired in any other
way.

The time you spend now in learning to write short-
hand will be saved many times over, and the bencfits
derived from the practice of the art will last throughout
your lifetime,

2. Shorthand Written by Sound. One of the first
things to learn is that shorthand is written by sound
and not according to the ordinary spelling. In long-
hand, for example, the word ought, composed of two
sounds, requires about sixteen pen strokes; in short-

hand, it requires but one—the signs for aw and ¢
blended.

3. The Shorthand Signs. The shorthand signs or
characters are taken from the elements of longhand
writing, and are written with the same uniform, easy,
swinging motion. Since you are already familiar with
these signs through your use of longhand, you will
find it very casy to write them. Skill in writing
shorthand, as in writing longhand, is attained by
correct practice. Shorthand will improve your long-
hand writing, because it will develop ease, fucncy,
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aceuracy, and uniformity of slant, when writing rapidly.

That you may understand the shorthand signs, and
learn to write them correctly and fluently, some pre-
liminary drills on longhand letters are given. These
drills are really “setting-up” exercises to prepare the
writing muscles to form shorthand characters easily
and accurately., They lead directly to the practice of
the shorthand signs, which are taken from the longhand
letters.

Before you start on the first exercise, let us remind
you that one of the secrets of success in learning or in
accomplishment is:

The greater the enthusiasm and interest you develop in
launching and in carrying out any enterprise, the greater
ewill be your chances for success.

Keep your interest and enthusiasm up to the highest
point possible and there will be no question about
your success in leamning shorthand.

4. Right and Left Motion. To get our bearings, so
to speak, in learning 2 new art we must consider cer-
tain basic facts or principles.  Focus vour mind for a
few moments on this statement:

A left-motion character is one in which the motion
starts to the /ofr; a right-motion character is one in
which the motion starts to the right.  To illustrate:

Left motion Right motion

O O
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It is important to fix this idea in the mind, as the
terms “lefe motion™ and “right motion™ will be used
frequently in the following pages.

LEFT-MOTION SIGNS

Drill 1. As a preparation for the first shorthand
character you are to learn, write three lines of a large
oval, and then three lines of a small oval, Swing from
the end of one oval or character to the beginning of the
next with a continuous movement, without pause or
lost motion; lift the pen just enough to clear the paper.
The ovals you write should look like these:

000000000
loXoXe NeRoXoloToXoXo XOXO NI

Drill 2. Next write three lines of a large @ to corre-
spond to the large oval, and afterwards three lines of a

small a, to correspond to the small oval.  The letters
should look like these:

A ALAAAL AL

a7 dAAAAAAA

5. The Signs for B and P. The shorthand signs for
b and p are taken from the first part of the oval, or

JUNIOR MANUAL Lesson One 5

from the first and last part of the a; as will be seen
from the following:

,/,/?/__-B & (- p
C’//:B A L =P

The final stroke of the a illustrated above will give
you a clear idea of the shape of the shorthand signs for
b and p, and also the movement used in writing them.
By increasing the curvature at the end of the stroke, a
more artistic character and a greater facility in joining
to other characters will be secured.

Drill 3. Study the movement used in writing a in
the previous dnill, and then write five lines of cach of
the following characters. In doing so, be carcful to
make a clear distinction in size between the signs for
b and p.

The continuous lines in the drill indicate the lines of
the notebook; the dotted lines, the comparative length
of strokes.

Weddddddaddddddd

W Crroceccelccelccccnl

sl 70 (v Celelelele e
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Drill 4. As an introduction to the signs for two of
the most frequent letters in the language, write two
lines of a large honizontal oval, and also two lines of
a small oval. Pass from one oval to the next without
a break, with an easy, swinging motion. The ovals are
written with left motion, as indicated by the arrow in
the dnll, and should look like these:

D o £ =5 N e
s B e O e, 1 S I~ O s §

6. The Signs for L and R. The letters [ and r are
represented in shorthand by the lower part of a wide
oval, as given in Drill 4. The long sign, taken from
the large oval, represents /, and the short sign, taken
from the small oval, represents r; thus,

To help you to remember: L occurs in Long, and is
long; r occurs in shoRt, and is short.

JUNIOR MANUAL Lesson One 7

Drill 5. Write rwo lines of each of rhe following
making clear distinctions in the lengeh of characters:

L e e e e
R — e — — e —
L’R — e N e S -

Drill 6. Once more let us have a “warming up”
exercise on the oval; but this time it is on a very small
left-motion oval. Write three lines of it like this:

(oJoJoReRoReXoloXoRoNo RoXvEsNo N/ RO Xo)

Drill 7. Keeping the same easy, rolling motion used
in writing the oval in the last exercise, wnite three lines

of the letter a in longhand. It is a small a this time, as
in Drill 6.

ax X d d & ddi

7. The Large Circle. By omitting the connccting
stroke of the longhand a you have the shorthand sign
for a—a large circle or loop; thus,

?cOaa

For convenience we call it the “large circle.”
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Drill 8. Write three lines of the large circle, keeping
in mind that it represents a in shorthand, and thar it
is written with the left motion—the motion used in the
first part of the longhand a. See it, think it, say it
mentally, while writing.

O 00 OCQCoO0 o0 000 00 o0o0

8. The Large Circle Sounds. The vowel a has a
short sound, as in pal; a medium sound, as in palm; and
a long sound, as in rail.

In general writing, all three sounds are expressed in
shorthand by one sign, as in longhand; but when a word
stands alone, it is sometimes necessary to indicate the
exact sound of the vowel. The large circle, without
any mark beneath it, represents the short sound of a,
as in pal; the large circle with a dot beneath it represents
the medium sound of a, as in calm; the large circle with
a dash beneath it indicates the long sound of a, as in
pale.

Drilt0. Write two lines of the following drills, being
careful to give the first character the short sound of a,
as in hat: the second, the medium sound of a, as heard
in calm; the third the long sound of a, as heard in came.
In writing a character, see it, think 1, and say if men-
tally, while writing. This is important m all wriring
practice, because it gives you a sight pattern of the
form, a mental pattern, a sound patcern, and a mus-
cular pattern.  You will thus be able to learn the
outline more certainly.

JUNIOR MANUAL Lesson One 9
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Drill 10. In writing shorthand we try to avoid all un-
necessary motions.  For example, when you join & and
a, all that you need to do after writing & is to strike the
circle a towards the b. It would be a waste of time to
go all around the circle, sceing that the first part of the
circle is contained in the character before it.. We men-
tion this because we have noticed that some students
overlook this point and therefore impose upon them-
‘selves unnecessary work.,

It 1s important that correct habits of writing be
'estnbl‘nslm.d at the very beginning!  The saving on one
ccombination may not scem important, but these savings
collectively will amount to a great deal in a day's work
Besides that, they add to the ease of writing. '

Study_ the examples given in the following drill, and
then write two lines of each shorthand form, keeping
steadily in mind that when a circle ends a word, i is
woritten dircetly tocvards the stroke, and when it begins a
word it is coritten out from the character follozoing it.

K2 Ccdclclecbe

;. In orher.wor.ds, no part of the circle should he rerraced.
In fact, it will be noticed that a part of the consonant
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stroke really becomes a part of the circle. The con-
tinuous lines in the drill indicate the lines of the nore-
book; the dotted lines, the comparative length of
strokes.

CrlelelCelele

Drill 11. You will have seen that consonants are
arranged in pairs—one long and the other shore. To
make them easy to read, you must train your hand to
make a clear distinction between the long and short
signs. I'his method of distinguishing letters is already
familiar to you in longhand, although you may not have
given it much thoughe, For example, the small [ in
longhand is simply a tall ¢, If you should write ¢ and /
alike, you would have to guess which was which. The
same is true of the paired signs in shorthand.  Bear in
mind, too, that the a-circle 1s a large circle, and should
be written large, to distinguish it from a small circle
that will be given larer.

In the exercises that follow, certain words are so
placed as to bring out the importance of observing
proportion in writing the charactrers.

Write two lines of the shorthand forms—but not the
longhand—of each of the words on the following page:

Lesson One 11
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lay 1§ 2 bail  bal (
alhy ali o_g air ar e
rail ral ._,Q__/ rap rap "
pair  par ,é pale  pil 16_/
ray ra pay pa ’6
pal pial &__- papa Pivi(é
lap lap ‘—l/) bay ba ; ;(
par  par 6 e bar &
army  ara Qg able abl (.9/
apple apl C__ bear bar é

9. Method of Joining Circles. You will have noticed
how easily these characters run off your pen point, and
no doubt have thought how fascinating it is to write
words so quickly and with so little effort. It is almost
like play. This is by design, not accident.  In writing
these words, many interesting little principles come to
light. For example, you will have noriced that the
circle nestles inside the curve, as is natural; but where
an angle, or point, is formed by the joining of two
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characters (as in rail and rap) the circle is placed on the
outside of the angle; thus,

r’l e nil ;2_/

’

£-p . rap 7&
It will be interesting to look at thg shorthand ﬁ?rms in
Drill 11 to see how these two principles are applied.

UNIT 1I

Drill 12. The next character you are to learn repre-
sents the most frequent vowel sound in the language—e.
Fortunately it ties up so completely with the sign for ¢
in longhand that you will have no trouble in remember-
ing it. We will start with a drill on the longhand ¢,
writing two lines of it; thus,

LR B AL R L 2T - e £~

L b K R . B X L Lo L

10. The Small Circle. Now note how interestingly
the shorthand characrer is developed. By omitting the
connecting strokes of the longhand ¢, you will have the
sign for ¢ in shorthand—a very small circle or loop; thus,

H&sbge

Drill 13. To give ease and accuracy in writing, prac-
tice three lines of the small circle, keeping in mind that

'g' NIOR MANUAL Lesson One 13

it represents ¢ in shorthand. Remember, in this and
in all the following drills, to see the character, to think
what it mcans, and to say it mentally, while writing.
By doing this you get a mental pattern, a sound pattern,
and a muscular pattern of the character, and will have
all these three factors to draw upon when you wish to
recall it.

® ¢ © 0 0 0 0 06 © 0 06 0O 0 OC 0 © o ©

Drill 14. The importance of proportion in writing
the characters has already been emphasized, but get
this firmly fixed in mind: There should be a decided
difference between the two circles. The small cirele
should be made as small as it is possible to make it
Write two lines of each circle alternately, thinking of a
when you write the large circle and ¢ when you write the
small circle.

Z'OaOcOoOoOOOoOoOOOv

11, The Small Circle Sounds. In pracrical writing
the small circle represents three sounds.  These sounds
are the short ¢, as in 1/, the short ¢, as in bell; and the
long ¢, as in peep. The exact shades of sound are
marked in the same way as those of the large-cirele
vowels. Thatis, the short 4, as in i/, is represented by
the small circle without any mark beneath it; the shore
sound of ¢, as in pep, is indicated by the small circle
with a dot placed beneath it; and the long sound of ¢,
as in peep, by the small circle with a dash beneath it




14 Lesson One GREGG SHORTHAND

Drill 15. Write three lines of the following drill,
taking care ro give the first character the sound of 4, as
in ill; the second, the sound of e, asin pep; the third, the
sound of ¢, asin peep.  Remember to see the sign, think
what it means, and ro say it mentally, while writing.

-
1 © ¢ © © 0 0 © © © © @ 0 © © © e

€ o

e 2 2 2 29 ¢ ¢ 990 0 9 0 @9
C © 0o © o 0 06 ¢ ¢ 0 0 © o o o °
¢: & eV ‘gl & 9 & 09 ¥ gllNEFL 9 Fh g ¢

12, The Signfor H. You have now learned the signs
for four consonants (4, p, I, r), and two vowels (a, ¢).
To these you may add 4, which is represented by a dot
placed above the vowel that follows it. The dot is
written first.

Drill 16. These new characters vastly increase vour
stock of writing material. To translate this material
into acrion, write two lines of each of the shorthand
forms for the following words:

<

here heér [ peal pel

ill 1l appeal apel

reel rel R bell €

[
blp hElp i ey bErs 6
I
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her her [ reap  recp 7/,’

nlly rili @ - lip lip

rear rer - peep pep

bl hil hppy bapi &

rehy  réla

—e_¢ baby biabi é
’ s 7
ballet bala éﬂ pier  pér &

é

13. Marking the Shades of Sound. Up to this point
the marks which indicate the precise shades of vowel
sound have been used freely. This has been done to
give you such facility in indicating the sounds that you
can do so without hesitation. As a matter of fact,
these diacritical marks are seldom required, even in
writing words that stand alone; and, of course, they
are still less frequently needed in writing sentences.
For example, if the vowel marks were omitted in writ-
ing some of the words in the drills already given—able,
rail, help, and others—rthe shorthand forms could not
possibly suggest any but the words given.

With the vowel markings omitted, it is possible
occasionally for a shorthand form to represent two
words, as, for example, p-a-l for pal or pale, but the
words which precede or follow will make the meaning
clear. Your “best pal” could not be your “best pale,”
nor could vou “turn pal.”
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Many words in ordinary print are interprered by the
sense in which they are used in the sentence. We can-
not tell, for example, how to sound “lead”™ without
knowing the part the word plays, as in the sentences:

“He writes with a lead pencil.”

“Please lead the way."”

“He worked in a lead mine.”

In furure exercises the vowel markings will be given
oceastonally, and then only to remind you of them.

STRAIGHT LINES

Drill 17. “Curved is the line of beauty, straight is
the line of duty.” The “duty” lines in shorthand are
not entirely misnamed, for they represent some of the
most frequently-occurring sounds.

As a preliminary movement drill in the use of these
straight lines in practical writing, fill two lines with the
following:

~

& V7
2. & §¢1
B . - v

14. The SignsforDand T. "The long straight stroke,
written upwards, is the sign for  in shorthand, and the
short stroke is 1.

Drill 18. Practice three lines of these characters,
taking care to make ¢ as short as possible. While
writing, see the character, think it, say it—mentally,

?IUNIOR MANUAL Lesson One 17

Bl 7 77 A A
i B LSS A A AS A

YT 77 o ot il

Drill 19. You will remember that we called attention
to the fact that in joining the circle to another character,
it was not necessary to go all around the circle.  After
a strokc:. the cirele goes in towards the stroke; before a
stroke, it goes out from the scroke, thus saving un-
necessary pen effort. To ger skill in the application of
‘this to straight lines, fill two lines of vour book with
these, turning the circle with right motion:

B2 0 .77 .48 72 8 72
V i s s s

Drill 20. The following exercise will show how beauti-

fully these “duty” lines work out in words, when they

join with circle vowels and curves.

In connection with them, here are two vital points
that affect the fluency of writing; First: nothing will
dcln.y your progress so much as the habit of stopping, or

esting, at the end of a stroke. Second, many of the
words in this drill—zable, hat, lad, deed, ere.—will give
you an opportunity to put into operation the “get-away
stroke,” which means simply tapering the end of the
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stroke so that it fades into nothing. Result, accuracy
and ease in writing, Two lines of each of these words
in your book should give your hand a working acquaint-
ance with the joining of & and ¢ to other signs:

had bada/

eat ct ;/

add =4 rate rat &7
day da /,& ate at ?/ "
e lit deed déd /
hid 1id 27w tip
hat  hat & beat  beEt f
wdy 1347 P dep dip ~C

bat bat /

read red

o
ready | rEdT e mble tibl 4

" ule il £—
amyed irid @2 uip

tray tra ~%

d
daddy dadi / trail

led led

tral ~L2—
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15. Joining Circles to Straight Signs. Au analysis of
a piece of work well done always vields something that
may be carried over into future experience. Let us
point out a few writing principles that were applied in
the words you have just written. First, you will see

~ that when a circle is joined to a straight line, it is written

with right motion-as in day, hat, deed. Second, when
an angle, or point, is formed at the junction of two
consonants, the circle swings around on the outside of

the angle, as in the words pat, tap, tale. If you will just

gee these two things fixed in vour mind, they will be of

- great assistance to you in writing other words,

Drill 21. By joining the & and ¢ in one long stroke

‘we express ded, det o ted.

Writing one line of cach of the following words will
enable you to apply this method of shortening to other
vords.

aided & elated ’c_._f'," <
o // / . <4 >'-/
heated - mted 27
deeded 7 pleaded <o
/

hded 2 bt

~ The following common words are abbreviated under

this principle:
today / duty / date /




20 Lesson One GREGG SHORTHAND

UNIT I11

16. Proper Nouns. To call attention to proper
names written in shorthand, two short dashes struck
upward are placed underneath.

Drill 22. Write one line of each of the following
names:

Bailey éﬂ Perry C‘-

Ada /90 Ted /(
Hautie 0: Lilly _,:_}
Harry Q. Hill &
Tary ~Z7 Blair Cg,
Brady 6;/‘ Daly /iL)

17. Brief Signs for Common Words. When we writ_e
our initials, we abbreviate in order to save time. “That is
a principle that is used with grear advantage in writing
the common words in shorthand, for a very few com-
monly recurring words make up a large part of our
language. Ten words form one-quarter of all written
and spoken language. These words are: the, of, an, to,
a, in, that, it, is, and the pronoun 7. If you know rhe
signs for these, you can at once write one-quarter of all

JUNIOR MANUAL Lesson One 21

the words you will be called upon to write. Some of
the brief signs stand for more than one word, as ¢ for
at or it. In the lists of “Brief Forms for Common
Words,” there are included wordsigns, abbreviated
words, and contractions,

Drill 23. Hereis a group of these words to be learned.
In studying them, these three things are of great
IMportance:

(1) learn to write them accurately;

(2) learn vo recognize them at sight;

(3) learn to use them instead of longhand wherever
you can:

be, but, by / did /

will, well — is, his
{the sign fors)
are, our, hour and,end _A
{n anl &
jomed with-
I (pronoun), ¢ye o out an anple)
hc e was
(the sgns for
wand i)
the = it, ut ~

(» curved ¢ woitren
up—rthe sign for tk)

that (k) < in, not —
(the char.
actet for
f v #; it i3 the
(the sipn for o) leng*h of 1)

a, an A would /

Note: The word o is written t-oo, thus: /2. It is
introduced in this lesson because of its frequency.
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After studying these, practice reading the foll?wing
just to test your ability to recognize the forms quickly:

— //. o o € e 0 PO .

.’////

18. Phrases. In spcaking, we group words that
naturally belong in “sense groups,” and in this way
make our lunguage expressive and more easily under-
stood. This rule is followed more or less closely in
shorthand writing. We may  join the commonly-
recurring brief forms and make up phrase signs thac
not only may be written more rapidly, but which give
us the words in a group. In this way they are more
easily read.

~ O [ CSS—, 7 — — ¢

Drill 24. You have learned the bricf signs; now try
your skill in reading the phrases given below by cover-
ing up the printed words and reading from the short-
hand. Afterwards reverse the operation by covering
up the shorthand and testing your ability to write the
correet forms for the printed phrases. Check your notes
against the shorthand forms and practice the correct
forms for the phrases you have incorrectly written. The
next step is to practice writing them until you can write
each one correctly and easily, with a free, swinging
movement and each character in proper proportion:
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at the = and will e
-~ /-—

but the / did not pd

I will Q. __- would not d

1 would o ] 1 would not (j'

at our A of the e
he would o are not N
will not e and the -

‘ Pl}rasmg will be used quite freely from this point on.
At sty it will be best for you merely to learn the
phrases you encounter in the reading exercises; later,

gpu will begin to make up some phrases of yourown. In
fact, phrasing in Gregg Shorthand is almost unlimited.

- Just two rules have to be observed: (1) join only
words that belong together in sense; (2) join only
the words that form a good joining.

19. Punctuation. Few punctuation marks are used
in shorthand. The main thing to know is where a
sentence beginsand ends.  Hence, a period is necessary.,
The end of a sentence is indicated by a short mark,
thus ~ ; a question mark by . ; a paragraph
by > - Now you are ready lor the reading practice,




24 Lesson One GREGG SHORTHAND

READING PRACTICE

After we learn a thing, we naturally want to see how
it works in practice. The following sentences are
writren under the principles you have learned, including
the brief forms and phrases already given. Read the
exercise over and over again until you can read every
word at sight. It will nor be necessary to write these
out in longhand:

o — o s Q7 s o
L e /O\ o /‘—(/ —

" ST .‘/(g;;ﬁ_
- u_/'\ - e e - P -~
i\ -~ g_,,//_ AR ~
& . // ~ . P
e o -~ o /o_, =
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WRITING PRACTICE

Write each of the following sentences once, inserting
periods and question marks where they belong. The
words joined by hyphens are to be phrased:

1. It-will-be a happy day,

2. Harry read Hattie the pretty tale well.

3. He lay his hat and his reel by-the tree.

4. A peep at her hat will be a treat to her daddy.
5. I-will-be at-the pier, Ted.

6. He ate the red berry.

7. An appeal will help her.

8. I-will-be a day late.

9. Eddie, 1s the pail in-the dairy?

ll(l). Had he led her to-the trail, he-would-not-be
Tres y.

11. Our baby is ill.

12. A deep trap will-be laid here.

13. In an hour the deed will-be here.

14. Pay at-the pier.

15. Was that the pale red hac Ella had?

16. He ate the deep red beet.

17. A ready head will-be a help at-the hill.

18. He-will-be elated at the treaty.

19, Ada was led by a deep hatred.

20. It was a happy deed and it-will-be an aid to




SECOND LESSON
UNIT 1

20. Correct Movement the Basis. In writing, what
you get down on paper is the result of motion.  1f the
movement is correct, the resule will be correct.

That is one reason why all characters are introduced
by a drill to give your hand the “feel” and swing of the
movement.

RIGHT-MOTION SIGNS

Drill 25. As a preparation for the first of the short-
hand signs written with right motion, fill two lines with
a large oval, and then two lines with a small oval, both
written with right motion, following the direction indi-
cated by the arrows. The ovals should look like these:

7000000000

pOeOOO0OCOLOAOAD

Drill 26. As a second step in developing the correct
movement, write two lines of each of the following:
2

JUNIOR MANUAL

(AR DD
DT 7T T P07 00 0
- 21, The Signsfor Vand F. The shorthand signs for

fandf are taken from the right side of the oval. The
long sign represents v and the short sign £, thus:

,/%; /oy 7/

) I,Dxill.27. “’{itc. three lines of each of these charac-
ers ‘W.ltl} a swinging motion, taking care to make a
clear distinction in size. Write; never drazw. You will
that these characters curve most at the beginnin

hile those for & and p curve most at the end. T h?s'
ives both beauty and ease to the writing. As John
Ry kin truly said, “A good curve is not uniform in
but curves most at one end.” If you turn
""ﬁ;gﬁkt[})sl::dd;:wn. you will sce that » and f look

W2 DT I
DIXD 222222222202 )))))

Lesson Two 27
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Drill 28. Every one of these lists of words adds to
your writing power—if the forms are practiced until
your hand gets the motion fixed. A comparatively few
words make up a large part of all written and spoken
language. In the drills, common words, for the most
part, have been selected in order to give you a useful
writing vocabulary as quickly as possible.

Write two lines of each of the following words, giving
careful attention to the joinings in the words fill, affair,
brief, leave, relicf:

rave rav

if f
&5 fe fair far

feer  fét halfi  haf

/

/

"

T S 1 heayy hevi
fed  f2d ST brief  bréf
fell el &L~ leave lev
e ifir ol Ralgh rdlf
feel &l oL~  vally vali
live liv 7 reliet relef

ol

deaf decf

JUNIOR MANUAL
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22. Some Points on Execution. We make improve-
ments in our writing when we oursclves are able to
f:dgc. its quality. A little analysis of some of the words
| Drill 28 will enable you to get the correct movement.
:S_mdy the words feel and fail, for example. It will be
seen that the f maintains its correct curvature and
;hat ln'opler to give the beginning of 7 its full depth of
curve, it is necessary fully to complete the cirele before
starting the . Note also the joiings in leave, brief, and
deaf. -
Drill 29. As an introduction to the movement
e ;}:lloycd i two more shorthand signs which are writren
witl right-motion, fill two lines with the large and small
horizontal ovals, written with right motion, thus:

E o C OO o

CEoCO O D oD O

: .:I'hen, as i seeond step, two lines of the following,
using care to make a clear distinetion hetween the length

W

of the characrers in the first and second lines.

—
=T e —

— . i R g
23 The ngxm for G and K. From the top part of
the large horizontal oval we obtain the shorthand sign
for g; from the too of the small oval, the shorthand sign
or £; thus,




30 Lesson Two SREGG SHORTHAND

6 = — =0 < = /= K

The sound of g is the hard sound as heard in game,
and not the soft sound in gem. The name of this char-
acter is gay.

Drill 30. In writing a character over and over again,
you make actual gains in skill generally in ratio to the
intensity of your ciforr. Simply “going through the
motions” in a mechanical way means nothing. Hold
vour attention and interest definitely on whatever you
undertake. Write three lines of each, making a clear
distincrion in size berween the two signs:

(; P S ——— e | e .
K ey ey e T Y STy S
G,K e W A e T e MR = B e |

Drill 31. You are accumulating gradually a large
supply of word-building material. To be of practical
value, this material must be wsed. By writing at least
two lines of each of the words in the following drill, the
new characters should become fixed in your mind, and
at the same time you will have increased your stock of
useful shorthand words. Study particularly the joinings
in the words back, cap, and note how the correct form
of the individual characters is maintained.

JUNIOR MANUAL
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cat
kertle
gift
fgate
ret
kick
cake
CRE

keg

kat
kel
gl
rat
et

kik

have been applied
ircle is outside the angle.

STRAIGHT LINES
Drill 32. Now get your muscles “tuned up” for the

nex Pair of straight lines—long and short—by writing
wo lines of the following movement drills:

:-‘!lﬁcl‘ atak do ,

gain
calf
cave
fig
take
acck
digz
back
cap

ticket

gan /’a_
kaf 2
kiv

e D
tak 2
Gk A2
e
bak f/
kip 2
tiket o7

24. Test Your Knowledge. As a test of your ability
to recognize the application of principles, go through the
foregoing drill and note what principles of vowel joining
As an example, in the word cat the
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—_—
= =

= &

—-3 F——=N

|

I

i
(et

g

g

25. The Signs for M and N. The long stroke is the
sign for m in shorthand, and the short stroke the sign
for #. The sign for n is made very short.  Merely for
convenience, these characters are written on, or just
above, the line of writing.

Drill 33. Write three lines of each.  As you write a
character, see it, think what ic means, and say it

mentally.

[.

W

|
ji

M ——

N — — — — — —— B e

T - S —

Drill 3¢. Now we shall sce how our new strokes are
applied in words. Each time we repeat a movement it
hecomes more automatic—if e think intently about it
while woriting.

The moare every-day words you can get transterred
into the realm of habit, the better you will be able to
wrire shorthand, because vou will be able to write such
words eventually without thinking. But you will have
to do much thinking as you study cach new principle
before your writing becomes a matter of habit. Write
two lines each of the following:

P ——

'JUNIOR MANUAL Lesson Two 33
me me — ran ran =
may ma = evaded €vad-d = :
main  man —= middle mid] f
aim am e tame  TAm F—
him him _ kneel nel -
met  met lean lén —
needed n e d-d / made mad __..,)/
nail nial o = palm  pam (/’—

‘came kam ~=3— ban ban %
make mik ——Cﬁﬁl deem dém /7

- 26. Circles Joined to Straight Lines. You will re-
L embf:r that when 4 and ¢ were introduced, we called
attention to the fact that the circle was joined to straight
lines with right motion.  You will notice that this ap-
plies to m and », as in the words me, may, main, the

hirst three words in the above exercise.

| Drill 35. By joining # and # in one long stroke, we

Xpress the syllables men, min, mem. Write three lines
1 ‘e?ch of the words in the following drill, taking care
0 give the long character its correet length,
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many S famine A

amen o — minimum  —————

cffeminate .,L—{ minute —
UNIT 11

Drill 36. You must have noticed that in writing
shorthand, as in longhand, curve motion prevails. This
happy result is sccured because the alphaber was so
arranged that many of the most frequent letter-com-
binations are represented by signs which blend without

a break; as, for example, pr, bl, ete, This easy, con-
tinuous motion saves rime and effort.  To write shore-
hand efficiently, we must learn to write sounds in groups
rather than as single units. In order that you may
establish this habit at the very outset, we are going to
devote this section to drills on some of the most frequent
combinations of curves, 1f you follow the instructions
faithfully, and practice the drills with enthusiasm, you
will be delighted with the increased ease with which
you can write any combination. Write two lines of

the dnll.

geocococ

27. The pl and pr Combinations. The drill on the
longhand ¢ is an excellent introduction to the combina-

J
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tions pl and pr. In writing these very common com-

binations, note particularly that the motion is a rolling

otion from right to left; thus,
&
= C/ = Pr

C2=C__/=l’l

- Drill 37, Study the illustration ahove carefully, and
then write at least two lines of each of these com-
. .

binations:

Pl e > CE= cC=iC =

Pr & G G 6 G EiE
PLPr . & & & &

Dnll 38. Now let us apply the blends in practical
VI nng Keep in mind the motion is from right to left.
Write two lines of each word:

play pla 2
plin plin C 2

plid plad <&
(o

pray pra -

prim prim (Cs—o

28. The bland br Combinations. Inwriting b/ and br
he first motion is docnward and not from right ro left
was the case in writing the p/ and pr combinations;
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B LG

Drill 39. After noting this distinction, write two
lines of the & and br combimmations as shown in this drll:

m C. C. €. € C.C

Br CCCCCC(C
Bl, Br @@@@C—C

Drill 40. The cultivation of an easy, rolling motion
helps wonderfully in securing ease and beauty in writing
shorthand—or longhand. To get facility in joining
these combinations to other characters, write at least
two lines of each of the following:

bame blim C.©—  buve briv ¢
bed b12d Co”  bhe blir (oo
bais brin (o bread brid (7
e, 8i5d CoF b biva (o
braid brad (8 I

29. Neutral Vowels. Some vowels are so obscure or
neutral that they might just as well be left out. Take,
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or example, the ¢ in the words maker or paper—abso-
lutely useless. The same is trie of the vowels in the
syllables per, ber, bor, pel, ple, ker, ger, and many other
sombinations. By omitting such neutral vowels in curve
tombinations, we gain in fluency of writing.

Drill 41. Writing two lines of the following words
will enable you to apply this principle easily:

maker  maker —— perfidy  prfidy (//

labor liler 2 helper

7 ht‘lp‘f S:._,’

member  mem ber

‘neighbor na br Z';) -
'papcr papr é . ..(-,'-’ C
permit  permit = packer  paker J\_,

30. Horizontal Curve Combinations. ‘l'o get facility
n writing combinations of the horizontal curves, g, kr,

7, kI, the warming-up drill given below is very uscful.
t begins with right motion, as indicated by the arrow,

Drill 42. Write two lines of each:
s" D S O D)

wrapper A per

G| . e | i5a B

L/
‘n P Il it it it e B P —t
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Drill 43. Write two lines of each of these words to
get control of your hand*in writing these combinations:

Drill45. Remembering the movement used in writing
the y given in the foregoing drill, write six lines of gr.
Study the part of the y that corresponds to the gr com-
bination, and note the slant indicated by the dotted line.

glee gl — 2 acre akr o

- — kre
cagle cgl et creep cp ’\(f

glean glén —— =~ dicker diker /V

Drill 46, IHere s a list of common words that shows

L

how this combination works in words. Practice three

glare glir ——C- crave krav '<7J;" lines of each:

-~ = ¥
creed kréed —9 decree dekre gray gra —2 grit grit —2
cream krém —=s—r glade glad ,-\_g/ greed pred /—u;’/ grip grip /"!?/

The combinations given in the foregoing dnll are green prén —uLs- gr@ve  grav /’}é
quite simple, because the letters joined—g and /, and

kand r—are of equal length,  They form casy, graceful
curve combinations.

grmn gran — G- cager € fer o -

‘dagger dapr /J’_b MEAger M€ gor ——ps Lo

31. The gr Combination. The curves of unequal
length also aresimple, but it isimportant to make a clear
distinction in length.

' 32. The kl Combination. In the combination b/, the
movement is similar to that in finishing the longhand
a deft lictle downward swing ac the end of & is
ecessary to give an artistic and easily written form.

Drill 47. Study the illustration and write two lines
of the k! combinarion:

77 7 7 7T 77 7 p’

S — - g V= i WSSl o S

Drill 44. By practicing two lines of the letter ¥
shown in the following movement drill you will get the
“feel” of the combination, gr:
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Drill 48. Two lines of cach of the following words
ought to give you command of the &/ joining:

chy klia —~_2 clip

kli[‘ fu_./'/‘

clan klén —___ o nickel nikd —v—

’

cliff kil S tickle tikl —'—

cackle kakl —5— _—

chn klin —~_e- fickle (ik] -

33, The lk and rk Combinations. As a first stepin
writing the combinations /&, rk, practice two lines of
this exercise, following the direction of the arrow:

PN

pickle pikl

O D OO O D D S G

Drill 49. Next, to convert theory into practice, write
two lines of each of the following words:

ark ark

o~ milk milk —e_ _—
- dark dark

mark mark G~ park park géﬁ

34. The fl and fr Combinations. In joining f/and
fr, the angle is rounded off to give fluency n writing; as
will be seen in the following illustrations. Observe

bark bark
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how the character resembles the graceful curve of a
swan's neck.

Z <

Drill 50. Write two lines of f{ and fr, and in doing
80, be sure that the slant of £ is uniform, as shown by the
dotted lines in the firse illustrations in each line.

B _ 2 . 2 . 2 _ 2. 2
2. 2. & & 2o 2 & e

The object of the rounding of the angle in fr and fi,
of course, is the same as in the pl, pr, bl, br joinings—
to make it possible to write two signs with practically
one sweep of the pen,

Drill 51. Skill in execuring the movement will be
obtained by writing two lines of cach of the following
,_rds:

free  fre é,g fap flap L_/
By iri (o fleet flet &2~

/ L4

frail fral d.;L/ flame flam a_..Q——-
B (ret o M flat <o

flare flar

LAIQ,
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35. The Circle between Opposite Curves. An in-
teresting joining is found where we have a circle
occurring between opposite curves.

Drill 52. To give you the “feel” of the motion and
the sense of thythm, write two lines of the followmng:

D e e
> P AL

.'ﬁ
o '/

({P éjﬁ

Drill 53. Now for the practical application in some
words. An important thing to notice is that the
circle is turned back on the curve without any space
being left betceeen the curce and the circle. It will be
noticed that the circle is closed up so that all charac-

ters in the outline maintain their correct form. Write
two lines of each.

kill kil —a__- ple gil —o—
gear REr = beef bef /
brick brik Cﬁ ke lak e
fib fib pave pav y

wreek rek o freak frék é:,«—-
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- 36. Simple Suffix Signs. We now come to a very
anterestng feature of shorthand construction—the
writing of a whole syllable or more by one brief sign.
You will remember that in your study of the English
fanguage there were attachments to words that were
ealled “prefixes” and “suffixes.” We provide brief
fig for the most common of these. As an example,
ing is the most frequently used suffix; in shorthand,
It 15 expressed by a dot written at the end of the
preceding part of the word. Ly is another frequent
uffix. It is expressed by a small circle.

Drill 54. How these suffixes are employed is illus-
rated in the words below.  Write one line of cach:

=4

deeply

bearing cagerly o Le
helping L_( plainly C.Oe
making fairly s

you have an Iy to be added to a root word ending
b acircle, as in ready and pretty, it is done by changing
he circle to a small loop:

ly / prettily (o~ happily = '




37. Brief Signs for Common Words. The brief signs
give us some of our most useful writing material.  They
represent the most used words in the language. Because
usually they are made up of the most important sounds
in the words, they are very easily remembered. For
example, in this lesson we have the word any, expressed
by n-i. If you pronounce the two sounds separacely,
you really have the whole word! Other illustrations of
the principle are pep for people; ab for about; ve forvery;
gr for great; eve for every; it for litle; af for after; and
o on. These words are written in accordance wirh a
principle that you will learn later, called the “abbreviat-
ing principle,” which is merely an adaptation of the
idea we already employ in writing many words in long-
hand, as, for example, rev. for reverend ; amt. for amount;
Mr. for mister; bal. for balance; bk. for book, etc.

You will find the brief forms spread throughout the
lessons in small groups, so as to make the learning easier.
To increase your writing power as quickly as possible,
the words of the most common occurrence are given
first. Make use of these signs on every occasion, even
using them in combination with longhand in wniting
for your own convenience, and you will be astonished
at how quickly you will be using shorthand instead of
longhand for the common words.

In starting to practice the brief forms, go through the
list carefully, noting the characters representing the
words. You will find in this list a few words—you,
with, them, they, this, those—that are written by signs
with which you are not yet familiar. Because of their

I
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frequency thege- words are given in this lesson to in-
crease your ability to write more words in shorthand

n]ll)ﬂu 55. Wptg oncvlinc of each; say the word men-
y as you write it; think of the character for the word:

for D can —
you, your ” come —_
with & ever )
them -~ every /
they ~ when e

this '@ any e
those -~ more, am  —
have / people ((
all e about /O
from, form _/___ very /

been, bound ( before /

‘were grea

— could ,_./

my
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like - country
little — never
aftter 2 where Q-

38. Past Tense. In brief forms, abbreviated words,
and words in which a good joining is not possible, a dis-
joined ¢ placed close to or underneath the preceding

form is used to indicate the past tense:
peopled ((
.

30. Brief Signs as Prefixes and Suffixes. A brief
sign is often used as a shorthand* prefix or a sufhx, as
for in forget; af in afterclap; bin betray; nin inform, etc.:

forget )’7 alterclap 2\_/ betray dp

40, Common Phrases:
you would /

formed 2 liked 2

of his g

of all w can the —
is the > about the f
with the & have you j
from the 2~ for you j

*Shorthand prefixes and suffixes do not always correspond with
the regular prefixes and suffixes of the language.
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READING PRACTICE
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WRITING PRACTICE

1. 1 would not blame her if the reading of the grave
tale were evaded.
2. After he made the trip, Anna made him a great

apple cake.
3. He needed more labor to make him play a clean,

fleet game.

4. Before a great many came, he had ready an ap-
peal about the great need of money.

5. If he could get more help, a marked gain would
be made in laying the brick paving.

6. The wreck in the lake made a great racket before
the rain began.

7. He will get the eream in the dairy.

8. A great freak gale raved; the lake in the valley
labored heavily; the frail fickle crafe kicked about;
help from the people at the pier was needed.

9. My labor will not be in vain.

10. He made an able appeal to the people abour the

pay-
11. Hark, I hear a bark in the dark park.
12. A flaring flame met him before he could get back

from the deck.
13. A gift of a kettle from her neighbor was liked very

well by the pale lady.
14. An attack from the rear would be a grave hap-

pening.
15. He will take the ticket from Mary; Eddie is eager

for ir.

THIRD LESSON
UNIT 1

‘h.il.hStmight-Line Signs. The next section of the
orthand nlph:':bct.to be considered in our develop-
‘ment of the subject is the last of the straight-line signs.

Drill 56. A o get your writing muscles in trim for
/ ] =t

ese n}w characters, and to accustom yourself to the
correct formation of them, write two lines of each of the
following groups:

5.
.

)

i 177 /////111////

MBUABBDIRBE 77 /117)111701170717)

WIS 8y

DRI LS
o e Ill//ffll//llllllllllll

; 42. The Signs for J, CH, SH. The long stroke is the
ih orthand sign for 7, the medium-length stroke is the
igr for ch (named chay), and the very short stroke is
he sign for sk (named ish). All these strokes are
written downward.  Remember that ch is called chay
NOt see-aitch; and that sh is called isk, not es-aiteh. ’

49
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Drill 57. Now write one line of each of the following
groups, being careful to observe slant, and the distine-
tion in length; sk is very short. Inwriting, se¢ the char-
acter, think it, and say it mentally.

s ML
I 111 11101111711

sh: AU Y Y S AY I AV S S5 (B N T B A B0 BV I 2 N I B Y

i.ch.sh:///////////;//,//v

43. The Slant of Up and Down Strokes. [t may have
occurred to you that the signs for j and ch look very
much like those for d and t. This is true, but they are
written with a different slant; thus,

1, CH ‘/ / D,T 27,

It will be seen from the illustration on the following
page that the upward strokes in longhand are uniformly
on one slant, while the downward strokes are on
another.

This distinction is natural to the hand, because of the
influence of writing longhand, and is followed in short-
hand writing, as the up-strokes in longhand are written
at a much greater inclination than are the downstrokes.

ch:
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4

fﬂ)e difference in slant of the up strokes and the down
strokes is clearly shown in the following illustration:

/’%‘/z/

| loreover, the signs seldom stand alone, and when

qmed'to other characters there can be no possible
confusion.

~ Drill 58 _Write two lines of each of the following
._"ds: keeping in mind that circles joined to straight
ines are wrirten with right motion:

she sheé / catch ki ch -3
gch 7/ jam jam C/__
ij 7 jelly — jeli é,

shape ship ({) gauge pdj
réch »-/ sham shim Z
chéf ]/ cheated ch & ed //

esp chép / page  pij ’/6

chek ,,A chattel chitl /\_/
chan ('/— dash  dash /
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match ma ch allege aléEj Q7’
bridge brij badge ba)

7
04( jem /—-

Drill 59. To write a larger number and a wider
variety of words, we must constantly enrich our stock
of shorchand material, and learn to make use of it
The following is an interesting drill to develop skill in
writing one of the most important signs. Write three
lines of each of the following, making the hook deep
and narrow with sides parallel:

jacket jaket gem

WWWUL/WWWWMWW
UUUUUUUUUUU(/UUUU

44. The O-Hook. The hook given in the last line of
the above exercise represents o in shorthand, The sign
is called the o-hook. As a memory aid, note the follow-

ing:

#:&U’o

Like the a-circle, the o-hook represents three shades
of sound. Without any mark beneath it, it stands for
the short sound of o, heard in hot, top; with a dot
beneath, it stands for the medium sound, aw, heard in
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the words raw, taught; i
ght; and with a dash beneath, i
stands for the long sound of o, heard in oar, no. e

,- The following famous name contains the three sounds
represented by the e<hook: .

Zﬂm Paul Jones
- s /=

- Drill 60. To impress these on your mind, and to se-
e accuracy in exccution, write three lines of the fol-
owing drill; the hook is made deep and narrow; th

ta and finish of the hook should be on a level 'witlf
ach other. Think of the sound of each character as

Jou write, and pronounce it mentally.

) v v v v ey v e v

Veevev v vee vy ey

v v v v v
Sy S YGRS 0l gy

D?sn 61-’. Write two lines of each of the following
paying special atrention to the sounds of the
owels:

h 6 t Py no n 6 s
ought awt 7 odd 6d o~
‘taught tawt > low 15

R
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bore bor é brought b rawt é

known non —— roam fom  —e—

= e whole hol & — coal kol —
law law Nt pole pol G~ : ‘
own on e roll rol
bought bawt / road rod u—«’(/ ’
< moan mon — door dor //
talk taw k 7 ball bawl ¢ ’
A iob o b omit omit « adore ador //
top 10 10
& lor <~ loan lon ——
~abroad abrawd cught cawt 2~ 4
> P onli | alon Q —=—
hope hop often awln Z =T ool b 7
. & d e
show sho ’/ wrotce rot e ol = w, SawE®
gron — v blown blon Cx—-
shown shon /— note not — 7 .
ton diis: drawn 72
load lod -._/'/ ofl aw f 2

A little “research” work on Drill 62 will show that
the o-hook is turned on its side before u, m, r, /, to avoid
in angle This increases accuracy and facility in

Drill 62. In certain joinings the o-hook is turned on
its side to avoid an unnecessary angle, and to increase
ease and aceuracy in writing,.

Write two lines of cach of the words in the drill: .' en a downward character comes before a hook, it
on on — or awr — ok joins naturally to downward characters without

-\: ‘angle, as will be seen in the words pole, job, shown,
nd ball in Drill 61; also in the words fohn Paul Jones.

home hom &— nor nawr —e
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UNIT 11

45. The S Sound. The sound of s is very frequent,
and is used in combination with practically every other
sound in the language. For this reason s is represented
by two small and facile signs, which join casily with all
other characters,

Drill 63. As 2 preparation for the introduction of the
signs for s, write two lines of a very small oval with
left-motion—like this:

VOoO00000000CO00O0OVLOOLOO

Drill 64. Follow this with a similar drill on the small
oval made with right-motion—like this:

CO000OCOCOOOPOPPO COTO0

46. The Signs for S. From the small oval two very
small downward curves are taken which represent s;
thus,

Memory aid: /-‘—(’ i

Drill 65. To get skill in writing these characrers,
practice one line of each of the signs. The curves
should be short but deep:
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2D IIIDIIIIIIII cecercleCcecccr

__ 47. S Joined to Left-Motion Curves. The drill that
follows will show that when s is joined to a left-motion
curve, the lft-motion s is used.

Drill 66. Write two lines of each of the follow-
ing common joinings, observing that when s pre-
des a down stroke, the base of the down stroke rests
on the line:

i ddddidddd 44 A3
(0808 ey

BRE . G Co e e £
Bt o o S e i

-
I8 o ottt et e ot —p —r

Drill 67. In '»yritmg one line of each of these words,
note how easily the 5 joins to other characters,

spray C(D pass 5 press Q
sprain CG— base é phce &
ot & busy g sried Co"
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smé

58

sales &, hears e trace

shy €~ horse <, cliss —__ &

sleep L7/ ace 2 affairs 021

sow €< less « ¢ policc £ _#
laws <« —¢ dress /—/

spare 27’

48. S Joined to Right-Motion Curves. The dnll
that follows will show that when s is joined to a right-
motion curve, the right-motion 5 is used.

clauu/\_/y

Drill 68. To acquire facility in movement, write
two lines of each of the following, noting carefully the
joining of ks and gs:

W IIIIIIIIIIII IS
w 20277707777 70779 27

sk: 2— 2= 24— 2 2 22— b 2
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ks:
9,73 =7 3 3 =5 oy =

f
o — o o .,

- Drill 69. Tolearn the movement necessary in apply-
Ing this Joming in the writing of words, fill two lines of
your book with each of the following words:

safe 9 phrase 4&

pays
face 9) takes <} scheme o
‘save 7 sick  _— skin  o—
sphere OL mke ) gets ——r
mikes 5y gues —3  cgpr
ax skate Ay lesser 2
licks 3 ugs O J  vessels ,_{4

49 S Joined to Stxmght Strokes. The following
nlxllust;ates how 5 is joined to straight lines—at a
harp angle.

Drill 70. Srudy the joinings and writ i
I ¢ one lin
ch of these frequent combinations: sk
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st:/;///)////////

b6 A A oA A A A AN ANA A

IR il P ol o ol 4 oP o ol

sn: 2 2 2 2 P L R 2 2. 2o

sm: .2 2 2 2 - <

s — — — —¢ — —¥ —° ¥ ~T 7T

« 111117117 /11//
chs:if [ /4SS 1I4SISSS S
shsiy p 003 S O FILLLS SIS LSS

Tt will be worth your while to gain expertness in
writing the s¢ combination.

Drill'71. Now write one line of enc_h of the followying
words, which illustrate clearly the joining of 5 to straight

strokes:

say +<
set 7

seen JA—

city 7
sid

scems oA—7
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since A, straight pred stone  p<——
@mme _) . strap ,\_/’ Mress g
pensc A smow 2 stream g S——
needs —/ smell 2o eans -
nets o ° smash > o sash &
days / smoke 2 o~ cashes
ods o el s e
miss = step 2( chase 9/

- The principle employed in words of this type will be
been at a glance. Icis simply this: That sis joined to a
aight line with a sharp angle.

Drill 72, Write two lines of each of the following
vords. giving s its characteristic slant and deep curva-
ire, and observing clear distinctions in the sizes of the
haracters:

essay &
casy o

sece as <

say o

caase
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50. When S Is the Only Consonant. In conncction
with the words in the foregoing drill, it is necessary to
formulate a rule which will insure writing them in one
definite way: When s is the only consonant in the

© word, the right-motion sign is used.

51. The Double-S Sign. The double-s sound (ses) as
heard in losses, faces, 1s written by joining the two 5's
as a blend. The curvature of this little “wave sign,”
as it 18 sometimes called, is not very deep. Here we
have another illustration of omitting “neutral” vowels.
Study the following illustrations:

O=J =

Drill 73. As a movement drill in writing the com-
hinations, fill one line in your book with each of the
following:

Sryrfrrss085rr S r55s5r55r5r55r
2000 22 80C0 880 ¢elsé&dlid

Drill 74. Two lines each of the following words, illus-
trating the ses-blends, should be written ro familianze

vou with the joinings:
)
senses ")7 fences 4 possess f
losses —

horses - access 5y

JUNIOR MANUAL Lesson Three 63

premises (o laces —#  classes
basis g -

cases “ leases

pucsses — 2 traces fk-j'o

e masses =

- 52. The Signs for Sand Z. In practical writing, s
and s are expressed by the same sign, for we are already
accustomed ro writing and reading s for z in English,
a8 illustrated in the words raise, ease, busy, ete.

-~ Occasionally it is desirable to show that the sound
18 2—as in the case of words standing alone. A short
dash wricren at a right angle to the curve, as illustrated
in the next drill, shows that the curve stands for =.

Drill 75. Write two lines of cach of the following
v rd§ in order to accustom voursell to making the dis-
inction when necessary:

B o
gaze —

amass ——p— seal & =
amaze o—" zeal &

rill 76.. ll-\ writing the combination so, we make
e of a principle already discussed—that of blending
! ..chnr:lctcr into another to avoid an angle. Study the
pining, and then write two lines of each word:
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50 Z soda/ soap f
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The shorthand prefixes con, com, coun are always
followed by a consonant, and the consonant following

(‘ the prefix naturally is wricten. In words in which the
sorty AF sob solemn A__a—o or m i.s doubled, as in commerce, commotion, common,
j commit, connote, the prefix only is written with A,
| ‘ SOITOW A< solve /\7 soft
olid 22" wle &_¢ soul & - 54. Brief Forms for Common Words.
o much most =
UNIT LI - / : o {
» which, change UusIincess
53. Simple Suffixes and Prefixes. You have prob- &
: ably noticed how brief the prefix and suffix signs m,nke Mhere, this _ s e
the outlines for even long words. The sounds shun
(spelled sion, shion, and ccan, etc.), and con :mhd conl, kit = Sl .
also occur very often. Shun is expressed by the sign
for sh; con, com, and coun by k. Bt i thiok, thing® -
Drill 77. The following words, illustrating the use of
the signs, should give you a working acquaintance with some I such /
the prefixes and suffixes:
upon ¢ shall, ship 7
i 2 motion county —~
’ nation 7.0 S should / ot
i commotion commit ——
B 7) ’ Y because, cause -2 must —

section convey common ———— .
77 ; *The suffix thing is also expressed by the ing-dot: anything —

\ . 4) compel
enee —t——r m L .
fashion commenc 2 = omething < cverything ,_}
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part ¢ nothing -
party ¢ present Q

go, good —— give-n —_
thinps! < povern-ment 7
matter -5 possible (
also? r says, system S
public / over’ “

far, favor o let, letter (S
again g - tell, till S
againet P i 1 always e

1. The suffix fngs is expressed by a left-motion r in place of the
dot for fng, as in savings ) , casings "C? , elchings Z

2. The brief form for *“all” is used to express al (pronounced azi-/)
in & few words: almost &—o , although ~.

3. The word oper as a word or a prefis 1 o written above the
following word ar the rest of the word.

55. Derivatives of Brief Forms. Wnte the follow-
ing: puts, hours, ends, ended, yours, forms, formed,
workings, peopled, greater, bounds, countries, changes,
changed, cuuses, caused, smaller, ordered, orders,
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‘works, parts, parted, marters, mattered, presented,

presents, gives, systems.

56. Key to Derivatives.

(““" “//'/174“"2‘—-/V"f
// ~ —% / / —P 2

o
S W

=< S f

. Note: The plural of a brief form ending in s, as in the word cause,
i formed by adding another » with the same motion.  The joining
8 illustrated above, in the words eauser, presents, systems,

57. Simple phrases.,

with this oﬂ they will* ~—
which the /- it is possible

what was ¢ over the e

in such .7 the letter ~___2
inorder 7~ there will A

*In many phrases they is written th—the same as the.
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’ o #  — ¢ =T
/ 7 /./ & ~ c,./" L f? -~

/’, \__9" )‘—"0/ _/ — » -~ f Y =

(=

) - / / ;// e -

— = 6 O i cemm—i / "

—_— e Dr 67 e~
2o A i e f’ N
er ¢ _{_/)/ —— P 2
Pl JY b BE_ors
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WRITING PRACTICE

1. John Paul Jones — have-you-not read about
him often?
2. A fringe of dark green grass had grown about-
the walks, giving a sense of velvety feeling to his steps;
a mass of red roses halted his steps.
- 3. His sense of loss was brought home to him by
geeing her leave her home alone.
4. Alow stone fence brought her straight about as
‘ghe came from the village.
5. John can play a tiptop game of ball,
6. Can you match the shape of her broad red hat?
7. James and Mary talked over the affairs of Miller
and Lilly.
8. A gray day greeted the pair as-they left home.
9. A broad stream traced a pretty trail by the
paved street,
10. T'races of-the road could-be scen by him as he
strode about-the country.
11. He caught a glow of hope in-the romance of
business and he was amazed at-the change it wrought
in his aim to achieve,
12. John saw the public favor his action brought,
and he wrought with a greater will.
13. The goal cannot-be reached by soft labor.
14. A sense of honor made him attack the plan
with encrpy.

15. The public is in-favor of good government
hecause it makes a happy people.




FOURTH LESSON
UNIT 1

58. The oval plays an important part in the writing
of both longhand and shorthand, as you have no doubt
discovered from previous experience in studying these
lessons.

Our next group of characters is taken from the small
right-motion oval. As a movement drill write three
lines of the following:

oo @ o o o o © &

Drill 78. Now write three lines of the following; in
writing the second group make the hook deep and
narrow. The beginning and end of the hook should be
on 1 level with each other.

A A Bl B By B B s A o R £
A A A AN AN ANANRR AR AN

50. The 00-hook. The hook shown in the last line
of the foregoing drill represents the a5 sounds in short-
hand. The sign is called the a5-hook. It is taken from

70
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the upper part of the longhand o without the connect-
ing stroke; thus:

0'—‘ “6‘:./7

This hook also represents three shades of sound, as
- was the case with the other vowel signs.

Without any mark beneath it, it represents the sound
‘of the short %, as heard in dumb, shut; with a dot be-
neath, it stands for the medium sound oo, as heard in
Joot, nook, took; with a dash beneath, it stands for the
long sound of oo, as heard in doom, food, rude. This
method of marking the vowels is uniform throughout
the system.

Drill 79. To assist you in getting these signs and
the sounds they represent stored away in your memory
‘and in your kand for instant use, practice three lines of
e following drill; think the sign, see it, say it mentally,
while writing:

U »A 2 »H P A R A A AR AP

el e B B | el -2 el 7 e ~” n 270
4 . - . . . - . - . . . - -
00 72 2 N 2 A A A N 2 2N D
/ ' / ’ / ’ ’ / ‘ ’ ’ ] ’ /

Drill 80. You will see how easily this hook joins in .
writing words by writing each of the following word
jorms until you have perfece control of the movement:
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h i sh

took

faot

p 6o sh é

tuf

e ING

cut

hull

noene

mood

cool

moon

shut

who

whose

whom

do

does

issue

—r
 —

N

~

—
’

oy, BT
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60. The 00-hook Modified. To secure more fluent
putlines, the oo-hook is turned under m, #, as illustrated
in the words none and mood in the foregoing drill.

It is also turned around fnside g or & if followed by
for r, as in the words cool, gull. Note that the oo-hook is
siot turned under g and k except when followed by / or r.
Slmxlarly. you will remember, the o-hook was turned
on its side before m, n, [, r, for the same purpose—to
avoid an angle.

It will help you to remember if you will just think
that the o-hook is turned on its side before certainstrokes;
the oo-hook, after certain strokes, If you will an.llwc
the words in the foregoing drill, with this principle in
mind, it will further impress itself on your memory.

61. Method of Expressing Final R following a Circle.
In connection with stratght strokes we can now introduce
@ valuable shortening principle. It is simplicity itself;
you will see the application of it ar once.

- If you wrote the word dare in

full, you would have this form:

But if you omit the 7, the form o

or the word dare would be: -

The fact that the circle is written with left motion
indicates that the r is to be read after the circle. Com-
!- e the word dare with day, and you will quickly see
the difference.

Drill 81. Now notice how beautifully this operates in
ordsby writingeach of the following words three times:
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d / >
ear .~ tear ~ tar | —
mere . ater " owner o=
near . jeer / hroader Q
jar { richer -_/(“ heater 7

h é h2 2 -
share chatter hammer e

62. Method of Expressing R Following an Initial
Circle. This simple and natural principle of reverse
motion is also applied at the beginning of words.

If we wrote art in full, it would look like this: @~

But if we omit the r, the form would be: o

The fact that the circle is written with /eft motion at
the beginning of straight strokes indicates that r is to
be read after the circle. Compare the word art with ate
and you will see that when the circle is written with
right motion it signifies only the vowel sound.

Drill 82. To fix the principle in mind, and to furnish
practice which will enable you to acquire skill in the
application of it, write each of these words three times:

hard '0‘/

hardy &7

-4
o

art cam

heard /

heart
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am o . ham A haeh 2
my [ hurt* &~ urge*
barmony & herded / arch /C ?

All these forms are distinctive because the circle is
urned on the opposite side from that employed in the
words day, aim, hit, ete. The r is thus as clearly indi-
fated as if it were acrually writren. Compare the fol-
owing words: hard, had; heart, hat; heard, heed; arm,
gim ; hurt, hit; harsh, hash; herded, heeded, and note the
difterence.

- Drill 83. Study the forms in the following words,
nd see how the plural is formed when a root word or
fenvative ends in a left-motion circle:

chairs / cheers /
‘darcs » ledgers / stairs 4
saldiers .!'7 heaters /

v
Syt MAnners — -  fears ~

=

readers

.calhlcrs — :/
K hﬂmnl(‘rs

- It will be seen that the circle is simply changed into
i left-motion loop.

* Note: In the words wrge, hurt, hurdle, and others, the vowel
jound in ur is expressed more conveniently by the circle.
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UNIT 11

63. Method of Expressing W. In writing shortnand,
some characters are made to do double duty. As an
example, we find that when the sound 00 is pronounced
before a vowel, as in Go-a-t (wait), the 6o sound is
cquivalent to v, Try it on the following words, pro-
nouncing the sounds slowly:

Do=-c=cl 00-11-v oo-aw-l
weed wive wall

Drill 84. As a preliminary step in writing the hook
before a vowel, practice one line of each of the combina-
tions in the following drill. Before starting to write,
study the forms, and gee the fact firmly impressed upon
your mind that the circle vowel is not written up inside
the hook, but that the hook retains its full form:

W A AN A N DDA AR
W-e 2 2297222222282
w-add 2P PELP PGP
W-0022 7772 27 27 27 27 T 7P R 7?77 N

W0 2 2 2 v v 2T P UV T 2 v U
Drill 85. One of the beauties of our new shorthand

material is that it becomes immediately available in a
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arge number of words.  Write two lines of each of these
words:

we & walk z weep f'
win = web / watch J
way 7 weave ) wet
ways L.? women 2 woke 22—
wage wait " wash ¥
waill =2 weighed 7 v water 2
-

-~

wake (7? ) wedded ‘)/ wool %

In reading, remember that when the ao-hook is followed
by a vowel, it is read as .

64. W within Words. In the body of a word, it is
Isually more convenient to express w by a dash struck
beneath the following vowel. In writing 5o at the be-
pinning of words, however, as in swim, sweet, etc., the
hook for w is employed in preference to the dash.

- Drill 86. Stidy rhe principle as applied in the fol-
owing words, and write each until you get the form
ixed in mind:
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quick —5—

queer —a__-

y
sweep (b

swim 2 square Q-

65. A before W and H. [n a few words beginning

with a-k or a-w it is more convenient to use the brief
form for a,placing it on the line before the next character.

In practicing the following, be sure to

awaited /

awake . 7

66. The Wh Combination. [Have vou ever thought
of the fact that & is pronounced first in the combination
ewoh? In shorthand we write it as sounded—the dot first.

write the dot first:

ahcad /

awaken . -

Drill 88. Write ar least two lines of each of these:
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67 Expressing Y. If we pronounce long ¢ before a
wel, it 1s equivalent to the sound of . L(mscquently
ere is no special character for the sound of y; we just
e the sign for ¢ which you have already learned.

Drlll 89. By writing the following words a few times,
you will see how the principle is applied in practice:

yawn yacht yon Yule

< = - ot

t—

08. Ye and Ya Combinations. There are a few
vords in which the combinations yi, ye, and ya occur.
¥i-ye are expressed by a small loop; ya by a large loop.

Drill 90. Study the following illustrations and write
word until you get the “feel” of making the loops:

yet year yarn vell

] / N - o )

69. The H-Dot Omitted. In a few l'requc.ntl)
ring words, the A-dot is omitted.

Drill 91.  Familiarize yourself with these words by
riting them many times:

him ——— her o had o/ here o

-~

has < heard ~ hope '4 happy (‘
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h UNIT 111

70. Simple Prefix and Suffix Forms. One of the
fascinating things about the prefix and suffix signs is
that they give distinctive forms.

In (and its variations en, un) is one of the most

frequent prefixes. Naturally, as we have had the brief

| word form for #n expressed by u, we shall use this
character as a prehx sign for in, en, un.

‘ Similarly, the prefixes im and em are expressed by m.

Drill 92. The words in the drill furnish good illus-
rrations of how these work:

infer oz unlike _\Jff’ emblem -

| invade indeed engine
envy 2 embark . mpart
6.
unfair impair — - Impress
oL G Ce

The prefixes for em, tm, eny in, un, are used only when
a consonant follows the prefix. When a vowwel follows
the prefix, the initial vowel is retained, as illustrared in
the following words:

uneasy e  Image ,,f

N ?\1

inaction o—)
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~ Drill 93. Negative words beginning with im, un, are
distinguished from the positive forms by writing the
beginning vowel in the negative form, as in:
Positive Negative

known — unknown 4

necessary —= unnecessary g

71. Brief Forms for Common Words. A most im-
portant thing in connection with the brief forms is that
they must be written very aceurately. The reason for
18 15 that these words are so familiar and the forms
80 easy to write that often we do not realize that we
writing them carelessly.

In practicing them, study the movements used and
try to write them fluently but accurately.

- The aceuracy of your shorthand will depend largely
upon your accuracy in writing the brief forms,

’

one e once 2y

‘world o morning _
woman 2. believe, belicf (
still > enough 7
cannot - call —v
house 2 name

-
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situation 27 capital /Z
almost = . yesterday >
course  ——vr better {
peneral / gﬂ‘l T A

several ] love v7

ago i company, keep -/-»
ask A usual-ly, wish 7
gave —D number

state > purpose

real, regard

amount O_’/
childrea &

during, doctor

7
-
/
i
‘

full-y /2 subject
told ~Y become, book
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72. Derivative Drill. You have already seen how
‘common derivatives are formed in the previous lesson.
Write the following:

Worlds, stilled, houses, mornings, believes, beliefs,
called, calling, calls, named, situations, courses, gener-
ally, asked, asks, stated, states, amounts, amounted,
children's, capitals, girls, loved, loving, lovely, unlovely,
wished, wishing, numbered, numbers, subjects, sub-
jected, regarded, regarding, unreal, purposed, purposes,
parted, parting, impart.

73. Simple Phrase Drill:

I believe (0 we ask Z—
we belicve Z I told a°
of course* e we wish @

on the subject 7 we shall 4
with regard o we should /
* Owing to the frequency of of conrse it 1s abbreviated to ok,

t Unimportant words are often omitted in phrases as, for example,
the word #4¢ in this phrase.
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READING PRACTICE
ot N g j V/_,." I
Al b i s 20 e

//«_,, == 6 /()4__,_‘_._7——),/_/,
3 A :

il i
~ f)'/?a,
)N e 7 /’(/ ——
/(/e_,p_f'/’u\ ot G 1 X
gl B o s e —ia
G S a— 7'0/9\09_
__/-____\/‘r.a/u ;,-————c)/{

* To in oxpressed by ¢ before a downstroke, as in to be, fo hase.

JUNIOR MANUAL Lesson Four 85

WRITING PRACTICE

1. He awoke early in the moming and awaited the
swift coming of dayhreak.

2. With a yell be ran for the wheel before the girl
got far from him.

3. A fair amount of capital was all that was needed
to give the woman the necessary aid.

4. It is nor usual for her to be in such a mood.

5. The mere chance talk overheard by her changed
‘the whole situation.

6. He would not dare mention the subject again
for he knew it would be impossible for him to make any
_gains in convincing the people,

7. The shape of the emblem made it hard to copy.
8. It was unlike anything she had ever seen before,
9. The house on the hilltop was still in the carly
morning,

10. It was a rough pull up the hill but he was able
to reach the city in time to meet the head of the mill,
11. She was but a little girl and the subject was too
hard for her.

12. We hope a better way can be seen to bring the
‘subject before the people.

13. They said it would be impossible to go near the
place during the day.

- 14. He was awake when I called to him and we were
00N on our way,

15. Almostall had a general knowledge of the subject,
but not enough to give 1 good basis for a broad study.




FIFTH LESSON
UNIT I

Drill 94. Just to get your writing motor-apparatus
“warmed up” for the drills that follow, write one line
of the following small right-motion oval:

T O o o B

Drill 95. Now reverse the operation and write one
line of the small left-motion oval:

o ©® O & o o o 0 O

74, The Signs for Th. From these small ovals we
take two more shorthand characters, thus:

25 ~ th . ;
» } as sounded in the words this, those,

o _ th 5 theme, though

As will be scen by the direction indicated by the arrows,
both signs are written upward on the slant of 1.

86
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Drill 96. Practice several lines of the following drill
to get command of this characrer:

Tﬁ'f‘(‘/"f/‘/‘/r-/'r'rr‘f

B S P L A D PSS A DS S

Drill 97. Write two lines of cach of the following words:

thick ~~ tooth _~»~

bathing /

smoothly 2 -

earth o ~— through _~—=

ethics 5 7  thought _«"  thrown _~~—<—
thief 94 these 2 mirth S
health ¢~ &ith »  month -
though _ < thin Ve theme
e & ot L it
thus 7 path f birth C/
threat —~—°" teeth .4  clothmg — _«~"
wreath 2’  oath o/ growth — 1L/

* The bnef form for “for”, J, is used as a prefix sign for “for.”
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75. The TH Joinings. To check up on the practical
application, as illustrared in the foregoing drill, let us
see what rules may be formulated:

First, a right-motion th is joined to a nght-motion
curve, as in the words thick, thief, these; a left-motion
th to a left-motion curve, as in the words carth,
thowgh, threat. In a few words bath, path, apathy, the
right-motion th is used to provide more facile outlines.

Second, in some words either th appears to make
an equally easy joining; in such words the right-
motion th is given preference.  Examples of these are
theme, thin, thenee, teeth, heath, thee.

76. Method of Expressing Ther. It is found in
practical wriring that the syllable ther at the end of
many words, as in either, other, can be expressed with
great advantage by the sign for 4.

Drill 98. How the principle is applied will be learned
by studving and practicing the following words:

cither

a’ mother — —— neither __—
rather & father (_—-j’ gather  — 55
others 7 brother (//' further J

77. The Signs for Ng and Nk. The sign for ng, as
in sing, is expressed by an # written at a slightly down-
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ward slant; nk (sounded ngk), by a longer stroke on
the same slant, as illustrated in the following drill.

- Drill 99. In practicing the drill, it is necessary only
o slant the strokes sufficiently to distinguish them

rom 2 and m:
spring éo\

ring = sang oA
ank R ding —_=_ sank oA
singing </ blank C& banking o<
sink . king — brink C\

78. The Ld Combination. The combination /d is ex-
pressed by giving / an upward slant at the end. The
illustrations in the dsill below will give you a correct
dea of the form.

Drill 100, In writing these words, complete the / with
a swinging upward movement:

cold —~_
sealed &/
failed od__/
filled o

od o~/  shilled 2e__/
old 2~  fid o4~

mould —<__/ elder &~
killed .~/ folder X__—
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gold —A
hold <

90 Lesson Five

unfold Z

yield = bold

held o~

-

UNIT II

79. Concurrent Vowels. One of the fascinating
things about learning the principles of shorthand is the
fresh and interesting matenial constantly coming on the
scene of our efforts. It is like a play unfolding its plot.
You are accumularing rapidly the basic word-building
principles, and very soon a new interest will be de-
veloped in how quickly and accurately you can use
this material.

In this lesson we shall have to deal with vowel
sequences—that 1s, one vowel following directly after
another. Of course, you learned away back in your
grammar school experience that there are such things
as “diphchongs.” In shorthand we provide signs for
these.

Drill 101.  As a preliminary, write one line of each of
the following small ovals—right and left motion, follow-
ing the arrows:

e o 9 o o o o o

fo

20 -0 0 D
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80. The Diphthongs. There are four diphthongs, @,
ow, of, . Since a diphthong is the union of two vowels
‘pronounced as one syllable, the diphthong is represented
by the two signs for the vowels of which it is com-
|~ psed. As a preliminary penmanship drill, write two
lines of each of the following characters, pronouncing
‘the sounds indicated by the printed letters.

U o ¢ @ & 2 & &2 &5 & o

OV o' & 0 & P57 TS

0l ¢ 2 & U & SIS PSS

O 0O O 0O 0 OO0 00 @O0

81. Analyzing the Sounds. You will sce from rhe
fore;,oing thar @ is composed of 730, owe, of @-0; oi, of
‘aw-1; 1 of @-7. In the sign for 7 the eu.ond circle 1s only
half completed in order to give us a character that may
‘be more casily joined.

This restatement of an obvious fact is of importance
only as furnishing a scientific c\:pl'm.ntion. The im-
_portant thing for you to do s to get the sign completely
‘associated with the sound, and to acquire fluency in
writing it.

Drill 102, These signs add more power to your pen
by giving vou facility in writing another important
class of words.
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few /; sky A mouth

huge 7 view ,/Z fighting 0} d
mute = trying AL boys (
ounce 57 supplics LP il S—
now - unique == human 2
cow 7y vaw drive ,/‘f
enjoy apply C_ﬂ {inally oz_za
annoy OZT/ buy { fire aZ/
price C? fine 02- cue —
size F wise o wild R
higher e widely 2  comply 2 5
wide / voicc g youth o

82. Consecutive Vowels. In a few words vowels
follow one nncthcr consecutively; that is, one directly
after another as in poet. N.lturally. you simply write
the vowels in the order in which they occur.
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Drill 103. Practice each form a few times, keeping
in mind the application of the shorthand principle as
well as the movement:

snowy 2 .¢ pocm é:— Leon £
radio '._9"( poet 6 shadowy /

Noah .7

=

cameo e chaos /'y

83. Long I Followed by a Vowel. In stll another
‘class of words, any vowel following long ¢ may be
expressed by the small circle within the large circle.

Drill 104. By wriring one or two lines of each of the
following, you should master both the application of
ithe principle and the movement used in writing:

o e

via

Ryan  &- prior
: o , )
dict scicnee o/ # fiat c
Zion C}fJ lion - alliance @&

The rules governing the joining of circles apply to
‘the diphthong £, as shown in the following words:

mp

f

ripe

d

tap

,K

type

s
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main mine far fight

— e

84. The ia and ea Combinations. The sound ia, as
heard in the words aria, mania, is expressed by writing
the circle for @ and placing a dot inside. The sound ¢«
as in create is expressed by the large circle with a dash
inside.

Drill 105. In writing these words, pronounce the
words mentally and think intently of the signs as you

write:
lineal o

piano c;é:
@

. - * ’é "
aviator (//( radiate & medial —&”

create  —_ &

arh Q2 cereal € @2~ menial — &

Drill 106. To save time in writing, the sign for 7 in
the following words is abbreviated to a large circle.
Write two lines of each:

life \_7/) lively tf might _—5
almighty <2~

quite 5 line e

p—
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UNIT 1

85. Simple Prefixes. Learning the prefixes and
suffixes already illustrated and the few remaining ones
to follow will increase your writing power surprisingly.
By mastering a few frequently recurring words in which
the prefixes and suffixes are used, you will have a
foundation on which to build other words in which they
occur, Be is expressed by by de, by d; and re by r; dis
by ds; and mis by ms.

Drill 107. Take note particularly of the prefix signs;
begin éo. dispel {_, review ._7
began [ “— mishy < o reform ’

-

recede 5

below C,-v misplace —
S ~4 C’— &

delay ~ mislead — ¢ o display . C{D
- Itis more convenient in writing de before g and k to
insert the vowel, as in decay, decrease, etc.  Re-e for re
15 also more convenient when it precedes the forward
haracters—yg, k, I, r, m, n, d, t,—as in:

regain « o —=— decay /4,0 relate e &
o~

relief v&__/‘ decrease release e 2
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important-ce — / official knowledge — find
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forms are not very useful unless thoroughly memorized. long S power _,/
Consequently, go over the list many times, reading and A _
writing until you can recognize each word instantly, B, 0ut & without r
and recall its form in writing.

s00n 2 another —
} already - next within 7 sl than, then =
' among — why while A three ¥,
d‘!

86. Brief Forms for Common Words. These word

()
¥
L__
w look —_— special { desire / person
s
/.

| young =~ vilue
87. Simple Phrases.
point, appoint & above
kind D it e and have % that they =2l
\
' thousand o’ side & on the — just now /5'
\‘ - @
\ together Ll care —D on that < this week 2
future . carry o more than — and was e
above the 5 as the -

[
\
send - right, write e
‘
[
|
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READING PRACTICE
~ / Y A A e ﬁ/ e
B oo a p p ie
7= / N 7 P <r? — ~
. Co. % 2
70 = . 5 g o gl = .
o R A B hy 7
o /x R .

- %
SR / —_— e S, A
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WRITING PRACTICE

1. The sun was shining at a low angle across the
eld and showed all the moist dark soil just like any
: er picce of earth that had been made ready for the
grain,
. 2. Upsprouted also a great many buglers and with
e first brearh that they drew they pur their brazen
b ug]es to their lips and gave a tremendous and ear-
ghattering blast; so thar the whole space, just now so
quiet and solitary, rang wirth the clash and clang of arms
and the bray of warlike music and shouts of angry men,
3. Cadmus saw the ficree fuce of a man beneath the
heavy helmet.
4. Soon he saw the steel heads of spears sprouting
up about the held like so many stalks of grain, and as,
with thrilling thoughts, he watched them, they grew
taller and taller,
5. Soon there came to his view a vast number of
hright steel blades being thrust up in the same way.
6. As he was leaving, just in the door he met Allan
poming in; and the two drew back and looked at each
other like two dogs; they were neither of them big men,
but they appeared f.mly to swell out with pride.
7. “Early to bed and early to rise makes a man
] ealthv. Wealrhy, and wise.” “If vou would be wealthy,
think of saving as well as of getting.” “If you would
_' ow the value of money, go and try to borrow some,
for he who gocs a-borrowing goes a-sorrowing.” These

are the wise words of Benjamin Franklin,




SIXTH LESSON
UNIT 1

88. The Blending Principle. In this lesson you will
discover a most interesting development of the blending
principle which you have already seen applied in some
of the foregoing lessons.

Drill 108, As a srep roward acquiring facility n
wrting the new blended characrers write two lines of
the following medium sized left-motion oval:

D000 QOO0 0

‘Now write two lines of a similar oval made larger:

FHO00D00COD0

89. Blended nt-nd; mt-md. The blended conson-
ants, -nt, -nd, are taken from the last part of the me-
dium oval, and -mt, -md, from the large oval, as will be
seen from the illustration on the following page.

100
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'%’—F/ = Memory aid { —~
: Temory ai
D - ond _ A

90. Analysis of the Principle. What we have done
here is merely to follow the natural fnelination of the
hand to ““slur’ or round off the blunt angle.

It will help you to get the lenpths fixed in mind if you
will remember that the 2 or the m regulates the length
of the stroke—n being short and m being long. The
nt, -nd stroke corresponds in Jength to the p, and the
emt, -md stroke to v: but it will be seen that these
sharacters, following the direction of the strokes of
which they are composed, are written upward. By
ancreasing the curvature of the strokes at the beginning,
the characters will be more artistic and more easily

joined to the other characters.

Drill 109. By writing scveral lines of the following
drill you will get the idea of difference in size:

BB S D DYDY

-----------

t-d:

-nt-d: J / ’/_/’_./"‘_//j

t-d:-mt-d: /’/I/ /_/ /_/,/

You will see from the foregoing that -nt, -nd are of
medium length; and -me, -md long. This distinction in
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size is very important to maintain. It makes the writ-
ing clear as print.,

Drill 110. How effectively the principle operates in

providing facile forms for the writing of actual words is
illustrated in the following drill:

b, 27 sdumed e’ sl

sipned 2~  screamed L\_;o/ winter 2~
owned 7/ blamed Cc/ loaned <
bonds é‘ primed Cé,b// i A
VN bead (=

framed .2~ ;/ gained ./-?/

deemed exempt 2"

seemied e
sent oL
paint 6/
etry® oo’ plenty CT::) roamed .
prevent C/ dreamed land \_,,O/
imed 5 et C B insh A5

*Althougl: the blends enst, emi, emd are pronounced as syllables,
just as 54 is pronounced 754, the vowel preceding the blend is scl-
dom omitted, except at the beginning of a word, as in enfry, entarl,

‘\
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01. R Expressed between Straight Strokes. In the
Fifth Lesson it 1s shown how r immediately following a
circle vowel is indicated by using a left-motion circle
at the b:ga'nning or end of straight strokes. In this
esson the idea s applied to a still larger group of words.
The new principle is simply this: The left-motion
circle is used between scraight strokes of the same di-
ion to indicate r immediarely following the circle.

- Drill 111. The illustrations in this drill show how
the principle is applied:

an dared / | start
tired / murmur e o stirred )’/
dirty / churchman Z_ tardy /

The principle may be used only when the straight
rokes are written in the same direction.

92. The Combinations ser, sar, sur before Straight
Strokes. In these combinations the » may be expressed
by joining s with the contrary motion to that usually
used, as illustrated in the nexe drill.

The principle does not apply to a very large number
of words. The uscful words are: desert, surge, insert, exert,
\concert, assert, search, surgeon, discern, and derivatives.

Drill 112. In writing these words bring the circle
well up into the 5 or =; make the straight lines straight:
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sermon & insert - assert &
disarm " search / . surge
desert .~ .

concert - & exert &

93. R Expressed by a Leit-Motion Circle. Berween
a honzontal (g, &, 4, r, m, n) and an upward character
(d, t, ten, ent) the left-motion circle is used to indicare
r following the circle. This principle makes possible
many useful and distincrive outlines.

Drill 113. In practicing this drill,; give particular
attention to closing the circle up neartly:

lard ;._/ cartridge — 7 cart "
guard /‘/ martyr " skirt -
alet Q@ __ smart

curdle " blurt

L-?/’ mnert g
C,/ curt e il

girder ,~—y/ flire L,_/ courtesy —a-%

murder ______—~ girt —=" Carter —/*

G e - ad —"
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04. Description of the Principle. There is a peculiar-
ty in the foregoing joinings that, when learned, gives
ou an absolure guide as to how it is made. It will
be seen that the left-motion circle is turned in exactly
the same way it would be turned if the consonant
before it were omitted. For example, in the word
art, k is simply joined to art,

Drill 114. The left-motion circle indicates r follow-
ing the circle in many combinations, as illustrated in
the following dnll:

chart f chairman f___ convert 2
farm /—“ bird & spurt é

barn é germ ‘L_ charter //
burn ( farmers /_‘; virtally /L

avert Z spared & expert 5

shin fertile A _ adjourn

~ 95. Analysis of the Principle. As there is a tendency
in rapid wnting to curve a straight line when it is
followed by a circle, the distinctive method of joining
the circle when reversed after j, ch, sh, tllustrated in the
words chart, germ, charter, shirt, etc,, 1s adopted to
prevent any possibility of misreading.
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UNIT IT

06. Another Application of the Blending Principle.
The characrers your pen produces on paper are the
results of motion,  If the motion is correct, the char-
acters will be correct, It is important, therefore,
that much areention be given to rhis phasc of your
work in learning to write shorthand.

In this lesson we intend to further develop the blend-
ing principle—which will enable you to write two o
more sounds with but one motion of the pen. It also
adds to legibility by giving you more distinctive forms.

Drill 115.  As a preliminary drill in writing the char-
acters of this section, write two lines of a large right-
motion oval, and two lines of a small right-motion oval:

DO00000000

...

PCR2O00OOOOO00
97. The dem-tem Blends. From the large nght-

motion oval we take a character to represent the sounds
dem, tem, as follows:

W: /_: dem, tem. Memory aid: / o
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This character is comparable in length to the char-
acter for J, but it is written upward and therefore has a
reater slant than b.

08. The den-ten Blends. I'rom the small right-
motion oval we take a character to express the sounds
den, ten as follows:

/ﬂ: ¢ —den, ten. Memory aid: /7

99. Comparative Sizes of the Blends. This character
18 approximatcly the size of p, but it is written upeward
t a greater inclination. Tt will help you to remember
these characters by recalling that m is a long character,
ind n a short character, and therefore the blend con-
baining 1 is long and the one containing # short. In
other words, the length is regulated by m or n, not ¢
or d.

Drill 116, To get the swing of writing these char-
acters and also to train your hand in making positive
distinction in size, practice the following drill:

dem- tcjx\:;ll/n’ /F/ / - /— / /
den- ten: Y A AR A A R W

100. Restriction in the Use of Blends. As the char-
ters dem-tem and den-ten are pronounced as syllables,
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minor vowels within the syllables are omitted. The
blend is not employed when a strongly accented vowel
or a diphthong occurs in the syllable. Such words, for
example, as dean, dine, team, tame, dome, dime, etc., are
written in full. However, the syllable tain as in detain,
obtain, etc., is expressed by the blend for ten.

Drill 117. How practically the blending principle
works out in actual writing is illustrated in the following
words:

dense Vs condeinn _— /_ autumn /—
sweeten 7 threaten A v ,// = sort
retain k_.«/ tendency / ’ wisdom 7/ .
dinner 7 demur /e—’ freedom é// border ér

C——/ -r
written \_.o/— temple / condense v

a -
. . >4
obtain :mcndancc/ attempt (5
tenacious f tenant / detain /

In reading words in which this blending principle is
used, pronounce the blend as a syllable; as, for example,
wis-dom (dem), ten-ant (ten-ent), con-dense (con-dens).

7
YU}

indorse ¥

scrve

service ./

large \__/’
7

101: :I'he ar, er, or, Combinations,
containing the ar, ¢r, or (pronounced as or or ur), as in
the words large, serve, reverse, sort, indorse, war, warn,
the r is omitted,

Drill 118. The following is a useful list of the words
written in accordance with this principle:

term A margin 70

argue J;“a‘
certainly 27

surface ,;;7,

surprise Cg{)
surplus Ciy
learn N

northern . _%—

In many words

warmn  Z—
ward ?/
WOrse 7

warmth ——"
warrant é-/
war r
worthy .=

ascertain F

nomal —_ _ firm ,Z_

It will be seen that in using this principle, advantage
is simply taken of dropping a sound that ordinarily is
not stressed in speaking, or at least is so slightly sounded
s to be hardly worth considering—so far as practical
iting is concerned.,
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S0 you sce how important it is to become master of
them. Review the brief forms by taking them from
dictation frequently, and checking your notes against
the textbook lists.

UNIT 111

102. Simple Prefixes. Before starting the study of
these new signs, refresh your memory on the characters
given previously for prefixes and suffixes. A brief

: . . 2 . consider jud
review of this kind has an important effect in fixing the %j we
principlesinmind.  From memory make up a list of the — okiian F
prefixes and suffixes already presented.  Per, pro, pur,
are expressed by pr; ex by es, and ment by m. R it s sepesnt
Drill 119. Pracrice every word until you can write ! B (
it easily and accurately, until along Q_—.
proper (_: excess 7 permission G——, hand S flour é-"—‘
profess 9 exceed 27 amusement - pant ’ /
pursuc g perhaps ? enlargement ..\_Z stand / except /"
pursuit Cg/ perform (L examine a____' reccive — time
174
1. When pro ocenes before nn upward charaeter, the vowel o s inserted 10 agree® into /
give o better joining, o8 in the words peofee!, peoduee. )
2. Bufore . te it e
Before an upward ehurnoter it i more convenient to write per with — position (

the lefl-motion circle to indicate 7, o8 in pertain. statement

103, Brief Forms for Common Words. The bricf
forms, together with the common words written under
principles, will give you about 1000 of the commonest
words in the language.  Then you will be able to write
fully 7597 of all the words that occur in ordinary matter, *Sce paragraph 134; the sign for “agr.".

clee, list S question —

eXpress é reason —
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remember -—e— yes l
dollar ~~ fall, follow 2
million e force PA
modern g suppest-ion /
manufacture —_— however 7
clear-ly —_ P hundred 4./
response-ible execute 2—
7

104. Derivatives. Make up a list of all derivatives
of the words in the foregoing list; as, for example,
timed, timing, considers, considered, considering.

105 Simple Phrases.

in that = on this -7
for the )— by which /
that the el at that o
ifitis /Z you can )
as they D= of these o
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USE AND ABUSE OF TIME
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FRANKLIN'S AUTOBIOGRAPHY

&-o__,/( /z(/‘é/\
o/ /__‘.f‘—\of/_
2 L ‘:/"_/?_/,L.p/
& 7 = O//Jo//"“\_/ji’)

¢ oo 2 /__/g/
— & — 2 A

e e . //p 4 ~
v-'? / é J /“’Z’ l"é J"\—o
/g__f’ / S AT

0(//.-—.%18;/0/

.nm, ared

_/,—\.7 O S /o9/0 c.//.)"’

& /)/(&_/ A - —/ o s
(Continued on page 127)
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WRITING PACTICE
1. With a fuint ery of hope, he gained the shore
d climbed up the bank to dry land, although he
ought he was doomed.

2. There is much ment in the question and we
shall be on the alert to stir the people up to take the
right position on it

3. He dared not give up the chart of the farm until
he was certain who the man was,

4. A large margin of time will be free for us to pur-

e a more worthy study.

5. The farmer reached his home tired and dirty,
but the charm of the place was so great that without a
murmur he promptly began to attend to the many
duties that awaited him.

6. The bonds are exempe, but in the opinion of
the expert it was deemed proper to mention them in
the lerrer.

7. A curtain of fog framed the entry to the valley;
it was the fertile valley he had dreamed of in his
search for golden sands; he dared not go on for the
black night was coming upon him.

8. The puard took the cart to the tenant after
dinner.

9. He saw her face framed in the little window, and
with one step he gained the entry to the house.

10. A curt bow was the only sign from Harry that
he saw the man as he threaded his way up the steps.

11. On the surface the surplus is a great surprise,
but the mention of it was a sign for great applause.




SEVENTH LESSON
UNIT I
Drill 120. To get your muscles warmed up for
drill, write two lines of a large right-motion, and two
lines of a left-motion oval. Go directly from one oval

to another without pen motions in the air.  The lines
should look like this:

(slofeleiovivioreivie,
‘VOO0COCOOOVO

106. The dev, def, tive Blends. I'rom this right-
motion ovial we obtain another useful shorthand sign,

as follows:

/ﬂ_ /) _ dev, dcf, tive
Memory aid: /) - /)

As each of these blends begins with an upward char-
acter, d or t, naturally the blend will start upward.

116
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107. The jend-jent, pend-pent Blends. From the
|eft-motion oval we obtain a very facile syllable char-
acter as follows:

‘ﬁf UL jent-d, pent-d
Memory aid: y: U

Since both 7 and p are written downward, the blend
starts in this direction.

Drill 121.  Now, to get fucility in writing these two
characters, practice the following drills until you can

write the characters accurately, with a free, swinging
motion. Write the shorthand characters only.

dev, def, tive: /) /) /7 ) /) /)
jent-d, pcnt-d:U U (/ U U U

Drill 122 The blends give many beautiful and fluent
word forms, as will be seen from the following:

devise Q divert /} motive -—ﬂ
defense K), native / attentive o

divide @/ edifice 4 ,) creative ——¢S 5/
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defeat O’ primitive Cr——ﬂ gender C/—’
devout OV gentle W expend &
spent & negative ﬂ) happencd &

opened C:/

ripened impending — diffusion /’,)
depend 7 ( / cheapened Cl/ legend ~~.O

108, Vowels within Blends. As with the other
blends, the vowel within the svllable is usually neutral;
therefore, any minor vowel may be substituted for the
¢ given in the names of the blends in the foregoing, as
illustrated in the words divide, divert, etc.

109. Restriction in Use of Blends. If the syllable
contains a diphthong or a long vowel, the blend is not
employed, as in the words Dave,.dive, pint, joint, giant,
devious, all of which are written in full.

cogent /’Zz/ pendant

110. The Omission of Minor Vowels. When two
vowels not forming a pure diphthong come together,
the minor or neutral vowel is generally omitted. For
convenience in writing many frequently recurring
words, the circle is omitted in the diphthong , as, for
example, in the words new, due, continue, amuse, given
in the drill on the following page.
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Drill 123. The following is a list of the most useful

words in which the foregoing principle is applicd:

idea / genuine l,,
royal et~ due //’4 virtue %
arduous / new s avenue 2

fluid d.// news — reduce /
tedious / amuse ———> conduce //

genius ,,4 music — adduce /

theory ~° tune = induce 7

odious / continue //7 deity //

111. Short u and ow Omitted. By the simple proc-

‘ess of omission, we can indicate the presence of a

vowel in certain instances as clearly as if it were written.
As an example, it is found that in the body of a word,
the short « and ow occurring before m or » may be
expressed by omission.

Drill 124. The following is a useful list of the
common words that are written under this principle:
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run «———round \__/ rung e

sun 2= lunch 7 tons 7

brown C-- come —r— unsound  —, /
J/

fund 2 surround & _— announce ——r

front d// ground 1~ sum -

found _)./ column —« _——— summer 2=

- pp—

sound 2~ down town /7
count f\/clumsy P, S ¢ around Q/-/

112, One of the advantages of joined vowels is that
their omission indicates them.

Take the foregoing words as an example.  The out-
line r-nd could not be anything but rund or round.
The writer knows that in that combination » and #
cannot be sounded withour an intervening vowel; and
he knows, too, that if it were rind, rend, rand, rond,
ruined, the vowel would appear in the outline; therefore,
the form must either be rund or round —and there is no
such word as rund. If the form is gr-nd, he knows it
must be ground, because the vowel would be written in
grand, grinned, groaned, grind. Many other illustra-
tions could be given.

IOR MANUAL
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Drill 125. In the following words the vowel s
omitted. Write two lines of cach:

rush o, trudge /‘—/ clutch ~t—
flush <__, brush Cr blush C:r

/\_—
crush  —, drudge / grudge

To make a rule: The upward hook is omitted before
a straight downstroke when preceded by r or L This
analysis will help vou: If a circle vowel or an o hook
occurs at one of these joinings, it would be written; the
fact that there is no vowel written indicates the
presence of shore u.

UNIT 11

113. The Abbreviating Principle. You have already
seen many exiamples of how common-sense ahbreviation
has been applied in constructing casily written and dis-
tinctive forms as illustrated in the brief forms for
common words. As will be scen from the following illus-
trations the principle may be applicd with great advan-
tage to many important words.

The list of words written under this principle is com-
paratively small, yet the principle gives us brief and
entirely legible forms forimportant words.  The follow-
ing illustration of the principle will show how it is
extended and applied to many other words:




122  Lesson Seven GREGG SHORTHAND

It is pessible that the suecess of the magazine may

~ ( O D T Y —
make it mecessary to change the policy of the amociation
—_— S — -7 / -~ 6;_/ & ?

at the next meeting in Philadelphia sometime in January.

/’ - _~—10/'_.. mz_:_.(') )/ — [7/_

v

Have you a memsrandum of their fuancial standing 7

/ = & o ‘JO— T
We cannot cancel the bafance. The February number will

5 OO

.

contain an eriginal story by a very prominent writer.
/“/ e S r—* ( . ‘/ C; e RN
Please answer " this  letter lwlur_(- September first. We
7 - / (A / ~

remember your eg-operation at that time and we shall show
P
; /

P - /"7 /0 P ‘7 é

our appreciation when there is an epportunity to do so.

= ¢ 7 6—-"

- Lo o 4
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Since the application of this principle is more or less
exible, and it is impossible to lay down hard and fast
iles—any more than absolute rules are possible in
ibbreviating words in longhand—the best plan to
ollow is to adopt the forms given in the following list,
d a few others illustrated later, as a mere founda-
tion, and to add other words that come under the rule
hich you encounter in reading books and magazines
printed in shorthand.

The principle is nor to be applied usually when
dvantage may be taken of prefix and suffix signs, or
pegular methods of abbreviation, and it should not be
psed when easily wrirten word forms are possible with-
put it.  When in doubt, wrire them out.

Drill 126. The following drill contains a list of
mportant words of frequent recurrence in which the
pbbreviating principle is appliced.

‘poor K administrative - social ¢

6

T e ¥

.dccidc e probable-ly /, stood 7
perfect 9 method / success

naturc _5 communicate- — ., appear C

tion
~2 ™  prepare ?

‘arrive Q47  character
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answer .,  secure P provide

"~

cconemy g h—

proceed Cg address

beautiful ;
J

average 7 immediate . — <
¢

oceasion -3
sacrifice o’l/
attitude ()’4

machine — 2
Bl

Ao~ total > A

citizen 0 liberty

| —
strike A loyal-ty R

various oZ( similar

UNIT 111

114. Simple Suffix Signs. The suffix -ble, with any
vowel before it, is expressed by &; disjoined & expresses
~bility. The suffix -rity, with any vowel before it, is
expressed by r disjoined; ~/ity, with any vowel before
it, by { disjoined.

Drill 127, The following words will show the appli-
cation of the principle:

ctedible Np{ nobie
suitability ;? credibility ~»7 nohility Lo

4

suitable 2

UNIOR MANUAL
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rity

differ-ent-ence / )

™

beyond
respect-ful-ly
pound

third
demand

room, remark

SRTE

thank

rritable 7/ prosperity % formality A
L

\rritability 7 majority f locality «__—=—
J-=__ sincerity g,!-:—’ credulity F/L’"

In a tew words the ending ple, following a conson-
t, as m rmple, ample, etc., is expressed by the sign p.

115, Brief Forms for Common Words. Frequent
review on these words is necessary to secure skill in
both writing and reading.

truth P
trouble 7
glad ——

difficult-y /2‘\

l'l.l]L‘ —
gone e
arrange-ment Q.0

determine =
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refer-cnee ~.7 problem Z
bring C recent —
attention Vi car, correct —
industry e cffect y
return = nstead —
particular b / according o—
report ~_C experience (
word / friend-ly é/

P (
opportunicy C/ object

cxplain L/ strangre

satisfaction /7

body /

116. Derivative Forms. The prefixes and suffixes
already given will enable you to form many useful
derivative forms from the brief word forms. From the
foregoing, and also the list of abbreviated words, make
up a list of the useful derivatives. As an example:
execules, executed, remarkable, recently, objective, effective.

N

strength, strong " —
speak, speech (

Lesson Seven 127

117. Simple Phrase Drill.

after the 2 if the o
at this time / to it el

there are A did not /—

for it ) to the -

of you o in this 7

RANKLIN'S AUTOBIOGRAPHY—(Continsed)
,'/ — ’
e ) o 24 g [ o g

— G 2y = "

E-_=a. 7 AT /c/ v l/) 2
) _@__// =y L

tnmty / / e
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_/f-//-—//_/? S

Jorpotten

O/C‘V‘c_./}——/_ <
A — L oz§
—e & 7P A4 e
Lz o w2 o
éa—/’l_//,)_/r_/(
é /7'//'7__,._/_/‘0_,0
o st /Z_DWJ/

Z_—ﬁ/f_/o—,r—
7/0"0-/” /c-)z"a-
)/'z_-,,cffod/wo_/’
f B it s iy B g

(/‘—707;.0_/7?0/
/_5

b N R o

0/> o)

F e

L 900/'"/.(/_///\

(Cautinued on page 139)
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WRITING PRACTICE

1. The defense attempted to devise a plan to divert
attention from the real motive.

2. Tt was a legend that they knew wells the primitive
natives listened  attentively, even devoutly, as the
speaker opened his speech in a gentle, winning tone.

3. You can depend upon it thar if the caris cheapencd
you will divide opinion and reduce the opportunity for
SUCCESS.

4. He knew that she was much amused at the tune,
but he continued the music with the genuine are that
had marked lius genius.

5. The merit of this theory is to be found in the idea
that it will reduce the ratio of roval converts and induce
others to join the movement.

6. By tedious and arduous efforr he succeeded in
draining the Huid from the cask.

7. The character of the problem 1s such that 1c will
give grounds for unsound reasoning.

8. The avenue led up to a great, brown-stone build-
ing, surrounded by huge columns; large windows opened
on to spacious sun porches; the place was a delight in
summer and a haven of warmth in winter.

9. Jane felt that she was but a drudge; rushing here
and there at another’s bidding; brushing the floors;
trudging upstairs. She was at times utterly crushed,
and yet she bore no one a grudge, but clutched tightly
to the hope that her days of drudgery would soon end,

EIGHTH LESSON
UNIT 1

118. Consonants Omitted Final D and T. In
speaking, d and 1 are often very slightly stressed, as,
for example, in the words best, mind, send, the last
sound is scarcely heard unless the speaker is very care-
ful about his enunciation. We take advanrage of this
in writing shorthand and simply drop the ¢ and &

Drill 128. Srudy and practice the following list:
best ( cost —%  president Cg™
fact /‘1 constant 3~ deduct
defect O‘\ just detect e

-

/‘“

insist —T cxact jﬂ mind —
resist n.._—f cunsist -7 last \_-(/j
test A past 6 rest —r
desist /f act o intend

131
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119. D before M or V. In a few words, it is found
that d may be omitted when immediately followed by
m or v,

Drill 129. The following words, with their deriva-
tives, form practically the entire lisc of frequent words
that may be written in this way:

admit (__,l—;' admonish o7 admissible o1

adverse administer . admission
() Y S/
C

adventure }l administration —;— i advocate 78

The following words have been further abbreviared
to furnish quickly written and casily read forms:

admire __ 2> advertise /" ad\'anlagc

advance J., advertisement ﬂ'— advise-ce g/

120. Vowels Omitted. In the following words of
qultc frcquent recurrence, the forms are shortened by
omitting vowels which would increase the length of the
form without adding materially to ease of reading.
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Drill 130. The following words comprise the useful
list. Study and practice these.

stop rapid “ .~ accurate S
£, Wi 5
drop / open Z aceuracy g

adopt O/ ( bad & paid 7

UNIT 1I

121. Tr Expressed by Disjoining. The principle
illustrated in the words below is one of the most inter-
esting and valuable in the system. It will enable you to
write hundreds of words with brief and legible forms.

The principle is simply this: Certain prefix forms are
disjoined to express tr and a following vowel. The
principle is very simple and you should have no trouble
whatever in applym[, it gencrally hereafter.

Drill 131, Before practicing the words in the follow-
ing drill, go through the entire list and analyze each
word; at the same time, try to fix in your mind the exact
part of the word that is expressed by the prefix form
and the shorthand characrer representing it:
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— — —
contr- contract — counteract 7
counter
— —2 =T
constr- construct  —— constraint  ——"
2
extra, ? extract 2 = external T -
cxter-'
intr--er’  intrcate 3 entertain v
enter,
: —r : —
instr- % instruct — instrument
N
retr- retract —_— retrospect ((

0 —T S =] § =
restr- restrict o4 restraint s
detr- / detract — detriment ——
distr- distract — distribute

£ = -
centr- central «__—  center S

It will be seen that the disjoined prefix is written
above the remaining part of the word and thar the re-
mainder of the word follows the usual rule, namely,

“the base of the first consonant rests on the line of

writing.”
1. This principle is extended to include exela-u-, as in exclamation,
exclude, exclusive, ete.

2. This principle is extended to include fntel, as in intelligent,
intellect.
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Drill 132. In order to acquire skill in applying the
principle, learn the forms for the common words by
writing each several times.

— . 5
contribute / exclusive /) interview /

~
contradict / cxclaim 2 instruction _'"W

— = . ——
contrary = introduce / retraction  .—)

A . — - —
contrast 2 intellect > restrain e

) . . U . . —
control «_— intelligent restriction  —)

T . . 7 N o /
countermand . intelligence distraction ~—

construction _—  enterprise G;’ distress /:
7,

& —
extmordinary 2~ introduction / interfere o2

b . i 42
extremely —— international — distrust

’, - . —
cxclude / interrupt / intersect

',
/ = — . e
extrvagant interest 7 countersign -

122. Derivatives in Tr. By the simple process of
using the prefixes and suffixes you have already learned,
many casily written and useful derivatives result.
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Drill 133. How beautifully derivatives may be built
up from these forms is shown below:

e ” D em— ——
reconstruction = uninteresting 2 uncontrolled =

I R P 4
concentration 7 disinterested <~ 2~ unrestrained | "

UNIT III

123, Simple Prefix and Suffix Signs. Self as a
suffix is expressed by a joined s, and selves by ses; full,

by f; for, fore, and fur by f.
Drill 134. Write one line of each word:

myself — %> thoughtful ./7 foreign Z

yourself 73 cnrrf(ul /}z hopeful /
) therefore 7
oursclves —r foresee / awfully j
themsclves —7  foreman  Z_ furnish 4

himself o—rp  forceful j

When self occurs as a separate word, it is written
in full.  Self as a word occurs infrequently, however.
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124. Brief Forms for Common Words. In studying
this list of words, make a note of the words that are
written under the abbreviaring principle.

suppose ( wonder —
observe { somcetime )/-
property % conclude —
pleasure _p improve-ment —
bill C./ mistake S
please & . .- across o
progress C— entire _j
influence 7 inclose —?
wife f confident-ce 7
allow Q_— thorough-ly -
spirit C: cover 7
throughout _—~—" individual /
committe —° cxist-ence 7
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involve satisfy, a2

Z satisfactory ¢
market ez agent
democratic /—/_. ordinary v
practical” Cf_-“ principleal
altogether & frequent ér-s

*The suffixes <ical, icle are expressed by a disjoined £,
125. Derivatives of Brief Forms. Construct the
following denvarives:

Observer, progressive, influenced, allows, confiden-
tially, spirited, wonderfully, unmistakable, covering.
individually, unprincipled, infrequently, marketable.

126. Simple Phrases.

and that -/d could be /ﬁ{
as you a2 for that /‘D
at first ? for these )9
by you [ for us /
in this wy
can you — in this way ..9
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FRANKLIN'S AUTOBIOGRAPHY —(Continued)

R //‘)} 7 7/4’/£Z - J

E / , / }Mﬂ-f —F —~—
e 4\ o el
R P &
{ _p,_}——ru——e/(

L (J °——'f

; e d
(/[,( /”’/”)"‘" S S g s

o €

pordoenessy
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k—rp/d”d;u@-/./:/&

”"1‘__/,,/(&/

o 2 "
& CC
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j.,-//ﬁgJ,__/__c
2 et B
C'gs?c,i——o/—ncfé‘:—-./(
” - g Y —
7?%. o i
RS 7 e
B <.

ﬂc’..M(u/’C-é/(
s -
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WRITING PRACTICE

1. I cannot begin to describe the beauty of the
inscriptions on the facade.

2. Although blameless in some ways, his aimless and
thoughtless conduct was heartless.

3. Henry said he could dispose of the composition
before the exposition opened and proposed that the
opposition join him.

4. The governor will attempt to fix taxes at a lower
rate.

5. At his request, the bequest was devoted to ihe
cause of independence.

6. The result of the peculiar situation was announced
by him with boyish enthusiasm.

7. He looked backward to his boyhood days and lived
again the delightful days of childhood; he remembered
the familiar scenes of the ncighborhood in which he
lived, and recalled his dreams of manhood.

8. He submirted the substance of the talk and said
that it would furnish a fair substitute for a shorthand
report.

9. Seeing that you are giving their statements full
consideration, we should not enter into a further dis-
cussion of the matter.

10. An exquisite collection of gems was found in the
inner recesses of one of the cheses.

11. It is significant that independent action by the
society has been neglecred.

NINTH LESSON
UNIT 1

127. Brief Forms for Common Syllables (1). Inthe
English language thousands of words begin or end with
syllables of frequent occurrence.  Brief forms for these
frequently recurring svllables add to the fluency of
wrting. A few of these syllubles are not treated
regularly—or, we should say, etymologically. (Look
that word up in the dictionary!) Some of the most
frequent of the words in which the syllubles occur are
presented in the drills in this and in the following lesson.

Drill 135. Since these are the most frequent words
under the principle, it will be well to practice them
until you gain fluency.

repetition formation ./ ignition -,
3 - -
7% 7 ; x ’
addition / detestation / gradation —1.&
station )7  omission < —, indication 7’

All that happens here is that the vowel is omitted
before “shun’ in most words of this kind, Bu, if in
X »
doubt, insert a vowel, always!

143
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Drill 136. There is quite a list of uscful words ending
in ctin which the ¢ in the primitive form is omitted under
a rule alrcady given in paragraph 117, The ¢ is also
omitted in the derivatives.

—2

contracted ~_—~~ constructor —— selective 6__7

-

) o -7 o
contractor ——— constructive 7 actve &

. e . .  a—

instructed _~—  instructive I effected »)-»/
— o~ o

instructor . constructed” o~/ detective /7

It is not necessary to disjoin to express ed, or, er, 1.
Drill 137. In a few words ending in wual, ture, and

ure, the vowels in the syllable are omitted; ual is ex-
pressed by I; ture by tr; ure, by r.

equal T figure AU ereature  ~on—
habitualéi/ furniture 2 —  structure p)—"
virtual aL'/ picture o lecture o
feature )‘—’ dcmﬂutc%’ actual
venture // mixture® — ¢ cffectual Lr—

capture /ﬁ failurc OZ_A_/ mutdal ——— A

*See Drill 149, page 156

e
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: Drill 138. The suffix age is expressed by the sign
or J.

message village «Z, courage

o L e L ’%

UNIT 11

Drill 139. The syllables sure and jure are not of
frequent recurrence, bur are found in a short list of
words in which abbreviation gives us brief and easily
written forms.

sure 4 pressurc C{ perjure ?
treasure A~ injure Z censure 2

composure ’Z
leisure . 2° exXpo / .
i posure & reassure o f’

measure _—_ assurc
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Drill 140, The o-hook disjoined above the shorthand
characters for the rest of the word is used to express the
word over; in the same way, the oe-hook expresses under:

V ﬂ
overtake 7 overcome S— underground —7

o - -7
overlook = undertake 7~ underlic w7

Drill 141. The prefixes self, circu, and eircum are
expressed by a left-motion s disjoined above the
remainder of the word:

's

. < v ; ;

circum- ¥ circum- 7 sell-improve- 7
sunce ference ment C.
» e "

circular - sclfish 7 sell-confident f-)

Drill 142.  There is a small, but useful, list of words
in which the prebixes supre and super occur. These
are expressed by a right-motion s disjoined above the
rest of the word:

# -/

. 7’
supreme suppart =7 supcnor L

s p
SUPCIVISe (I/ superh / superintend Z

UNIT IIT

128, Compound Words. As a general rule, root
forms are written which will make possible the con-
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struction of combinarions or derivatives without
change of form,

Drill 143. This principle is applied in the following
words:

standpoint >~ =’ whichever beforehand /
Y
hereafter % cveryone Z_ afternoon

therein —~— whatever 7 cverywhere a)/

whercof €@ e nobody et whenever 7’
£

anyone s+~ thercto someone 2

In a word like “hereafter,” for example, and others
of this type, the circle is naturally tumed on the out-
side of the angle, to follow the rule.

129. Contractions for Quantities. In writing figures,
a great saving of time may be offected by using the
abbreviations in the following drill.

Drill 144. Take note of the fact that n for hundred
1s written under the figure; m for million following the
figure. This is to make a positive distinction,

It will be seen that after numerals the word doflar
is expressed by d; hundred by n placed under the num-
ber; thousand by th; million by m placed on the line
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close to the numeral; o'clock by o above the line.

$ ;5‘/ 5,000 .;. $5,000,000 s= ——/

500 S $5,000 ,.,f// Stbs. Sz
$500 '.5-/ 5,000,000 5~ So'clock J ¢

Tt will also be seen that these characters make rapidly
written and legible combinations, such as

thousand dollars // S000 pounds f’

'
a hundred _// million _—-/

thousand dollars dollars _
500 pounds S $2,500,000 2— 5~

130. Brief Forms for Common Words. In the lists
of words presented under this heading, of which this
is the last, the words have been arranged in the order
of their frequency so that the most used words would
come first. This has an important effect on your
ability to write new material. In the advanced
stages of shorthand writing, most of the work is done
by recalling word forms that are familiar. In other
words, in the fast work, it is impossible to construct
new outlines with any degree of speed.  Therefore, you
will make your best gains in expertness by reviewing
and again reviewing these lists until you can write the
words without conscious effort and read them at sighe.
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Two forms of practice are needed. First, soriting to
secure facility in execution; and, second, reading to ac-
quire ability to recognize word forms quickly,

serious < apparcnt o
approximate-ly 6_ claim —_
quantity B cobperate-tion — 7,
railway —_— correspondentce —_ -

” ® p —

record e direct /

single el excel-lent-lence L A

organization o insurc-ance —
acquaint-ance 0O became é.
natural 55— afford }
c.ir:volc /) afraid dp
exercise 2 engage S
>
distinct / . move ——
mile —) pure /
smile 2 private o
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territory / sufficient }

instant-ce — institute —

educate-tion / strugple 7 o

connect o regular

-

glory i practice Cor

131. Brief Form Derivatives, Construct forms for
the following:

Seriously, recorded, devotedly, miles, claimed, n-
directly, insurable, unrecorded, ‘unnatural, unclaimed.
unafraid, territorial, educated, insufficient, strugeling,
immovable.

132. Simple Phrases.

with that f‘o of this 7
you cznnot P T in time f
you may P T that it was oY

you will find n__g we cannot 2
when they =04 we take W
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FLAG DAY ADDRESS OF WOODROW WILSON

é—r./oL,.,,/?'-o_,,,,__Q
N Sl =
N.7ﬂ /r‘,) - GEgF
’*/'“=/’
-——ﬁu-— /'C’/—/z_, /~’
7 5
- J {[)d *.////)/’
v df_d'ﬁ/l_
3 //—\‘J’ \f'Qa"ﬁ
e e~
o A S _ Cr ¢ —FN /,—\&/'
A PP o PN T
,0?;//_/% #L__,

o.)-\J /__
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57 /j o Z_..a"- 2 9 e’ id”

._.‘,-W)"——;\ (’J_é/‘(-—w

~ 9 P 4 3 3 ~
~ TR | —
. _~ / _/"/ /t;‘
- —F o 7 ( CJ-M
v
_j ér v o & - /’/ /&:} P
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é—?fﬁ\zééﬂﬁ/\r’_;

IJDL’C‘(/‘/'/L((’—ﬂ

o« e 7 OV = D gy A A
-’/OL/ ——F /f‘-" )//7/-—\__—
L7 R HT N /g.f\ —~

(Comtinuad on page 164)

/-'g/r’/:/_/J\
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WRITING PRACTICE

1. A repetition of the omission was noted at the
stacion, in addition to an imdication that further in-
formation about selective igmition was needed.

2. The active work on the part of the contractor was
greatly affected by the departure of the constructor.

3. He was much distracted by the exclamation, which
was in contrast with the rapt attention of the rest of
the audience.

4. The actual construction of the structure will be
begun soon.

5. The feature picture will be run before the lecture.

6. His capture removes from the venture one of its
most picturesque figures.

7. Approximately this quanucy of matenal will be
needed to complere the railway construction.

8. In this instance frequent repetition of the reading
excrcises will give a distinet gain in skill.

9. He became interested in the insurance company,
and said that he intended to become connected with a
large company and engage in the business.

10. The central theme of the literary speech centered
around instruction on restrictive clauses.

11. A virtual failure of the venture without a struggle
was frecly predicted.

12. The average number of messages received in the
village was reassuring.

TENTH LESSON
UNIT 1

133. Brief Forms for Common Syllables (2). By
lc:!m!ng the most common words coming under these
principles, you form a nucleus around which to build other
words in which the syllable signs occur. Owe of the
quickest ways to learn these principles is to analyze
the words carefully, concentrating your attention on

the slmr'tlmnd form of the syllable characrer and the
syllable it represents.

Drill 145. The suffixes scrite and seription are ex-
pressed by skr and skr-shun:

prescribe C e inscribe —_— inscription —,
d .bc /‘—\/ . > ‘\_,.
cscri description v prescription Q’\_

Drill 146 The suffix less is expressed by ! joined;
ness by n joined:

fairness slowness __o—  aimless

ol —
sadness /_ madncss

5 fearless oé'“k

155
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heart- &~ thought- = blnmc-c__..a—’v_ -
?css less less

Drill 147. The syllables pose and position are ex-
pressed by po and po-shun:

-

expose ¢ oppose 4 propose ?
» L~

exposition / opposition ; proposition B

fdisposc 4 compose ? impose —7
’dispoaition/ composition ’Z imposition —

Drill 148. In a few words the syllable spire is ex-
pressed by spi; quire by ki:

Z respire Z inquire _—
conspire Z acquire o require

. é‘ =z
esquire  3p expire transpire 5

Drill 149. Give the x sign a distinctly forward slant.
See also the Third Lesson for the expression of the
double s sounds:

fix 4) mix _g fixes .2
box ( tax ¥ taxes £

inspire
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Drill 150. The syllable guest is expressed by kes
(the ¢ being dropped in accordance with a principle
already given); and guisite, by kest:

fequest _—5 inquest ———3 exquisite i

conquest — ~—3 bequest é requisite .

Drill 151. The syllable sult is expressed by su; and
sume by sm:

result —z insult resume

A —

consult assume £ consume
4 e > [

Drill 152. The suffixes wward and hood are expressed
by d disjoined; in frequently recurring words, where
distinctive forms are possible, the o may be joined:

neighbor- .=  forward g manhood
hood / oz /
home- r_{/ down- / brother- é-/

ward - ward hood
boyhood {/ backward p childhood A—//

Drill 153. The prefix sub is expressed by a joined s:

subduc / submit 2 substance £
substitute ¢~ subscription L4 sublet T -
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subscribe £~ =ubway’ & subhead® J/

* |n some instances the s for sxk is joined contrary to the rule in
order to give a distinct outline; before a vowel or b, itis disjoined.

UNIT 11
134. Infrequent Prefixes and Suffixes. There are a
few miscellaneous prefixes and suffixes that do not

occur often, bur which are quite necessary in forming
brief forms for a number of uscful words.

post'-; para< short-, ship- 7 G C.-/ ; L
trans-; magns; multic S T—us -

-tic, -tical, ~tically:
decls; recl; incl-: %

city; -vity; -nity; -mity: ¢~ ; C ;2 e &/

ant-% agr-, agge-: ;

~
&
)'\\.
)

AN \Q

-egraph; ograph; -gram, A—; /u,‘ A=t (1___,,_-,‘;

-grim: // /»(7/ P
can'; ul- - el I =~
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N L 4 L. 2 ?

-fication; -mental: 5 //’ R = d_._
-ulate*; -ntic: __/’w-—:/. (_:_ b=

fleet, -flict; -worthy: 2 /2_’} e @

-ciency'; -gency: : ; / /
e ?/ 7

-stic; -ology: C A 4

1. Poit is written on the ling, close to the following character;
para, above.

2, The prefix for ant-g-¢-1 is a circle; for agr-, aggr-, a loop, dis-
joined above,

3. Used only before d or ¢,

4 Additional suffixes are joined, as in speculated, speculator,
:}Y:u(atma.

5. Derivarive of shun, as shun-<cy.

135. Advanced Phrasing Principles. In the two
following drills, the advanced phrasing principles pre-
sented will enable you to write certain combinations
more casily.  Any short, familiar word may be written
in the place for the g dot to express ing and the word
SO written.

Drill 154. The following drill will illustrate tne prin-
ciple and give you practice in applying ir:
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asking you 2— knowing this —, - giving their —,
sceing that -, having your Z coming and ——_~

The principal words thar may be used in this way are:
the, their, you, your, this, ws. This method of expressing
ing saves the effort of writing the dor.

136. Prefixes Used as Separate Words. Many
of the disjoined prefixes, representing words usually,
such as extra, enter, wnder, over, short, alter, counter,
center, agree, deter, etc., are expressed by the usual
prefix forms, as shown in the following list.

Drill 155. Write the prefix word first and place the
remainder of the phrase undereath, as illustrated:

RS2
agree with ¢~ alter this <72 enter into  —"
O - s o =
over this /7 extra fare oL center line ~ o _&-

/
under any 2 shipwreck {_o— short time /_

UNIT I

137. The Abbreviating Principle. In the following
list of words, most of which are written under the ab-
breviating principle, there are presented words of less
frequency, but valuable in increasing the vocabulary.
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Drill 156. In practicing try to impress upon your
mind the shorthand form and what it represents.

assist S introduction ; 4 permanent C:-——
beauty ; pupil L prominent C o
reply ~7/ illustrate-ion @7 splendid é/‘/
fault / prefer-cnce C/o demonstrate /-—r

socicty /7 occupy-ation (/? conclusion ———

obwi ; i
bvious / acknowledge o conclusive

capable ,-70 appreciate-ion (e neglect —
oripinal «_ independent-ce ..f—(/ discuss ~

entile 27 consequent-ce —3 distinguish /‘6
<

absolute [O associute-tion ? somewhat 2~

popular / familiar J— DUMETOUS gz

intend _/_nccomplish ) discover /7

precede Q significant-ce  2— pleasamt C_~

peculiar é- financial ‘,20— collect s

R S _—m————
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138. Abbreviations for the Months and the Days of
Week. The shorthind forms for the days and
months are practically the same as the lenghand abbre-
viations:

January (/ May —n September /
& z -

February June October e~
March _//) July 7/ November

April (:: August «—— December Z(

Sunday 2 — Tuesday -7 Thursday A

Monday ——= Wednesday .,;7 lriday 4.0
Sawrday ./
139, Drill on the Prefixes and Suffixes.

1. With great composure and a superior air, the
treasurer listened to the exposure; in the circumstances,
his assurance and self-confidence were supreme.

2. At the conclusion of the conference the contractor
will undertake to superintend the construction of the
furniture; he said this was the most obvious and
effcctive way of accomplishing the work.

3. The actual construction will be carried on with
the assistance of the superintendent and the supervisor
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who both will give support to the erection of the
superb structure,

:l. Although full consideration was piven to the
existence of the association, the sugnestion wus made to
compare s constructive work with thar of other
associations in fostering and ereasing human achieve-
menr,

5. Atthe conclusion of the meeting the superintendent
said that the failure of the enterprise was instructive,
but that it would not interfere with the formartion of a
New corporition.

6. The superintendent declined to transmit the
telegram containing the specifications for the bridge.

7. Although he was usually very magnanimous he
was on this occasion suspicious of the trustworthy bov.

8. [ do not wish to reflect on vour veracity, but I
agree that you should observe all the stipulations.

9. He has attained a fair degree of proficiency in
telegraphy, and 1 am inclined to believe that he will
soon be a good relegrapher.

10. He was disposed to take a critical atritude toward
the rransaction, although it had no noteworthy features.

11. To be candid with you, I think that brevity is the
one quality in which he is lucking,

12. The indisposition of the eritic postponed the
first performance of the play.

13. The boy's conduct in that exigency made the
teacher suspicious.
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FLAG DAY ADDRESS OF WOODROW WILSON
(Continued)
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WRITING PRACTICE

Most of us can concentrite casily on a definite action

the shifting of a picce of furniture, for example—or
upon some definite task, such as writing a letter or
learning a picce of verse. The difficulty arises when we
have to concentrate upon things which produce no
mmmediate and definire result, such as reading a book
or a complicated document. We may think we under-
stand it. We may believe that the task has been well
done. There is nothing to show that we have not been
concentrating and that we have imperfectly absorbed
the contents.

On a larger scale, take the case of two professional
men. One has the power of concentration in a more
marked degree than the other. One succeeds and the
other fails. The failure does not perceive that he is
missing his mark owing to deficient concentration, The
successful man wears the other down because day in and
day out he does his work just a shade better than the
other. No great success can be achieved without con-
centration of two kinds—first, concentration on the
main project, and, second, concentration on its particu-
lurs. All the great people of the world, in commerce or
professional work, make everything subordinate to the
main purposes of their lives, and when they are ar work
display extraordinary powers of concentration.

The success of some men bewilders those around
them because they never seem to work, or to work for
any length of time. Their secret is their power to con-
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centrate, and thus to obtain the maximum of result
with the minimum of apparent effort. “Concentration,”
says Emerson, *is the secret of success in war, in trade,
in short, in all the management of human affairs.”

—Lord Riddell

APPENDIX

In this edition of the Gregg Shorthand Junior
Manual, two lessons have been added, in which the
vocational phase of shorthand has been stressed for the
purpose of motivating students to continue the subject
in the senior high school. By the time the students
have completed the preceding ten lessons, they will
have acquired a good working knowledge of the basic
principles of the system and naturally will be eager
to try out their skill in writing, Business letters and
business literature make a strong appeal because the
first reaction to the employment of shorthand is in the
commercial ficld. These lessons will lay the foundation
for commercial dicration and will make it possible, we
believe, to secure a closer correlation of the work in the
junior with that in the senior high school.

Lessons XI and XTI may be treated as an appendix
to follow dircetly the work in the preceding pages, or,
in many cases, where the work in the junior high school
is definitely vocational, much of this material may be
introduced at the appropriate time by the teacher.
This arrangement, however, will influence greatly the
character of the dictation material, since business letters
and commercial literature may be used.
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ELEVENTH LESSON
UNIT 1

140, Phrase Writing. Good phrasing is an im-
portant aid to both accuracy and speed.  In the fore-
going lessons it has been taught more by example than
by reducing it to principles. But there are a few
fundamental laws that can be applied to it. All the
common phrases consisting of two or three words should
be written with the same facility as an ordinary word
form, but nothing is gained by straining after special
forms for uncommon phrases. The following sugges-
tions will be of value in applying phrasing principles:

(a) At the outset short and common words only
should be phrased.

(b) The words should make good sense if standing
alone, as I am glad.

(¢) The outlines for the words should be capable of
being easily joined.

(d) Phrases that carry the hand away from the line of
writing should be avoided; in other words, the
writer should aim at onward movement.

(e) Pronouns are generally joined to the words they
precede, as [ am, I shall, you can, we have.
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(f) A qualifying word may be joined to the word it

qualifies, as good men.

(g) The prepositions fo, of, in, and swith, and the
conjunction. and, are pencrally joined to the
words they precede, as to have, of which, in case,

with this, and there.

(h) The auxil.ia!')' verbs should, would, could are
generally joined to the words they precede, as

should be, would be, could be.

Drill 157. Common Phrases.

ofthe ¢~ we are
itis from you
to the which is
to this which can
Iam

on the

of their he can

SRS

-
P
72
inthe _- there is
et
e
—

of our [ have

all right = 27 there were &

you have }

youwill ~___~

of which 7

it was A

in which 7
by the (

to you P Gid

for this }7 1
at hand /~/ f

I
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may be

will be 7
would be 4
in these —2
in those %
Iinclose —
we inclose 2—"

in regard ——F

and there -/

please wire &2~ for which

writeme & v
isthere 2/

this is 3
there was 4

1 can o

itwil A~—whenthe

1 cannot —— in which (hc;-Z
and have 7 underthe 7~
and that —"* of all w
atonce  thisisthe /’L
atour " that the O
atthe .  withour &
by which / ratherthan 27

can be 7 they will  —~——

one of the ~—~~
and our -/—/
theother
in our B o

in reply -\_(’ you will be 4_(

in such 7 your letter A_~*

andis A
TV | —

—_ and will
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in time
in my
send you-r

cannot be

o

_—

0)—7

o

on that == than the ~

isnot 2

for the }
for him .,j -

for some time %‘ can you —»
‘L_\_/ thatis @

in your letter — p asitis Fe

[rom our

any other g7
ifthe -
we should /
was the -

with you 7
with which ¢7

from which L7 into the — as soan as <7

I shall not

g

notonly —=__ you know ~,

The phrases in Drill 157 should be practiced until
they can be written from dictation with accuracy at

high speed.

_141. Word Modifications. Very useful and distinc-
tive phrase forms are obtained by modifying the forms
for certain words. As a general rule, root forms should
not be changed.

Drill 158. Before words beginning with a downward
character or o, r, I, the word fo is expressed by t. (See
footnote page 84.)

1
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to be [ to favor g to honor .~
to have 7 to please C to receive A%
to pay 6 to believe (,/ w look A~

wship .7 torepresent /~—( to reach A7’

Drill 159. When repeated in a phrase, the word as

is expressed by s:
aswellas & raslowas ¢ o asgreatas 22— Lr

as good as 24— as much as J—/ asmany as &=

as 5000 a5 L—- 8 near as .t.ré as lum::u < %

Drill 160. In phrases, been is expressed by b:

have been I have not heen

~
I have been / you have been /
/a there has been 7”

had been & ( 4 what has been

would have been ?%

has been

it has been &7

(
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Drill 161.  After be or been, the word able is expressed

by a:

to be able .
4

have been able will be able

would be able /;"”

should be able 7

shall he able K

~ Drill 162.  When do not is preceded by a pronoun, it
1s expressed by the sign for dn:

I do not 0/- I do li:n 0/1’ we do not believe ;/G'

has not been able C&_,

6
T4
havenot beenable

had been able é C

had not been able d/Z

0w

you do not -+~ we do not 77 1donot believe 0/(
they da nnt/ I do not see ()/6 they do not know /1'

Drill 163. Don't is distinguished from do not by
wrniting don:

I don't know /1' I don't n:ml.'mlwr/‘vp-
we don't know /v don't believe 4 ?
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Drill 164. Note how the blending principle is applied
in the following phrases:

[o- ,) 1o meet /{ omorrow /
(8
dcl) / tom

0

-

A ~T _
7 to make " at any time / =

o P
to draw to my / what todo ¢~

to mean / to know 7o in due time —~

to do

Drill 165. Note the modified forms for certain words
in the following phrases:

account:
ago:
avenuc:
class:

company:
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fact: uz__d) /—;d _y ,‘_’Qj =
holder:  »*— é\__‘ L-/_, ,2, oﬁu

wic G 6P C—
order: /}/}/ Qﬂﬂ

Plca:;. OLS —;7 s 0{
possible: ?f?ﬂ/w <>

surc: F, G r."_,, a2 °
us: ~ = Q«;{G/ C_ﬁ‘_.,(
weeki o B o, P2 L, 2

UNIT 11

142. Omission of Words in Phrases. Many uscful
and rapid phrases result from omirting an unimportant
word—a word which naturally would be supplied by
the context. These dre illustrated in the drills which
follow.

Remember that phrases which are to be committed
to memory are worse than uscless unless thoroughly
memorized, and great skill in execution is acquired.

Y
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Drill 166. The words from and ro are omitted in such
phrases as from time to time.

from month to -~ from week to week 2

month /
from time to time / from year to year -
from day to day from scason to season L

Drill 167. The word after 1s omitred in such phrases
as day after day, bur the words are not joined:

time alter time / ( week afterweek o
month after __ ~— ~ year after year “_ a -
month oy
>
day after day s 7 hour after hour i s

Drill 168. The word by is omitted in such phrases as
day by dav, the last word being written a little below
the first:

week by week year by year
T

day by day //00 lie by lile ",
-
L
L

line by line 2 O season by season
LS

——
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Drill 169. The word 70 15 omitted after the words
able, according, glad, like, order, please, reference, regard,
regret, relatioe, respect, wish,

r
able to say CG glad to see —

in respect to the = I regret to say Q/’Q

wish to say &Z I am pleased to hear G——C‘A/

in reference to the ——  in regard to the matter a4
7

with respect to the 7~ in reference to the matter ~_
e

Drill 170. Any unimportant word may be omirred
where the sense requires its restoration in transeribing:

in the world — onc of the most iz
here and there  ¢—'  more or less ™
ought to be > more and more s
ought to have 7 on the question )

ought to receive o~—<€  out of the question 7>

day or two / in order to prepare _./%
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in reply to your _.\,év

in a week or two "
sooner or later I o
,-'\_,-av

1 should like to know &
I should like to have G
for the time being )(

question of time —~ =
—

some time or other ,/
on the subject -

1 am of the opinion G—Z
on account of the way “o

in such a manner _—

A
kindly let us know -~z o

Long phrases may be split

son-inlaw o
oncof our 4,

one ortwo 2"

in order to see ./‘
week or two  —7
someof them o
some of those o7
.

little or no -

in the matter

o]
in the market

on the market «

up to the time V
by the way ;

up and practiced pro-

gressively, as, for example T should, I should like,
I should like to knaose.
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UNIT 111
Drill 171. Special Business Phrases.

Dear Sir /r
Dear Madam  /
Yours truly e
Very truly yours /Z

Yours very truly /2

Yours respectfully -
Dear Sirs > 8 7

Dear Mr. /\/
My dear Sir _/

Yours sincercly 2

Yours very sincerely j}

Very sincerely yours /

Sincerely yours _+—

Very respectfully é
Cordially yours  _—,
Very cordially yours 2;.

Lam in receipt —

we are in receipt 2
we are in receipt 2 .

of your letter
pd

Lamin receipt  —
of your order

I am in receipt TS
of your letter

Lam in receipt =2
of your recent letter

on the matter s

on account of the e B

I am sorry to learn oE .

we nre sorry to hear 2
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READING PRACTICE

.”

o2 = <7
—t :")

A

| .-

« &

D

S

g

AP Y S~

B ()

P

"

o
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o) ¢ -

P o —R N A

\ = ,-"_‘J" \ =5 "_
- ?’:»’Z [ o

7 e (B SR /z
‘;1/ o 7 PN gV ) Al
/j T oy 2/2‘_,. g”é o

e~ %M\CA_V d_/

Y C 2y o

(/

O—//”'</\4J—~ —y 2 d_r
g C, / 0,//‘7 P et




184 Lesson Eleven GREGG SHORTHAND

WRITING PRACTICE

The first thing required for success in business is
accurate knowledge of business affairs in general, and
of the business in which one is engaged in particular.

The old-time business man learned all that he knew
about business by “doing.” In the same way, the
physician and the lawyer ar one time prepared for their
profession by reading in an office of an established
practitioner and by assisting him in his cases. The
training which these professional men received in this
way was very inadequate as compared with the training
students now receive in our medical and law colleges.

The practitioners had poor laboratory equipment,
could devote but a porrion of their time to the giving
of mstruction, their own preparation was not any too
thorough, their experience was limited, and their teach-
ing ability was questionable. This inefficient method of
training for the professions has been universally
abandoned.

The need for better-trained men and women in
business has become daily more and more apparent
to the business man. The high prices of raw material
and labor make it more urgent than ever that the entire
staff be well trained. Lack of knowledge of merhods
and processes, lack of training in the keeping of correct
records or in the management of finances—in fact,
every lack of knowledge—means lessened efficiency,
high cost, smaller profits, and possible failure.
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. The 'imp.rcssion that prevails in many places that
Jnerve” will make one’s way is entirely erroneous.
l'o be sure, a certain amount of aggressiveness is needed
to press to the front, but a position thus achieved
cannot be held unless the “nerve” be backed up by
ability and knowledge.

In order to make one's knowledge truly useful it js
necessary to cultivate what may be called the “scientific
attitude of mind.” T'his means the arritude towards
life of one who desires to know the actual facts and is
not sarisfied with opinions or offhand guesses,

There is a premium in active life upon arriving at
decisions quickly and without loss of time. Burt fre-
quently conclusions which are the result of careful
chstigatjon lead to wiser actions. The scientific mind
does not jump at conclusions, its methods may arouse
impatience with those who are accustomed to trusting
to intuition, but the days of the “rule-of-thumb”’
methods are numbered. ~ More and more careful,
deliberate action based upon carcfully accumulated
knowledge is taking the place of quick snap-judgment
and hair-trigger action.



TWELFTH LESSON
UNIT 1

143. Root Forms Maintained. When the distinctive
appearance of the primitive word form can be pre-
served, it is allowable to join without changing the
primitive to form denvatives:

favorable carcless _—  material ——e -

144. Plurals. To express the plural of wordsigns
ending in a circle and of some words ending in a loop,
a slight change is made in the manner of jomning s:

mmes -, carrics ~0 homilies &
cares families 4= anomalics s

145. Concurrent Circles. In the following words the
method of joining concurrent circles, in forming
derivatives, is clearly shown:

186
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namely -5 likely «__ 42 carry ~—7 daily /d

&
dearly 7 mercly —_» nearly —e  payce *6

it will be seen that the second circle is carried over
to the opposite side of the first.

146. Wordsign Derivatives. When a wordsign ends
with the last consonant of a word, the lefe-motion
circle on straight lines is used to express er,

soonet s longer  _~_ younger P,

teacher / former Z_o stranger ://
recorder J voter % {irmer ,Z__.-

147. Ly after Diphthongs. The termination ly is
added to words ending in the diphthong £ by the double
circle:

lightly &2 kindly ~—2 rightly & nightly —=
148. The Termination n-ment. The termination n-

ment is expressed by the “men” blend in the following
words:
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excite-

ment
discernment CONSIEN. refline-
ment 01—— ment %

149. The Termination gency. The termination gency
1s expressed by =51 as in:

agency / contingency /7tmvruuncy 7
<
efficiency J/ urgency / cogency ;/

150. The Termination sive. In rhe rerminavion sive,
the 5 1s joined to v withour an angle:

. ~T . : 1
expensive extensive 37 ) intensive _7 offensive j’

151. The Contracted Forms for ‘‘Hundred” and
“Thousand.” T'he contracted forms for hundred and
thousand are employed only where these words are
preceded by numerals, the article 4, or some such word

as few, many, several:
several thousand )
7

a hundred . a few hundred g_z

atonement ¢ adjourn-
ment

a thousand .-
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many thousands ——— per hundred

- several thousand dollars (_j/
a hundred thousand _'/ scveral hundred dollars -Z

dollars
a hundred thousand __ several hundred thouund__Z

per thousand &

Note th: . - i i
Note that the word “hundred” 1s written under the
preceding characrer.,

152. “Cents” Following “Dollars.” The word cents
when preceded by dollars, is expressed by writing the
hgures representing them very small and above the
numerals for dollars; when not preceded by dollars the
sign for s is placed above the figures, and per c;';zt is
expressed by s below the figures; per cent per annum, b
adding n to per cent. Y

o 3
8850 § S5c ¥ 5% vf' S% per annum g5

The principle presented in D i
nll 152 nde
apply to the following: e B

5 gallons s_—, five barrels f five bushels >

five f i
ive feet 5 5 cwt. < five francs JZ/
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153. Drill on Compound Disjoined Prefixes. The
proper construction of some of the most frequently
recurring compound prefixes is illustrated in these
words:

ancoatralled T’ concentration /77
unrestrained s self-interest (7
disinterested /i’/ unselfish 7
uninterrupted ‘Z‘ unparulleled (_,_/
unintelligent U self-control 6/‘:_,_./
uninteresting | 2 unsuspeéted ——
reconstruction ‘—’:?') unrestricted =2
UNIT II

154. Compounds. The following compounds will be
found to be useful additions to the list given on pagel47:

anybody 7: behindhand & whoever )
anywhere 2~ belong C/\ everybody /
9 herein P

anyhow ¢ however K
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whatsoever whereas oy within

wheresoever 3/ wherefore 07 withstand

whensoever 7 7 wherever %P forthwith
whosoever ,/ wherein a— otherwise
whomsocever 2 whercon  @e—  thereafter

notwithstand- Z,,/r somehow 2y therelore
ing

somewhere 2= somewhat 2~ thercon
byt

somebody o sometime 7/ thereupon

VNN Y Y

M

clsewhere ——& __ therefrom 2 therewith A4

nevertheless Z/ hereon @« heremafrer A7

meanwhile = < hereto &7 hercinbefore ;
g

thanksgiving 72— hereunto &7 herewith

155. Points of the Compass, ete. In some kinds of
business, the forms for the points of the compass given
on the following page will be found useful.

A
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north -7 southern Ao~
south Y eastern - g
cast 9 western g
west 7 northwest —5
northern i southwest 4
northeast — southwestern 2
southeast o northeastern e
northwestern —g- southeastern -

156. Intersection. The expedient known as inter
section, or the writing of one character through another,
is sometimes uscful for special phrases. The following
will illustrate clearly how the principle is apphed:

A.D. 151‘/ Democratic Party /

A.M, e s Republican Party ‘.(&

P. M. —~— Political Party L(é

C.0. D. /o(-’ Baltimore and Ohio ’é
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price list té—/

list price u..(*

New York Central s,
Michigan Central
sclling price L_€ linois Central o~

market price —‘r,/, Union Pacific 42?/
Board of Fducation (ﬁ Canadian Pacific /a(/

Board of Managers 6 Northern Pacific T(

. Chamber of Commerce 7L‘ Grand Trunk —7

157. Imitials. In writing initials, time may be saved
and a greater degree of accuracy obtained by using the
shorthand forms, since they are so much briefer and
can be written in a fraction of the time needed for
longhand. This principle applies also to the writing of
common names, such as Swmith, Jones, Williams,
Nelson, erc.

ab Smith «d Brown ef Jones

Lo A 4
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UNIT 111
158. Principal Cities in the United States. The

forms for the names of the principal cites in the
Unired States given below in the order of population,
1920 census, should he thoroughly memorized.

' P,
New York — -+ Milwaukee © Denver 4 )
Chicagn P Washington ¥ Toledo A%
l'hil;ulg.‘l— o’ 7 Newark oy Providence (_-_}
phia e
Detront & Cincinnatt b (‘ul‘lnu.,- i
ne

Cleveland ‘/Ncw Orleans . s Lomsville 7
St. Louis 27 Minneapolis 4 = §t. Paul v
Boston ; Kansas City I},_. Oakland = ._-O/

Baltimore G~ Seattle 2" Akron o
/ 9.,
Pittshurgh ¢¢ Indianapohs ¢ Atlanta P S

Los Angeles. _i(v Jersey Cuy / Omaba .
. >
S

P

Buffalo /( Rochester . #.7 Worcester 27

o/
San l"mnusmc_? Portland  ¢~—2 Birming. £ _

dn
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Syracuse &2~ Dayton / Paterson é_
Richmond i Bridgeport / Youngstown ~—
New Haven Houston 7/- Des Moines /"’

Memphis _7Hurtford @/ New Bedford - .

San Antonio ) Scranton s~/ gl River £ r

Dallas /Q‘_‘ﬂ(-nnd ' ;(ﬂ lrcmon/b’/A

Rapids

159. Name Terminations. The terminations bury,
burgh, ville, ficld gencrally may be expressed by the
first leter, joned or disjoined as convenient: and ford

by fd.

Danville / Oxford / Shreveport

lackwnvillcd/; Hanford C7) -Willi:unslmrgn?f,f—

Knoxville .-,) Newport 7 Harrisburg ‘}(
Zancesville %» l)avmport@l{ocklurd ._.,7/-

Pittsficld 6 spnngncm@ Millord e, -
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A clear distinction should be made between the
endings fon and o,

Johnston //—V/ﬁ Johnstown A’
Charleston AV 2 Charlestown /L'f/ =

160, Names of Cities and States Joined. I'he names
of cities and states often may be joined:

St. Louis, Mo. ) —*—w Bulfalo, N. Y. //
i

‘ 1
Baltimore, Md. (__.'—/ Rochester, N. Y. »,_,Zr

Denver, Colo, Chicago, lll.  Jfa -

Minncapolis, Minn. -~ Memphis, Tenn.__ }

St. Paul, Minn. Omahg, Nebr, <
S e

Washington, D. C. V6 Louisville, Ky. j

Detroit, Mich. F— Boston, Mass.

161. ““State of” Joined. When rthe words State of
precede the name of a state, omit 0 and join the words
if convenient:

Lesson Twelve 197

JUNIOR MANUAL

State of New York =" State of Massachusetts —r

State of Nebraska )7” State of Pennsylvania }é

State of Ilinois ;;‘Q—” State of Louisiana s
162. States and Territories. The cont ractions uscd

are those adopted by the United Stares Post Ofhice
Department.

Ah. @_~7 Ga. r/ Me. =
Alaska Q__ 2, Guam _—5 Md. /
Ariz.  Qp Hawaii & Mass, =
Atk,. @ — Idaho / Mich, ___

Cﬂ'- /"’Q_’_/ ]". Q — Nfi"l'l- —_—

Coloe: ooz Ind, o Mis. .
Conn. —/ lowa (7 Mo, __

5 Kans. _— Mont. ___/
D.C. /‘ Ky. 2 Nebr.

Fla. o La. _— Ney, ;ﬂ
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N.H. __ Oreg. 2 Tex. ~~ READING PRACTICE
N.1L 7/~ Pa. & Uah < /‘_/ A
e
=" Z_.. - 1 =
N.Mex, — P. 1. (d Ve / 2 7// (7 o =
«? 2 e 1) -6
NY. —\ PR & va. o/ 7 " ST
NG _~a. Rl @ Wash. 7% e A '/7//"-3—“‘"
N.Dk. 7 8¢ ra.  W.va 0j Lg - G- Zr 6 e
o 2 e ) —_ (Q/ 1 o 7
Ohio v S. Dak. .~ Wis. Z ) o /6
| e a9
Okla. e~ &2 Temn. Wyo. 52— 1,_—,--' A s rL";' ¢)>
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v
/2_,5\_.(}\’/
/__f*L—yg_.ﬁ,ﬂ-—»//g_«_//’

/\ﬂr.—u—;ﬁd’:/‘gﬁ/‘ —" T

s/

/-;,.«-}//?uj_rép}/;_/:‘y,—
A 5l
S - R i = e AP
L—/y/’?\a—//’—\///\_f/-—v
— P a5 — . \;?7)7L—vxr/

&
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WRITING PRACTICE- (Continued)

To take an example in the accounting field. Many
business men fail to keep good accounting records and
are remiss in the keeping of cost records, and still there 1s
no other way in which accurate knowledge of the con-
dition of a business can be obrained.

After all, there is a streak of dishonesty in the man
who depends on his “nerve” or “bluff.” He is parading
under false colors; is assuming a knowledge which he
does not possess. In dealing with customers, such a
man will never admit that he does not know, even in
cases where it would be to the interest of the customer
to be frank. He is afraid to throw off the mask which
he has chosen to wear.

Honesty is the backbone of business; without it no
bank can exist; and the retailer depends upon the
honesty of his customers as much as they depend
upon his.

If anyone doubts whether the world is gecting better,
let him study the history of business relations. The
modern business man is honest and knows that his
success depends not upon his being able to squecze the
last penny out of any transaction, but upon the degree
to which he serves. Service, dependable service, and
absolute honesty constitute the foundation of all busi-
ness success. The large firms that supply the nation
and many customers in foreign lands with trade-marked
goods are evidences of the supreme demand for honestv.
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A trade-mark is a promise to maintain quality which,
if broken, means falure. 1 any proof were needed that
the dictares of our conscience, which prompts us to deal
justly and fairly with all men, reveal to us the moral
law according to which the world is governed, business
experience can furnish that proof.  Honesty pays ina
business sense because honesty is a fundamental need in
human relations. It pays to observe it for the same
reason that it pays to observe the law of gravity.
Such laws cannot be ignored withour disastrous
results.
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