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The Silver Jublee Edition

‘H()RTHAND is a subject of Linguistics (language-science), but i
as yet to become a subject of higher studies since it 1s not classified
" a5 such. even after 25 years of Academic Rescarch and the first-ever
Award of Ph.D. Stenography in the world, by thc Panjat
‘University (Language Department), Chandigarh in 1986. The CBSE
'r the UGC are unable to take decision in spite of Experts™ repeated
commendations. That is why, it has not kept pace with the fast
devcloping commuritcation syStcms. Un-Trained Tcachers, improper
‘Examination & Evaluation Scheme and no faculty for teaching and
linguistic rescarch and non-recognition as a profession has not
encouraged well educated youths or scholars towards this noble
profession. That is why there is acute shortage of efficient Shorthand
Writers for various jobs including the Class I posts of Parliamentary
Reporters, though thousands of graduates and post-graduates are
unemployed in this country. '

~ Pitman’s Shorthand is based on the phonctic principlc of
‘Sanskrit and has been practiced in the world for more than 150 ycars
a subject of under-graduate study under Commerce. In India it has
entered the graduate level as a Course in Stcnography or Secretarial
‘Practice or Modern Office Management etc. in B.Comi. and B.A.
Arts in Colleges, Polytcchnics or L'T.Is. with completely diluted
‘examinations, proved by MHRDs NKC Report.

After a long and outstanding Research & Experimentation, the
Author has improved, simplificd and systematized Shorthand with a
linguistic approach to make it more logical. correct, simpler and
systematic as a Script Science with a new Scheme of Study with all
®Cteaching material and electronic aids.

. English language pronunciation differs widely in the world and
& India. Therefore, the Received Pronunciation (RP) has been
“pted for Shorthand writing wherever necessary. Accordingly,
d.’flcanons in the phonetic vowel places of some illogical
°gl'ams or grammalogues have been made and some new added
.\ ﬂl€§c could be casily understood and remembered, after fully

TG their application and practicability in Speed writing,
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Taercines’ This will increase communication skills of students by
learning busincss and official correspondence .Whlcl’l s the main
function of a Stenographer. Help Books with Y1shlsht Audio
Dictation Casscttes are the best source of self-practice to reach the
desired speeds according to onc’s ambition in life. .

Stenography has assumed greater importance today being a

priority subject in Vocational Education as no wing of a dcrr!ocracy -
the Executive, the Legislature and the Judiciary . along with trade,
commerce and industry -- can function efficiently and effectively
without Shorthand Writers. Stenography is a Course in which
multiple job opportunitics are available with the knowledge of
modern electronic aids and Computers, e.g. Office or Executive
Assistant, Stenographer, Personal Assistant, Assistant Prvate
Secrctarv, Private or Personal Secretary, Stenography Instructor,

Training Officer, Vocational Teacher, Lecturer, Assembly Reporter

or class 1 Gazetted post of Parliamentary Reporter through direct

recruitment with prescribed qualifications,

The major failure of students in Shorthand is because of poor
knowledge of Theory and Wrong Outlines, as they do not care to
check the correct outlines,.if given in the Key. by repeatedly turning
the pages at the end of Text Books Therefore, in this New Edition,

the Key to Exercises has been added with the Les

son Exercises s0

Ll

check instantly the. wi O

Nd eners
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elizbeamers. 1 hope: : | great help to i
students and teachers, both, .

The Book has been further upgraded. updated, simplificd
computerized and designed to overcome any difficulty or criticism

The Author will be happy to answer all querries with regard to the

Theorcli_cal and Practical problems including the Evaluation Schem?
of Practical Tests from Teachers or learners.

January, 2010 Dr. G. D. Bi¢
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. CHAPTER 1

Brief History of Shorthand.

ANGUAGE is broadly used in two forms — written and oral
(thﬂCtiC ). Whereas a beautiful language-script is esséntial for its
written form: a relatively casy, short and facile s'cript (shorthand)
is necessary for speedy transmission of thoughts. Shorthand, that
is to say, the script which aims at the maximum speed in the
transmission of thought is, in a sense, the last stage of the history
of writing.

- Writing 1s not an end in itself. We need systems of writing not
only as beautitul or fine as possible, but as well fitted to the purpose
for which they are required. When constructing any system or
Theory of Shorthand, speed must be the supreme guide and
accuracy the valid test.

!

Origin of Shorthand

Shorthand is, by no means, a modern invention, nor is reporting
of Parliamentary Debates peculiar to the modern age. The origin
and development of Shorthand lies buried in antiquity.
Shorthand has been variously known as Tachygraphy (quick
writing); Brachygraphy (short writing); Zc'f;ty_logi'n[)ljia; Scmqm-nphyi
Stcnography or Shorthand (narrow writing) and hun_drcds: of
Shorthand systems have becn experimented and used since time

immemorial.

Utility of Shorthand

The utility of Shorthand is not new to Attt o )
used for various purposes since its beginning. Notaril (Reporters
feported the speeches of Roman
0 write the sermons of religions lea
Used for norations (marginal notes
Protect them against forgery:
Shorthand. George Bcrn;grd Sha

ders of the Church. It was
) in public documents to

w wrote all his literature in

0 T T I T T e

to human history. It has been

Senators. Shorthand was used

Samuel Papys recorded his diary in-
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ame - et Charles Dickens was 2 Shorthand
ikespeare’s plays wcrc-"e%llﬁp‘rcscrvcd by means of |
aesar (the King) is also known to have written |
NCBe "ﬁ%[ﬁa‘vl-i!dﬁ’ﬁ‘l@%’;w.orks 'Eo {crzégﬁw
olicsuthalers ( in the works (?f 'lan.l'l] autl1prs‘, |
indicate that Shorthand writing was prevalent in-ancient India. |
The mythological story of writing Mahabharata by Lord
Ganesha taking dictation from Vyasa also indicates a system 'of'
Shorthand writing in ancient [ndia. In Mughal period Qatibs
(reporters) were appointed to take down Shaki Fermans (orders

of the King).

Thus, Shorthand has been use
the legislative bodies, testimony of |
business correspondence, etc. Its importance has been recognized
by scholars, linguists, phoneticians and political leaders. Shorthand
writers have become indispensable in the present day world and |
no technological or scientific advancement can replace Shorthand |
writers since it requires intelligence, understanding and discretion
\\'I)ich cannot be expected from a machine.

Reporter first. ‘
2110 th]l]]l : ;"7"‘.
in Shorthand

d to record the proceedings of
aw courts, for literary work,

Development of Modern Shorthand
. (Pitman System) ' .

The modern system of Shorthand writing is the product of’
phonetics which received considerable attention in England from
Renaissance period and the general stimulus to phonetic studies |
from the discovery of Indian phonetic work towards the end of the!
18th Century. In 1786, Sir William Jone, a British Judge in

Calcutta, read his famous paper to the Royal Asiatic Societ
wherein he established beyond doubt the historical k.nshi g;
Sanskrit (the classical language of Indla) with'Latin G‘rcckp‘md
| Gerqmn }anguagcs. William Jone’s phonetic work :vas studied
cgrchnlly in English by A.]J. Ellis who corroberated with Sir Issac
Pitman on alphabetic reform, setting out the possible v lrl 52:1
cons'on'ant'sound-typcs, classified by their articulatio & \O\YC a :

by dlStlnCth.C symbols and illustrated from a numb n rcPrﬁc‘:ntc
!anguagcs. Sir Issac Pitman published his Stenoay, ; plue
in 1837 which was later called Phono *"':*'ogml’hw Soufzdhmzﬁi
Shorthand. Till the advent of Pitman’s h{;r‘;ﬂ]y or the Pirman’s
~ systems of English Shorthand writingphadn;%’tct'rfy: t'c?jl,' nCEl'l)’ 1463

€en tried in Englan
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( 'albm; w‘ctgolu'%tom} ].Cl? success. Thus, Pitman’s Shorthand, which was
dC"C.OP. ol years ago, on the phonetic structure of Sanskrit, is
ontinuing even today. The peculiarity of thi e
¢ sovinse dieioiies ¢ peculanity of this system was that the
yowels were disjoined from the consonarral strokes (characters)
unlike other old systems. Majority.of the world languages follow

or adopt tie phonetic structure of Shorthand, with ‘modifications
to suit their requirements.

sloan-Duployan System

After the widespread use of Pitman’s system, efforts continued for
simpler systems of Shorthand throughout the world. In 1884, Mr.
J.M. Sloan of the Institute of Stenographique de Delux Mo,ndcs
of Paris brought out an adaptation to English of the French system
of Duploye. It was later called the Sloan-Duployan System. The
distinguishing feature of this system was that unlike Pitman’s
System, vowels were joined to the consonants (strokes). This
system was also adopted by many languages in India in the
beginning when Shorthand systems were developed in Indian

languages.

Gregg System , :
After studying so many systcms of English Shorthand Dr. John

Robert Gregg, published his system of Shorthand in 1888 based
on the longhand slope (portions of longhand letters). This system
became popular in the United States. The special feature of this
system was that there were no thick and thin strokes and there was
no\position writing. This system is not popular in India because of
its peculiar longhand Roman style, contrary to the writing systems

in Indian languages.

There are yet many sy
languages, but very little i
as these systems. could not make
learners of Shorthand.

Thus, it can be said that b
Popular in the world, viz., Pitman, 5i0
Which the commonly used system 1
Improved versions. ( For detatled s
Stc"ogfaphy, by Dr. G.D. Bist, pu
ﬁ“angial assistance of Min. of H.R.D-

stems of Shorthand writing in the world

s known about their origin, authors etc.
any impact on the writers or

roadly three Shorthand systems are
Sloan-Duployan and Gregg of
1 India is Pitman and its

blished in Hindi with the
Deptt. of Education),

Simple Shorthand 9
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Entry of Modern Shorthand mto Indoa

Ccnturv nearly hundrcd years ago. After its successful u €
- and commerce, its utility was gradually established in the
- administration and judiciary. |

The first batch of Indian youths was trained by- Mr.u:!
Pltman Shorthand, in 1884 at Madras. Latcr the m
Pachavyappa’s College started a Commercial School
under the charge of Mr. K.S. Ayyar, known as the fatl
ommerce education in India. He organized several lec f (0}
assisted by his two followers for noting down his speeches an
reading back to the audience, thus convincing people about th
utility and advantage of Shorthand in saving time and e erg
In 1887 whcn the Indian National Congress met’ at, il'“ :

jo crcforc called the father of Parlmmcntary chortm
The Minto-Morley Reforms of 1909 resulted in the con
of an enlarged body called the Imperial Legislative Co '
consisted of clected Members and their speeches 2
country- -wide attention. Elaborate arrangcmcnts for rc‘
Proceedings became necessary and six high speed’
writers working in various Government offices were .‘—»
reporting duty, whenever the Council was in Session.
1 In course of time, sittings of the Council took long
and reporting work consequently became sti]l heavier to
Thus eight full-time Reporters were appointed for the
‘who were called the Officers of the Fipgt Grade, ]
‘Reforms resulted in the creation of a bi

cameral
‘each House was allowed to have its o legis

wn chortui
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1929, there was a common corps of 12 reporters. After the
separation of Legislature, their number was distributed, and theit
strength increased gradually. Thus Shorthand established a Ll
bearing upon the correct publication of the Proceedings of th
Legislature., S

i
Use of Indian Languages in the Legislature !
English being the Official Language of the British Indis
Government, the Proceedings of the Council were held in Englis
only. If any Indian Member spoke in his mother tongue, the mer
fact of his having spoken in that language was noted down in th
Proceedings. However, if the Member concerned supplied i
English translation of his speech, it was included in the Debates
After Independence, with the establishment of a Nations
Government at the Centre, in 1948, for the first time four Hindi
.chortcrs were appointed to report the Proceedings in Hmd1
Under the Indian Constitution, when Hindi became the: ‘Eﬁt
(national) language of India and all the Indian languages became
the official languages of the respective States, the Proceedings of
the State Legislatures started in their respective official languages
alongwith English. With this, bilingual or trilingual functioning
of the Indian legislatures has become necessary and consequént
the reporting work of the legislature has assumed difficult and
complicated proportions for which a close coordination of
English and Indian language Reporters is very necessary. It has
become essential for Reporters to acquire the working knowledge
of English and the respective official language with which thc’f
concerned. However, for want of proper training, literature and
guidance, efficient Stenographers and Reporters are not av:_ able
in the country. :

The Objective » i

India is a multi-lingual country where bilingual /triling
functioning is imperative. Therefore, to overcome the shortage
efficient English Stenographers and Reporters to enable thejg
acquire bilingual efficiency in Indian languages easily, 168
become imperative for Stenographers 1n Government flnd |,
Sectors to add to their knowledge the adva.nccs made in ».,_ |
of Stenography. The present work will achieve these Obl.cﬁ

Simple Shorthand
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is book is the'product of the Author’s long
rescarch and experimentation in the ficld of Stenogre
 combined with his wide experience of reporting the Procee
of both Houses of Parliament for 3 decades including tea
- of Stenography; organising Short-term Training-cum-Ref
Courses and Workshops for Stenography Teachers and Le
throughout the country. All the deficiencies of Pitman’s syste
including its redundancies, ambiguities, have been removed in't
book. A new Chapter Scheme with logical and definite rule
been adopted, supplementing the phonetic strokes for
Proper nouns to cenable Stenos & Reporters to attain bi
competence in English and Indian languages.
A Practical Workbook for Shorthand writing has been preg
r the first time for proper guidance of learners to make learni
1sy, interesting and accurate from the very beginning, wi
which Stenography teaching is meaningless. The Workboo!
been so designed so as to test the student’s progress in
chapter with corrective instructions and methods. The Pra
Workbook gives enough Practice and Test Exercises o)
apter with Shorthand script (outlines), to test the knowle
skill and understanding of the learners. More than 124
Exercises with script of the Workbook on Dictation, Persor
Business and Official Correspondence (Letter-writing) in diff
styles (formats) on varied matters will help students acqu
necessary knowledge and understanding of letter-writing
which is the main job of a Stenographer/PA./P.S. Corr
dence has been given due weightage in the C.B.S.E. Exa
in all subjects in vocational stream viz. English, Office |
Typewriting & Shorthand. In fact, letter-writing, is give
importance than speed writing in business organisations
enterprises or multi-national companies, in recruitment ¢
or Secretarics. E
- It is hoped that this book alongwith the help-books,
give a new fillip to the Teachers, Instructors, Students a
f peed Writers of Shorthand and will make their task eas

f

‘ft*,_v ‘
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SHORTHAND WRITING EQUIPMENTS
| | t‘? : .v;

¥
X '.ll

.-

'Tlll‘. following equipments/material is required for a learner/
- writer of Shorthand. | . N 1

- Table & Chair &
The writing table should be approximately 75 centimetres higk
and the chair around 45 centimetres high so that the writer caf
-sit comfortably while writing. This height may vary with the
height of the Shorthand writer. - ]
Note Book A :
A standard Shorthand notebook containing about 100 leaves '&
200 pages is an idcal notcbook for Shorthand writing. A rubber
band around the used leaves will make easy opening of the book
The students should learn the method of turning pages with the
left hand gradually so that the right hand is not disturbed while
writing. The movement of the page with left hand should be line
by line as these are written. (See details in Simple Speed Guide).

Pencil/Pen 1
In the beginning a neat style of writing with a Shorthand' pencil
should be adopted so that the thick and thin outlines are clearly
visible. With the acquaintance of strokes/outlines, a Shorthand
Pen with a fine and flexible nib can be used for flowy writing. =

Pen or pencil should be held lightly between fingers of the right
hand so as to permit facile writing. The middle of the fore-arm
should rest on the edge of the desk so that free movement of the
wrist of the right"hand is allowed. The writer should keep his/
- her notebook parallel to the edge of the table, pressed firmly. )
~ the left hand fingers. ' | 4

- Stop Watch or Wrist Watch : o
~The dictator should have a Stop Watch or a Wrist Watchﬂ.
scconds bar so that the dictation speed is regulated properlyst

Simple Shovthand ‘
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given loudlys
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ould be
y the students.

‘dictation passage. T he dictation sh
‘there is no element oﬂniiélicgring b
Computer/Typewriter
Now Computers, replacing typewriters, has eased the &
»f Stenographers for proper transcription of Shorthand e
Srasing/correction is done by Delete or back-space key.

jctation CDs/CD Player: |
be latest electronic device for Dictation recording ane

fiting is done through digital recorder or mobile phone.
Jected speeches of Debates on every topic from botk
yuses of Parliament are available in Audio CDs at requiret
eeds with proper instructions for Shorthand learners. |

An Ideal Shorthand Teacher ;
Shorthand is a visual representation of the language and No
collection of rules and gimmicks. Therefore, what the Teach
ows. is very important and what he is, is more important. E
CrsC nality and influence counts much to govern the student
The student’s ability to write Shorthand has to be measureg
ais ability to read it. Shorthand’writing has no meaning if it
1ot be read back correctly. The student should not feel shy in
assroom if he is not able to read his notes quickly. He sh@
5e encouraged to develop confidence in himself and bcncﬁq
QIS Criticism. Everything dictated should be read back which
e done only if the student is encouraged to develop the h
freading Shorthand regularly. s
The Teacher should elicit answers to questions put by 'hi“'” N
aould expect questions from students to be answered by it
ad out whether the students have done their home wor
dents should not be cursed for their failure but should
d. to cooperate \:vith the Teacher. Dullness should r
pear in the course of teaching,. ' i
1¢ principles of Shorthand should be explained in Eng]
nake students understand clearly, the help of the ¢ ll
al) language can also be taken. Transcription m e
8 h— : ust be Ins
n the beginning to acquire thorough Knowledge of Ea
skly tc?ts should be Londuetcd and the areas of mistakes

Simple Shorthand I
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spelling, grammatical, full stop, punctuation etc. must be pointed
out to the students, for improvement. Quality not quantity shoule
be the watchword of the Teachers. .
- The Teacher should be punctual and should have a tremendous
enthusiasm for his profession and real love for his students. Hi
should be a guidc and philosopher to the weak students and 2
source of inspiration to the gifted ones. Ultimately a Teacher ©
Shorthand is judged by the actual (practical) performance of his,
her students. I B
The Teacher should .make use of all the material available or
the subject. A good teacher is always a student and tries to givi
to his students up-to-date knowledge on the subject. The
should be a good motivator, on the basis of which alone, learning
of the art becomes a highly interesting cooperative effort of the
teacher and the taught. He should try to modernise the method
of teaching from the beginning. This will minimise the drop-outs
from the class. The teaching should not only be instructive and
interesting but also educative in itself. 1
Dictation is the heart of Shorthand teaching. Naturalness)
sincerity and ease are helpful to the students. Dictation should be
given from a standing position. 4
Reading from Shorthand script trains the eye to decipher, the
brain to read fast with understanding and the hand to accept the
words at the wanted speed. If the brain is not trained by readiniz
to digest and grasp the words 20 to 30 words per minute aheagd
of the wanted speed, the hand automatically stops writing o }
account of the brain taking time to accept words at the speed to
which it is not accustomed. The eye creates hesitation and
becomes a hindrance to hand movement when an outline is
written wrong. Therefore, it is essential to train the three

imultaneously to get the shortest possible-time results. 3

Francis Becon has said:

“Every man is a debtor to his profession. It is unfair for
anybody to ignove one’s profession to get its due status” 3

Hence, if the Shorthand Writers or Teachers rcn?cmbcr this, h
profession of Stenography can gain its duc prestige and respec
from all quarters. 4 :

’,

\

4
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| VALUABLE TIPS FOR A SHORTHAND WRIT
© Shorthand is the only art which has immediate and attractiy
~ opportunities. Mere ‘writing at speed is not the sole purpos
. Shorthand writers. It is an acquired art (knowledge) for
" development of which one has to put in hard labour to meé
perfect. The Stenographer is not only required to give ai
“transcription but should also be able to give a summar
abridgement, a precis, a concise and condensed note of €Ver
matter dictated in Shorthand in a business or professional life
Practice of this sort is necessary in addition to his ordinary speed
practice. The ideal Stenographer does not make the context
short or too long. He should remember: ' ;

Shorthand is a delicate and fascinating craft of speee
beauty, exemplified in the quality and legibility of outlinesa
the power to record and transcribe the whole communi€e
correctly, at a speed with which a man can speak Ol
thoughts clearly. ! !

The students of Shorthand must develop a spirit of co
tion which should be maintained throughout the st
achieve the goal and bring the desired results. Once
- start is developed the knowledge of the subject auton
improves and the love for the subject ushers in. 4

[}

A Shorthand writer should be a good rcceiver ar
reproducer for which he must have a sound
language, combined with general knowledge. Wher
cated problems arise, ideas and solutions sometim
tendency suddenly to appear and get lost into oblivi
recorded immediately. Shorthand writer helps to »
the various workings of the mind and capture tk
thoughts. |

The student of Shorthand must have a sound kno
the language concerned, without which he may b
make mistakes in the transcript, i.e. Spclling-
punctuation, etc. The student should keep on le
language side by side, if he is weak in language. y

The student should master the logograms, gran
. ' I ’ b b A
contractions and phrases and maintain the clg

L 16 Simople Shorthand



‘outﬁ Hﬁ*‘bl 1ty"t6 markmﬁlfl‘l ps p agrap and pr
turning of pages of the Shorthand notebook would al ol
helptul to render a good transcription. »-

¢ The Shorthand writer should have patience and should ne Ve
lose concentration during dictation. He should have sh L
hearing and alertness of mind. He should have 1dcqu
knowledge of the terminology of the department where hel
working. He should make use of the available aids for higk
- speed writing such as Tapc Recorders, Slow Spced News B !
letins of A.L.R., T.V., in addition to his classroom dlCtath 18
He should Llcar all doubts about the ¢orrections of Outh 1€
from his teacher or colleagues.

¢ Too much movement of hand and papcr shifting is t m
consumlng It shows the nervousness of the Shorthand wrlt
The size of the outlines given in this book is nearest the ld i
The ideal should not be to make the heavy strokes heavier b t
to make the light strokes ligliter. This will enable the fi

movement of hand in speed writing,. :

Phraseography is an essential element of Shorthand withd’
which its purpose cannot be achieved. Good phrases are thost
where the outlines are joined easily, legibly with forws -13‘
motion of hand. Phrase-formation should be governed b}
certain rules of Shorthand and knowledge of the languag :
Students should not try to manufacture their own phrases
Distinction should be made between phrases having gram:
matical variations by putting vowels. Phrases should. o;ﬁ
thoroughly practised. Judicious use of phrasing is one of ¢

important factors of Stenography. . i

- If these instructions are followed strictly, thc task of Shorth N
writers will become easyand sure. |

Use of “Practical Workbook for Shorthand, chtatlon
Col""'ﬂ’ondence will greatly help students achieve their targe s
Within the shortest time. However, some guidance: for Practice
Shorthand Writing has been given in the end of the Book for

Proper, accurate and quick leaming. a9

o

Dr. G. D. Bist

]
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s “ - CHAPTER 2

Consonants

-

langun
: ge and vowels i
without the eLs are tts soul. In fact
10 some ,ln' Also, Consonants are th no language can exist
‘ parts of the mout) e result of audible fricti
NO consonant can b""“ﬂi or throat. They are so int o {b A i
: e used i ; er-related th
vowel can be : in a language without : *
Shorthand _used in a language witl SIS G
) writing also itholt a cansonant. I
whie consonant . In
3 tich the soul (vowel signs) can E s are the body (Strokes) on |
ave a major role in Shorthand }f Put.' Therefore, Consonants "
Ca?t be omitted by many dcvicc:s(p Onlcnc) writing, while vowels h
Thie Conséhan or rules of theor |
s ts (strok ¥
(syllables) of the lan(guagcc?nc(i) lraShorthﬂnd P S
Consonant letters of English lar tesnot fully dependent.on, the
stroke of Shorthand can rcprcséntl%)uagc. TheRelons, . ner
of English, e4., the Stroke of K o on (Rt s
Q 3 | of K represents the sounds of C (call
(queen), K (king) and CH (chemist); the Stroke of J @
the sounds of J (Jolly) and G (G W sl
y (Geography); the stroke of §
represents S (sec, sea) and C (cite, cease); the Stroke of Z
rcprc;cnts i( (Xerox), C (Czar) and Z (zero); while the single
;oun stroke sound of () Ch, (91) Sh, (¥) Thor (%)Thee is
represented by two or more consonant-letters of English.
Thcrf:for.c, .Sh(.)rthand script has less consonantal strokes and has
certain limitations con}pargd to the longhand script.

Consonants

broadly classifie
ight consonants

d in six groups according to.
(p/b, t/d; ch/i, K/8)
hem the air passes:
y. The next three

ncing them the air |

(f/v, ith/thee, s/

Classification of
The Consonants arc
their sounds. The first €
are plosives (explodents) as in pronouncing t
through the barriers of the mouth suddenl
consonants (m, N, ng) are nasals as in pronou
passes through the nose also. The consonants
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sh/zh) are fricatives (continuents) in the pronunciation of which
the breath passes slowly through the mouth barriers. The
consonants L and R are rolled (liquids) which make double
consonants by uniting with other consonants. W & Y are' semi-
vowels (collescents) which mix with the vowels and the consonant
H is aspirate which is a breathed vowel sound. |

Pairs of Consonants N ‘
The Consonantal strokes of English Shorthand have bedn paired

into /ight (voiceless) and heavy (voiced) strokes according to their -

phonctic value, similar to their classification in Indian languages
based on the phonetic principle of Sanskrit. Thus the light and
heavy strokes of K & G represent the voiceless and voiced con-
sonants of K group [ka (%), kha (&), ga (), gha (9)]; Ch & J
represent the Ch group [cha (El), cha (8), ja (ﬁ , jha (5!)]; T &
D represent the Retroflex T group [ta (), tha (%), da (3), dha
(¥)]; the sound consonants Th & Thee represent the Dental T
Group [t (@), th (¥), d (%), dh (9)] P/B & F/V represent the
Libiodental P group [pa (9), pha (%) ba (), bha ()] of Indian
languages. The nasals [m (%), n (7), ng (3)] represent the nasals
of different p, t & k groups of Indian languages; the voiceless and
voiced pairs of S/Z, Sh/Zh are special sounds of English and
represent sa(¥) za (9) sha (9) zha (%) sounds of Indian languages. The
consonants r (), I (77), w (d), y (3), h (8) do not have phonetic pairing |
of voiceless and voiced sounds and are represented by light strokes
irrespective of their phonetic (voiced or voiceless) character as will be

clear from the Table of Consonants.

Arrangement of Consonants .
Consonants in Shorthand are represented by 24 straight and

curved strokes. Strokes forming part of a straight linc are called
Straight Strokes while strokes forming part of a circle are called
Curved Strokes as given in the following diagrams:

Ptc_h b d

90°,
60°




-

r'_-;m AT Yy 4 y b Lt e f E AR Ll LA v
- | Cht '
| | ]

Other Geometrical Signs of Shorthand
semi-circles | Circles loops  hook

dots dashes angles

B po———F e
N >v < - 00 NOZ )¢

Direction of Stroke COnsopantS _— i sve wall
Shorthand strokes are written in three directions an d Sc;1 )
Downward. Strokes, H(){-ig(;;zrn.l Strokes and Upwara Strok,

| ‘ 5 o heen given phonetic names according
respectively. Strokes have been given phonetic nan & 1

the sound represented by them in the words given 1n the Table;

Tab'e of Consonants

Phonetic Direction | Consonant’s | Sound t"4’1“““‘“’" by
fname of Stroke . | sign and name consonant in words
PLOSIVES Downward | O\ |P | pot, cap, pcen
‘ \& / \ B - bat, ball, tub
o T tap, hat, tale
t ) ’ ‘ D dog, doll, die
/ CHi{chay) check, teach
| / | VA joy, jar, jeep
Horizontal | — |K - key, kit, peak
—> — | G(gay) go, bag, good
I l‘ NASALS Horizontal | /—~ (M m:Cn, mug, met
| H — N no, not, pcn
’ ~ |NG(ing) |- bank, rang, ink
FRICATIVES |Downward t F . fee, [.’hOt(), fit
|" N . van, vote, dove
| : (, I'H(ith) think, theory
;{5 : | THE(thee) they, the, this
‘ ) ) §/ ‘ TIsit, boss, best
. L 700, ze¢al, was
\2[ A \|SH(ish) she, shy, dash
e _J_ | £H(zhee) casual, pleasure
ROLLED = |Upw )
. pward 7 low, pale, lic
_ ’J’ﬂ nra R (ray) ray, rode, pair
SEMI-VOWELS |Upward ' |
; g o5l o | (way) way, wife, week
i 2 < |Y (ych) yes, year, use |
ASPIRATE | Upward ; = i ]
wa 1
P r °/ H (hay) how,when 2'
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Strokes are paired according to their consonantal sounds.
Voiceless consonants arc rep resented by light strokes and .

voiced consONAMESIARE ---w;;.- 3 td.‘byfh"e’:lwy strokes. \iussp-‘,
The first six con w are written Downward. The

next five consonantsi es) are written Horizontally; the

sext cight consonant vritten Downward and the last five
consonants are P'ward, as given in the table. /

tten downward and Upward strokes

Downward Stro es r
pwards. The Horizontal Strokes are

qre written ﬁ'om'
written from lc_ .@r;ipt, parallel to the base line on your
Shorthand notcl%@k,.

Each stroke shoﬁlﬂ’d be written with a Shorthand pencil with
~light and hcavy‘;%toilch.. according to their light or heavy
«ounds indicated by them as given above. The size of the
Stroke should 39 roughly % of a centimetre, so that there
is a clear difference between small signs, half strokes, full
«trokes and double strokes. '

| .
Light (straight & curved) Strokes are written with uniform
thickness while heavy curved strokes are thick in curves and
taper at the ends. Heavy strokes are never written upward.

The qunward strokes of Ch and ] form anlﬁlcs of 60

-

degrees while the Upward: H_& R arc written atangles of 30
degrees from the orizontal (base line). .

Jiet

Joining of Strokéél(See’ Pages 176-92 tor Practice Workbook)

Strokes can be 1omcd together without lifting the pen, as can be
scen in the followjng examples. Every stroke should be written in

‘its own direction.
N pk \/‘;pllm > ..... pch \7v1 ..__(.-.gl
g | |
i TY sk LA\ &S hn

K...tl...)r..\....’shm...z._...shk ..... LoWfT




Exercise ]
Write in Shorthand :

~ i
(«) upward strokes r. /-w;/y -
(b) Dovwnward straight : p..\. .h.\ ll d.\- Cll.f./..-J--. b

Strokes ) | ’
“ curved strokes th. .(.thcc. ( v N\s ) z) sh J 7he )
)
C Horizontal strokes K i i 25N L e DO NS,

Exercise 2
Read, copy & prucrice

. mld, tpk, beh, zmy, glt, bkl dtm, nkl, mml vdl

kng, vjl. bgm, tch, shp. did, vid. jmr, rtl, bmk .

pbl, bdr, vidl, ptid, pkimn, bml, dnk, dmk, wdm, -mnk

L it i s Fp i T as B

. Exercise 3
Write in Shorthand:
I. tkl, pkm, mldn. pkld, ykl, mrnd, shdl, dkml, pch, fdml

2.rtm, rtml nml. vysm, pdit, mmr, wsk, wsdl, hm, rpr

3.pdl, vjld, fdlt, ofl, bmirf. shmg, dthl, shd., zll, pkrp

Summary
The 24 consonant strokes represented by straight and curved
strokes are written dow

. nward, upward and hovizontally. The
Strokes are paired inty

Voiceless and Voiced s ritten
by light and dayk strok iced sounds writte

: es. Light Strokes are written in all the
3 directions, but dark strokes are never written upward.
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CHAPTER 3

Vowels

V()wm. is a speech sound produced by vocal cord without
~ audible friction. In fact vowels arc the soul of the language
without which it cannot be used. The five vowel-letters (A, E, 1,
0, U) of Roman script, cannot represent all 12 vowel-sounds of
the English language. Therefore, 12 vowels have been adopted
in Phonetic Systems of Shorthand according to their sounds.

The first six vowels are Long Vowels and the next 6 vowels are
Short Vowels classified .according to their sounds. The Long
Vowels can be remembered by the following sentence:

pa may we'! all go too

S S

Classification of Vowels

Vowels are classified in Shorthand in two groups - dot vowels and
dash vowels. In Linguistic definition, dot vowcls are called Front
powels and Dash vowels are called Back vowels because in
pronouncing dot vowels, the tongue remains in the front while
in dash vowels it goés back in the mouth.

Long Vowels

The first three long vowels representing heavy sounds are
expressed in Shorthand by a heavy dot, whiile the next three long
vowels representing heavy sounds are expressed by a heavy dash.
The vowels are divided into two groups according to their sounds

(place of articulation and position of tongue), vz., AH, A, EE &
AW, O, OO0.

; Long Vowels
« Dot (front) Vowels - Dash (back) Vowels

Ist 2nd 3rd I;laccs Ist 2nd 3rd .
ah 3 aT . eed  awdl o 3 00T

Simple Shorthand .13



Places of Vowels

Vowels ivided i

o cs l:;r(;:s;?wdcdfmhthrcc places according to their sounds (baseq

10n of the tonguc) and are placed :
their respective place AH i AR
s. Vowel AH s called the fi A

e ' AH ¢ first place vowe|
Es I:ts)ccondlplacc \ov\tcl .and EE is the third place vowel in the cicft
vowel group. Similarly, AW is the first place vowel, O is the

second place vowel and QO s :
. the , :
back vowel group. 1¢ third place vowel in the dash

Use of Vowels on strokes (Consonants)

Strokes (consonants) have been given three places in which vowels
are placed. The beginning of the stroke is the first place, the middle
is the second place and the end of the stroke is the third place.

4 lPlaccs arc counted from the beginning of the stroke as indicated
elow:

Up & Down Strokes Horizontal Strokes
read before | read after [ read before rcad after
(left side) I (right side) |. (above) ~ (below)

1 1 1 y 1 | \ : '
%g 23(,23& :)32 ): \“2 3, 1243 12"'31/'7\3

. 0
-----------------------------------------------------------------------------------------------------------------

Following Vowels
Vowels placed on the right side of UP or DOWN strokes and be-

low Horizontal Strokes are read after the strokes, thus:

1. DOT VOWELS .
(a) A heavy dot in the first place represents the sound of AH(aa), asin-

N pal Y. mall RV palm x=7":calm '..*:.data * Tana
(b) A heavy dot in the second place "r'cprcscnts A, asin-

e aay X pﬁy X.. bay ) say ../%. lay ..C.. they .48 way
(c) Aheayy dot in the third place represents EE, as in-

;- pea...f. tea .\ bee A, fee ) see.... /. she ...). 5

2. DASH VOWELS | - L
(a) A heavy dash in the first place represents the sound of AW, 2511

24 Simple Shorthand
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\)J shoe: .,/3.100. . W00 ..} 200 /. Balu .:......'.Ka]ﬁ

-

Preceding Vawels: Vowels placed on the left side of Up or Down
strokes and above Horizontal strokes are read before the strokes,
as in—
L aid A~ aim A>.0m .. | eat...). ease 7. age

...)...easy .../..each _-_.ache ..|..eight 1 oak =(...oath

Exercise 4
Read, copy and practise: . |
1,ah. \..Papa =7 . Asha N0 palm (. Jat . path }.bath

2.8 {q..date e~ may. N pale G they. &< way. /% lay..J: day
3.ee ~—knee \._pea..)‘..de ./..shg./]..ready.ﬂ..lady ~key
4. aw 7= Kaul /7 Paul Y tall & shawl . ball 5 maul

5.0 .)s0./%. low. s .n0 .'..;boat,rJ..goal.A.road..\.'./.\.-polo
* /-/T ! »
6. 00 \Babu %....Laloo .,)..shoe .)..ooze\\Bapu 1. Matoo
- ; X - -~

SHORT VOWELS: Every long vowel has a comespohd'mg short

vowel. The 6 short (3 dot and 3 dash) vowels are represented by
tight dot and dash signs in 3 places and are easily remembered by

 the sentence: That Pen is not much good, as in -

2. 2" place \_—peg <1 .red\l.bet;\/...bellj .get. []. led
3,39 place . .. tch . ll .ot ek i

A ST L 4 O B N O N T AR A g AT M T T A
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to distinguish between light vowel aand ¢
s. Thercfore, it is safer to writc such

1, i.e., a stroke with vowel € should be
ke with vowel a should be written

It is sometimes difficult
with different pronunciation
words according to the vowe
written on the line while a stro

abo:\‘f.-.t: tl;:; ,.Q..bcg £ 1ad A2 led
2 LIGHT DASH Vowels _
(a) A light dash in the first place represents the sound' of & as in-
Y. bought <. rod A7 doll ). cod (h shop 4. log
(b) A light dash in the second place represents vowel u, as in-
A up e tug A\ rub ... rush ..... e -MUE

(c) A light dash in the third place represents vowel 00 as in- |
g Uma .\ Uppal &.)I.'. Usha /\L Urda @'Umcsh

Intermediate Vowels"
Vowels coming between strokes are called Intermediate Vowels.

When two or more strokes arc joined their first and second place
vowels remain in their places, but their third place vowel is shifted
to the preceding third place of the following stroke becausc the
3rd place of the first stroke joins the 1st place of the following
stroke as indicated in the following figures, thus-

3
1 3.
UP/DOWN Strokes  .\2..5........0~. :
HORIZONTAL Strokcs._rx?'ﬁ.'.".. oregmnd é ‘ 33
as in- : e D R iR

\, feed . L.y shook . ... heed N\ bill ., e mill
.fr. chilly eorffl Witch «f}- lead A-hid A food k

The places of UP and DOWN strok . 1
vowels they carry, thus- rokes are determined by the initial
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places of Joined Horizontal Strokes
Horizontal strokes when followed by Up or Down strokes are

shifted up or down so that their places arc indicated by the
ition of the following up/down stroke, thus-

posmo

Two horizontal strokes joined together are written above the

line, on the line bu.t are never written through (below) the litfe
even if they carry third place vowels, as in-

L..cook ... mink

But since the position of the first horizontal stroke cannot be
determined by the second horizontal stroke, these should be shifted
up or down so that the position of the first stroke is determined
by the following Up or Down stroke,

T Vmental T :.mmutmﬁxonetary.Mame]y
w]mcooked......, /. .‘cookcry..._...'....1...kicked monthly

Exercise 5

Write in Shorthand:
|. Bail, tally, tale, mail, rate, fade, raid, faith, gate

1. Head, ready, shady, rape, show, bale, cope, male

3. Rope, dairy, fellow, wed, coal, pole, volley, make
4. Game, name, gaze, cage, male, tape, lake, shake

3. Showed, cope, chop, rode, bake, making, t:'lku.xg
6. Ship, pitch, dip, rich, took, pool, tool, coolie, into

(Key) Exercise 5

DB\ L NG .yl N M

-----
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6. <,>,k,,¢, s N b

Exevcise 6

Back, lack, tap, cap, latch, at, patch, add, «g8

Led, fed, shed, deb, checking, neck, badge, edge.
Kid, mill, kick, nib, bit, fid, dim, kicked .

Rock, top, rob, shock, lock, mock, lobby, job
Dug, jug, luggage, bug, lung, hung, cull

Book. shook, took, bull, pull, Churu, rush

Exercise 6 (Key)

O i O 1 =

Read, copy and exercise:

N

w

Exevrcise 7

Write in Shorthand :
1., Jack, pack, cash, tap, gap, chap, packed, path
2. Check, beg, yellow, hedge, cheque, egg, head
3. Nick, dig, bitch, tip, rid, rich, jib, hip, bill.
4. Knock, potch, lodge;, job, " rob, odd, hop, locked
5. Tub, dung, dirty, judge, up, hub, rub, dub
6. - Cook, push; bull, bullock, knoick, cooked, looked
(Key)

e S

. LA e 8 g itttV 2

28 Simple Shorthand



4. /\f—’>’\/7’<\ _‘ ] d/\ .. /_]

A Y. TN . R T

6. ._.__,>,\/,\/'—,‘“’"—,_____1,/——,

ane

Summary
There are 12 vowels — 6 Long and 6 Short — paired according
to their light or heavy sounds. These are divided into Dot (front)
and Dash (back) vowels indicated by heavy and light dots and
dashes on the Strokes, in 3 vowel positions.
Preceding vowels are placed on the left of up or down
strokes and above horizontal strokes, while following vowels are

put on the right of the up or down strokes and below horizontal ;
strokes. Third place intermediate vowels are put on the '
preceding 3™ place of the following stroke. Places of horizontal

strokes are determined by the position of the following stroke. '
NOTE:  Shorthand learning requires hundred per cent accurate | |

writing to achieve the targets in the shortest possible time. Mujority
of Shorthand learners do not follow the basic principles. Therefore,
in this Revised New Edition, Key to Shorthand Outlines have been
given immediately after the Exercises to guard the students from
writing wrong outlines, making the student a Self-Learner.

Use of “Pructical Work Book on Shorthand, Dictation &
Correspondence” is necessary for Theoretical and Practical
learning and Testing the Accuracy and Speed which are busic
skills of Shorthand. The Shorthand Theory has been made perfect
on Linguistic Principles after long and outstunding Research and
Experimentation by the Author which guarantees your Success
with all the Help Books and Elcctronic Aids, Audio Cussettes etc.

Simple Shorthand 29
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CHAPTER 4
Short Forms

F()R the purpose of quick and easy writing, frequently occurring
words are represented by small signs/strokes in Shorthand called
Short Forms. These can be divided into three categories riz.,

Logograms, Grammalogues and Cantractions.

Logogram

*A frequently occurring word represented by a small arbitrary
(imaginary) sign in Shorthand is called a Logogram. There are only
24 Logograms formed by dots; dashes, angular signs, circles and
loops in English Shorthand, given in respective chapters. Practise
them thoroughly:

Logograms
.......... a(an) e the cadaaall, o el two(too)
evmtreens OF oeeteen 10 b on et but L L ¥ owe
..J. ¥ ought...s...who ...Za%and ...z should

Logograms are imaginary signs and are not based on the consonantal
strokes. Therefore, vowel signs can not be placed on them to get
Aerivatives of words.

Grammalogue
A frequently occurring word represented by a single consonantal

stroke in Shorthand is called'a Grammalogue. Grammalogues arc
for{ncd with the prominent sounds of consonantal strokes, hence
dcn..vativcs. of words can be obtained by prefixing or suffixing
outlings to these. The number of Crammalogucs cannot be fixed
in any language Shorthand and can be increaséd or decrcased
according to requirernents. Practise the following Grammalogues
thoroughly: ' |
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Grammalogues

simple Contraction: Derivative of a word formed by a logogram

or grammalogue by joining or disjoining strokes is called a
gimple Contraction, as —

VS --t0m01TOW.-X_.._..become ....... governmental ‘/) also

V- differently ..... k’...departmental .A%..em-banked

“ing’: Stroke ‘ng’ can be added to certain dark downward or
horizontal strokes or grammalogues to represent ‘ing’, as —

,.\y.being L., -doing ....77going e .giving

Phrasing : Writing of two or more words or short-forms without
lifting the pen/pencil is called Phrasing or phraseography. Vowels
should be put to distinguish similar outlines/words, as —

..... to do, but ...T..today A——u.10 give, but .10 20
.,\...should be..C .....ought to. \...to be .&--ought to be
..7....to which "7"‘7t° each ..\,...to become

Tick ‘the’ : Frequently used definite article ‘the’ is represented
by a light slanting tick joined after a stroke or logogram or
grammalogue, in the opposition direction, as—

w2.of the .3.....all the. 3..to the ..z.should the ..‘.’...at the
-Z..and the ..¥...on the ..1..but the...¥...had the .\.be the

‘\ ‘put the oy ZIVE the..[..which’ the .uiia can the

Simple Shorthand 31
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Punctuation Marks

These are represented in Shorthand by the following signs:

. .S
Punctuation Mark . Sign Shorthand Sign
|
Full stop x
comma ’ :
Semi-colon 3 '
Colon - f
hyphen -
dash - |
exclamation ! *
question ? ( 3 )
brackets O
paragraph // //
proper nouns Capital letters | P
Exercise 8
Write in Shorthand:

1. They can come tomorrow to sce the big doll at the shop.
2. Pay all the money to the party, if it can be paid, today.
3. If they give the money on Monday, it should be put into the

bank.
But she ought to pay the aitference to the Government.

4.
5. Reeta and Meena should go to the shop and pay the bill.
6. They should pay all the money to the bank on 4th March.

- ~ Exervcise 8 (Key)
Read, copy and transcribe: —

4. e ‘—\.‘>——x. .............. .
5 */l//ﬁ“’/‘(_—-> \lxv, ..........
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Exercise 9

Read, copy and transcribe:

R

2
3
4
L
6

5.

X

=\ L1

Write in Shorthand: (Key) '

1.

All the money should be put into the bag which they bought
today. "

2. If the ship can leave today it can reach Italy tomorrow.
3.
4

They should see the red mark on the map to locate the bank.
. It can make a big difference, if they know the departmental
policy.

They should go today and know the fact which they ought to
know tomorrow. |

6. They can take charge of the boat on 5th March.

Exevcise 10

" Write in Shorthand

1. ) /L_")_....\_,'l ....... "' :

Simple Shorthand 33
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. Exewcise 10

~—~—

<

Write in Shorthand: |
1. They should talk to the King on Monday, to get the differeng,

2. A big dog can kill a large animal, too. | .
3. All should go and watch the match at 2 p.m. today.

4. Each of us can do the job of the department, if given today,
5. She should go to the shop to get back the difference of the

bill.
6. 1f she can manage to get the money, she can go tomorrow.

Exercise 11

Read, copy and transcribe:

| K(_—)«K_V].,'#—LM ..... oL e
2. WNfAN ST o~

o 4 /\ -
3. /’/\/:L\/\’ A

Exevcise 11 - (Kep)

Write in Shorthand
1. If they give us the bundle today, they can get the charg
tomorrow. |
2. The bill should be paid in cash to th / :
il ! ¢ party on Monday, tht
::. ;I‘"dhc.shaufl should be large but it should be red and yellow.
- Much ofit-can be put into the pool'of the Government Bank
5. She saw the large doll being put into the departmental b
| 6. The bag should be given back to the lady who came to th¥

shop today.
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Summary

Frequently occurring words represented by small signs arc called
- Short Forms. These are of 3 types - Logograms, Grammalogues @d
Contractions. A word represented by a small imaginary sign 1s a
Laogogram; aword represented by a single stroke is a Grammalogue,
and a word represented by two or more strokes is called a Contrac-
tion. Logograms, Grammalogues and Contractions are not
vocalised in English Shorthand. Therefore these should be written
carefully according to their places. ,
Joining of two or more words without iifting the pen 1s called
Phrascography (Phrasing). The definite article “the” is represented
by a slanting tick joined at the end of-a.Stroke or short form,

written in opposite direction.

— —— — A —— . o)

e — e —

Note : Short Forms e.g. Logogranms, Grammalogues and Simple
Contractions play an important part in speed writing and accuracy.
Practice logograms and grammalogues accurately by writing then
in their allotted places to get accurate reading and transcription.
Read back the outlines and rectify Errors of wrong outlines, Short
Forms or wrong placing of vowels by repeated practice.

Punctuation Marks are essential for accurare transcription.
Abvays put full stop sign after completion of the sentences to avoid
mis-reading or wrong transcripotion or capitalization of Words.

Phrases are cssential for speed writing. Practise natural and
essential phrases regularly and distinguish between simifar phrases
or outlines. Write correct and beautiful outlines to facilitate correct
and quick reading. Develop the skills of reading printed and hand-
written shorthand script faster than you write.

‘Workbook on Shorthand, Dictation and Correspondence’ i
essential for accurate learning and writing of Shorthand in the |
quickest possible time with Audio Cassctices ctc.

Remember, Shorthand Writing is good, Reading is better and
Shorthand Trunscription is best, to achieve the tarpets quickly.

Adddda

Simple\S[:orthand 35

—



L)
’
v

_CHAPTER 5

e
Diphthongs

Numerous definitions of Diphthongs ar

Phoneticians and Linguists. However in Pho o
writing (without going into these controversies), We 10 ow the

accurate definition of Daniel Jones - €.& va diphthong li'a X
union of two vowel sounds", as - tie, by, my, boy, cow, type, 1€,

in which two vowe! sounds occur.
In Shorthand, the 12 vowels of Shorthand form the 24

Diphthongs of English, (as against 4) in Pitman Shorthand, easily

represented by 3 angular signs, put in the vowel places - lli)n% or
short, which are easy to learn, understand and remember. The irst

vowel decides the place of the diphthong, as defined below.

¢ given in English by
Phonetic Of Shorthand

Diphthongs, their Signs-and Places: .
The first angular sign" represents Dot Diphthongs formed

by dot vowels, according to their first vowel sound, placed in the
3 vowel places. The second sign > represents Dash Diphthongs,
according to their first vowel sound, placed in the 3 vowel places
The third sign” represents the remaining Diphthongs in 3 places
not covered by the 2 signs, as shown in the following Table. c

‘Sign | 1st vowel place 2nd vowel place | 3rd vowel place

j Ly | aai/ai(]) 3ME-3ME atvowel T + @ | etvowel g+ '\*H‘\’
’ 2. > | oi/oy 3iTT-3Tg o+vowel alf +¥R | u +vowel €+é‘r
| 3. A | aatvowel 3+ TR | W +vowel/ TR | ou/ow ,aﬁ/m-_é—ﬁl
. S

h

The st place and 3rd place dipht
the strokes wherever convenient an

hongal signs can be joined wil
d should be slanted for clari)

" 1.(a) The angular Sign Y represents the first place Dot Diphthof

of ai or aai according to the 1st place sound of 'aa't'ee’
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< .
{ b))n second place, it represents the sound of 2nd place vowel A
followed by any other vowel, as in - 502

v, saying...V...payee .\L«..bqyonct..ﬂ....gaity .*"....deity
\%he 3rd place, it represents the sound of vowel E followed by any

er vowel, asin- e

o Jgidiom. Y. idga_|_.:—.l..lndi_g._rx‘.’..Korgg.,f.{{malaria
.\/J..peri_od.AL...rad_ig Aetradium ..., podium X/ Polio

2. (a) 2nd angular sign 7 represents the Dash Diphthong (oy/oi)=
0 Yowel) in the 1st place, asin - :

(b)) In the 2nd place it represents the sound of dash vowel O+any

el, asin -
.Z&._sowing NX...poet .....;...Goa .ﬁ.f.Hanoi X_~.Boeing
.\.;A_x.knowing. .\;‘.\ poem ..’z?.’f..Doyal M.Goenka

@ﬁ the 3rd place, it represents the sound of dash vowel U+any
el, generally used in Proper Nouns, as in -

L duo ..{.... Dua . V7.Barua ..... \, Bua../?..Lui .«Z. . Rui

The 3rd sign  represents the remaining Dot Diphthong aa+0O/U
1al<aTS , in the 1st place, generally used in Proper Nouns, asin - .

A~ Mao I3l A...Rao W@ A=, Kao Hr Al ..Raut,Ir<d

(b) In the 2nd place it represents the remainirg Dash Diphthong
a+any vowel (3r-3m) , used in Proper Nouns, as in -
: 4( .Chennai . }»..Jaya .\‘.‘.Daya\e;,m ..Bommai St Nai 7

Me 3rd place, it represents the sound of Ow/Ow S, AR, -

et JIOW e .COW ... 4], ... TOUL L0 allow ..\, - VOW

N
; .“\ ...out ..\, ..bow . /J . .lpmd o /A owl.z o Lucknow
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(three vowel sounds) .
A diphthong followed by a vowel sound is called a Triphthong, and

is represented by a small tick attached to the diphthong-signs, as in -

v dnxyéf loyal ’(l riot \'A“mﬂy&v lym

v

Q-/ buying..\"i—.w denying /‘“ radii . \1_2, cnjoying

Triphthongs

o are.... require(d)...,.. hour(our) (l- Lord
Phrases ; |
Vo lan YV . lgo Y. lgive “ ..... I had .. for the
. 1do YT Tknow \9‘ I'saw \) I say i | 560
“A— Ihave "I Isawthe ....)... Isce the 1_, I take the \., have the
Exercise 12
Write-in Shorthand: | 0

” Boiling, toiling, coiling, following, annoying , Madurai
2. Qily, Koyali, boeing, bo?mty, buoyant, tide, life , Jaya.
3. Allowed, radio, varying, Naik, now, how, tidy, allied
4. Dairy, defy, verify, right, diet, loudly, malafide
%5, Nayak, dial, tile:, dual, type, poem, lively, Annadurai
6. Timely, period, delaying, poetic, defying, allowing, Pai.
Read, copy and transcribe: (Key) ,




Write in Shorthand: Exevcise 13

Who can go to take charge of the shop right now?

“She came to my shop to get the idol she liked much.

I can give the book to the gup. by tomarrow, if required.
Can it be right to keep the boy out of our departmental game?
Why are they saying and how can they say it to be wrong?

I hope to go to Mathura to revive my memory of our Lord.

O o —

Read, copy and transcribe. (Key)

Exercise 14

Write in Shorthand :
The diary which I saw lying in the book shop belonged to Reena

Roy. She had to get it back on Monday, the S5th May. But lcena
who'liked it, took it away, on the fourth May. The lady who came
to take it back on Monday had to go back and 1 had to give an
apology for it. The lady had a wide outlook required to become
the Head of the Department. The diary read: “Nobody should
have a territory of outlook”.

(Key) :

------------------------------------------

Read, copy and transcribe:
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Execvcise 15

Write in Shorthand
1. Type, ripe, like, knife, hide, litetime
2. Barrier, noisy, bite, mik.e_, time, pile, tile
3. Voyage, almighty, poctic, radium, radial
4. Coinage, fiery, nde, ride, lime, China
5. Mileage, guile, shy, write, nincty, five, deny
6. Wide, widely, wipe, riding, Palai, tidy, dye'

chd, copy and transcribe (Kg')

1(,1 AW "“'k\w/l

Summary

A Diphthong is a union ot two vowel sounds. Diphthongs are:
represented by angular signs placed in vowel positions, according
to the first vowel sound. The Triphthongs are 3 vowel sounds and
are represented by a tick attached to the diphthong sign. First and

- third place diphthongs can be joined to the sirokes wherever
convenient.

L2 22T)
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Altern(ah(le Forms of R & L Strokes

S“I‘Roxn:.s R & L can also be written with alternative (down) strokes
for obtaining clear outlines.
Downward Stroke “R”
1. The stroke “R” is written downward in the following cases:
o & ——— ——— " ______3—________,."
(a) Inmitial R when prcccdcd by a vowel, as in -

ore i - arc

(b) R followed by M stroke, as in -

......... amb Ramesh .. roam—}.’.}. arlnv\/_\hrm

(g) thn Ruis final, as n -
......... T Amir. { shore \\\ pa%&rmour arsssen Al

\\ 54 RO | Mavor /\\rctlrc \\\ fire .. door

2. Inall other cases, R is written upward when followed b\ avowel
finally or for obtaining clear and easy outhncs, as in -
talning clear

———

A5 ray . A5 TOW /\rub /\/Rzma .. /5 TUG

ooooooooo

Downward Stroke “L”
3.L strokc is written downward whcn
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(b) itis preceded by a vowel and tollowed by horizontal strokes, as
in =

(c) itis preceded by a honzont:_xl stroke orF/V stroke and followed
by My as in -

_'_Z\ column ﬁ film /JC\ realm —Z_\ Gulam -

(d) when L is final and not follow red by a vowel, as in -

> Rl s failing >‘ full ...«7... role ...%......rcal.
¥ rail ?. feld /C/rallmg..../{ reel

4. In other cases L i Is written upward, as in -
|

e ] fully / really S5 fellow -/ relay / ruly

Downward “ LR” & # RR”
5. Downward R and L strokes are thickened to indicate the
addition of R Tollowing them to avoid the 3rd-down stroke after

,___.-’\.

2 down strokes, and for obtaining clear ontlines, as in -

L. roll ... roller ...\....ﬁll ...... ﬁUcr..\\bcmr \mucr

....... poor .\ ......poorcr Rfaxr k\ fairer .. admlrc

.rule .. ruler are . arer . % admirer
,,( l ,{ 1 L\d \\d \’\.\d

6. Similarly, after two up strokes, the third stroke is written
~" downward but the parent outlines of the words should be retained
as far as possible while adding R or L strokes t(’) them, as in

Grammalogues
\ ..... arrangcdmcnt \your\‘ year(ear) . J usual -ly
( thanked .......(.... think ..... ( ...... though ...... (....thcm
)....was ... whose :..%...shall ...J..sch;dulcd /o Wish

romm————
'
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Co:}jrqctiohs‘ o %
iy O re-arrange-ed-ment &\/‘ dcpartmc?gal)..s.j. unusual-ly
Phrases—~ ' I
In words and phrases, the diphthongal signs can be joined or

......... [ thank .A—. I have v) I was
| I write y I shall /‘? I wish ‘{ I think

)k Scheduled Bank 7" Scheduled Caste ,y Scheduled date

Exercise 16

Read, copy and transcribe:

Exercise 16 (Kep) |

Write in Shorthand
Far, fare, share, lucky, unlucky, burying, loud, earlier
Thorough, repair, carrier, carry, varying, arrear , lake
Wring, wrote, deer, daily, tally, arming, lcaking

Range, perry, bury, buried, married, marriage, mirror
Firmly, familv, fame, rich, richer, wishing, carmark
Farming, female, fair, fairly, tailor, burial, allowed

O SO N e
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Exercise 17

Write in Shorthand
1. Wrongly, belong, fear, poOF, pair, almighty, Of
2. Valley, bear, knowingly, borrowing, aerial, armoury
3. Alike, filming, urging, area, ready, factory, followed
4. Lorry, memory, memorial, terrntory, laying, sharer
5. Thoroughly, verifying, fourthly, dearth, beer, denied
6. Tour, yearly, terror, fuller, tiller, Neelam, arena

Read, copy and transcribe: (Key)

2. \/,\.N,\;A»/,\’/"/,\'\/,\’_\/' .........
il < ‘ R
3. = ,Z\/, I /’\/ﬂ

;
IS
~
'
A

Exercise 18

Read, copy and exercise:

.......
..
...............
R
tean

........
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Write in Shorthand: _
[ have to go to Mathura early tomorrow by my Maruti car.

Why should they think I was wrong for saying “no” to them?
Show them the item in our show-room today which they wish

L

W

Exevcise 18 (Key)

to buy.

They can get the big idol if they pay the money by bearer

cheque.

Whose job it was to keep the file in the almirah of your

department?

:Exercise 19

Write in Shorthand:

1.

2

-
O

4,

I think the ear-ring belonged to Recna who came to buy the
Year Book at my shop.

Though the film was urging, 1 was unluckily delayed in my
own department.

Usually, I write to my department to pay the bill monthly.
They can go to our retail shop for buying the required tea
and coftee.

5. T can give them your book it they too are ready to give it back
by romorrow. _
6. 1 go to the shop at usual time, but I followed a long routc
(Ke;:)md was delayed today. Read, copy and transcribe:
4 . : o N4 ' -
S. )V(]\V ......
e, (T, Ay
T— L]
5. V.._( Ak Sk

R e e Rt N H

Summary ~ -

gro()\;(':“&rd I;i(ss\;'rithtcn (1) when preceded by a ;IOWCI (2) before
‘ M;an when it is final. Downward L is written (1

:\_{{NG; (2) prccc@cd by vowel & followed by horizontal( st)r:(l)fl‘tcer
S)after F/V /horizontal stroke followed by M, and (4) when ﬁn:lS
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o CHATRT s
rmsofW&Y

Alternative Fo

nted in many €ascs by semi

Sl-:.m-vowms W and Y are represc
circles to obtain clear outlines in the following manncr.

Semi-Circle * w”
(a) Aright semi-circle is used as an abbreviated W before K, G, M
'R and is read before the stroke, as in -
\
s worry 2y Wear

)
2. walk ..2"5 ,warm
\
2N were . wire D\ — work 2. worthy .3
(b) The semi-circle cannot be used if a vowel precedes W in the

beginning of a word, as in -
) warc'.?,{.../.awarc Bl - award

2.2 wake &7 awake ...2\...
s attached before «1,” stroke In the form of a

(¢)The semi-circle 1
hook to represent the initial “W” as in -
i well .y will £ wealthy L3 wealth o willing
U \.p well-being g7 William ) weld 2N welfure
ddle and in the end

(d) The semi-circle can also be used in the mi
to represent W/V sounds wherever convenient, as in -

9) Shiv'  wssidsos Ishwar..}(“".....'. Shivalik .. f...coo.. Shivani

o Dpaclie wecek
worth

Gy Ashwini %‘.\..._t\-food-work e...sca-wccd ........ tweed

semi-Circle of “ Y” (Diaphone U)
The semi-vowel Y followed by a long vowel 0O has the sound of
ny cAstS)

English letter U (the sound of Y. being inserted in 1t in ma
':;lzz:xaﬁh U (;anz;u a'dlphthong.in English language, yet when us¢
e V}\'f ;:n : inally it has sometimes a gliding (diaphonic - Fiwo VoW
e ich is rcprcscptcd, in Shorthand, by a semi-circle of lettel
) )on.ncd or placed in the third place vowel, according t0 facility
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of the Semi-circle joining the stroke, as in-

:-&-,-,---\’ic“’ L« few ....h...duc PO | .. .....l.---jc“'

k 0% sy QUELE \/‘ purcty ‘:' nude "'ﬂ\ cube
y issue vb value .70 curc . \)/ purely. \/kpurlty'

. ur.lnmm

Triphone

Whenever a vowel follows a diaphonic sound of U it forms a
triphonic sound (trlphonc) which can be represented casily by
adding a tick to the semi-circle of U, as in -

A Nareview, 2 greviewing ../ .. chewing ...\... fuel
21‘/’ issuing \/ ). valuer o viewing 4;7 ..... annual

.\_1. annuity ¥ I ...n.asualty\m failure .. 2_) fuel ing

Logograms & Grammalogues

O beyond ..0...you ..l..with ..c.. when
....?.....what . a...would .. revenue ..c<. we
Contractions

..}..... outcome “T==... Income li—... welcome(d)

o Phrases

..7.....with the G... when the ...%..wouldbc ..E....withyou
ia ..... what do you c/L.‘wch.ad A\ we have ssehdaase i yOU
3 what would you '3\ it would be 1. we thank you
A—...how canyou C‘i alongwith the j.wnh thcm
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Exercise 20

Read, copy and transcribe:

e P,

SIS
6. ’\ﬁ,ﬂ{‘\(”, ....... _. ,/,1,\/&

Write in S_Borthana (kqv) y
Feudal, worship, working, knew, ensure, wore, Utopia
nue, deputy, su¢, insurer

Workload, purity, purifying, ve
warmth, worried, UNO

Weekly, wedge, weak, warmly,
Iding, unwilling, walled

Willingly, wilfully, wealthy, we
Workshop, wake, wig, womanish, yearly, warming, assurc
purifier

Worm, warship, warlike, warfare, lieu, duty,

Exercise 21

Write in Shorthand |
1. Shop, worried, walking, wake, watch, annuity

2. Witch, wood, woodwork, wall, valued, wedding

3. Well, weilding, wild, weaker, wallower, ware

4. Wash, warp, wear, wide, wicked, wildly, widow

5. Window, wing, wiry, wishing, wolf, wordy, outgo
6. Wooly, work‘-'gay,. working-day, yellow, youth
Read, copy and tsanscribc: (Key)

1 Lyl byt bl e

3. f,/L/,", - ,ﬂ, ............
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o \%
4 ‘.4,/\,\,</‘,1,1, ........... T, .
Y~ 2 \
R i O 22\ Lo
\ . <
6 0/‘,1'\___‘., ......... ey e R henenns ,c/_( ....................
Exercise 22
Write in Shorthand:
1. What would you write if a book given to you for review was 2

copy of your book?
2. It would be wrong for you to review the failure of the deal

with them so carly.
3. How can you get a sharc with them in the new workshop

when both of them are unwilling?
4. We thank you all and wish you a Happy New Year.
5. It would be a real aid to us if you allowed us to share your

room along with the monthly bill. .
6. The new cooler given to us by you a year back would require

heavy repair now.
Read, copy and transcribe: (Key)

L 3ol s A 2 D DL
2 k\/v\z»\/\wk/\q/ ..... ()Mo

24
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Exercise 23
N ——

i —

Read, copy and exercise:

Exercise 23 (K

Write in Shorthand:
1. We worship Lord Ganesha on cach day, to keep away |
worry.

2. - We are worthy of doing the work, but wc have no time.
3. 1 can give you an unusual work, if you wish to do it willing
4 What were you doing when 1 came to your arca rodav?
5. It was beyond my power to give you moncy for your part
6. What was the outcome of your tatk with the Governinent

the revenue policy?
Summary

Semi-vowel W is represented by right semi-circle () befort
K.G. M. R, initially and L stroke in hooked form. It is used
medially azd finally also when stroke W is inconvenient. Sem"
vowel Y+oo=U Is represented initially by stroke, but mediall!
and finally it gives diaphonic (gliding sound), as due, vie¥
new, .fe.w. So it is represented by semi-circle (s) or (V) accordin:
to joining and is called a Diaphone. A vowel following L
~ diaphone is called a Triphone, written by a tick attached with Il
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CHAPTER 8

Alternative Forms of H & SH

'\" ARIOUS forms of H are provided for easy and speedy writing.
The addition of H with any consonant produces Breathed or
Aspirated sound. Therefore, it is called Aspirate H. -

Downward H
1. The stroke of H is written downward when:
(a) preceded by 'I\O\\Ll as in -

‘/o oh s\ Ahir ... ( 1]1cad } Ohn. K‘Ahlm\ -alia

(b) after Up-strokes and the down strokes \H/L/LH as in -

/7 Rahi /f Lohia . 2; Zaheer . ‘\/i Wahi...#7... Shahi

..... \ hawk —'7 Guha Cﬁ, ﬂmhol 2 Nehru /-Z,, Mohini

(d) when standing alone and followed by avowel diphthong or
diaphonc as n -

17 huge &...... Hari ..\ hobby 3.7 honey ... %

Tick H

3. Init 1l H is rgprcscntcd b\ a short tick attached to M, L& |

et whom ... Hume k“\../‘ hunnnm / Hlmalava

But the stroke H should be employed when prcﬁ\cd by any word,
as in -

\iQ'f inhumanly S unholy.-.\.._..z anyhow s..i knowhow

. -:-.5":”._1/_7",-' Shorthdm!. 5]

= R S Ao
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Dot H i
4. 'The lightly sounded H s rcprcscntcd by a dot placcd by the

SMC preceding vowel, asin - o
W ukcmux,d.ﬁ.. boyhood.}../j.Bahl--ﬁi-lﬂh--‘ °°°°° Shah

------------

Upward SH o B
rd for casy joming and clanty O

5. Stroke SH is writen upwa :
outlines, after certain down strokes, as 10 -
L voshi ...b'l..dish ) fish 7./ .. Mahesh b..'.....toohsh

Grammalogues

odhe
~ languagc{owing) .5 thing .-aew- YOUNS

me ... him

Contractions

\_..A-/ ” Vi g / 7
o anmvining S nothing \ll enlarge-d

Excicise 24

Read, copy and transcribe:

T AR /\,Z\—A,‘/\, ..............

2. d/\,a/\\;\_;.k'\., i iy RSPy e
SRR Y ey N Lt BTN i

PTLRTR A y-

6. -‘..... ) " ..
3 . 2 N
glc,;c, (t;n:i}l:a,hh%dm" hockey, hauled, outgoing
Witcr;; hi »hflppy,- hom.c, homcly, humming, higher
H caV}: ha‘;: 'cl;raguhy, hide, highway, hold, 0:\'nin8
Holid;v " é: : ,‘ '}l:nlg, huge, hurried, hope, how, highly
Wholl . ,H Ip s 1015, 108, know-how, anyhov ; 3
¥, Holi, unholy, hobby, happily, outlay S

2 Simple Shorthand
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Exevcise 25

Write in Shorthand: |
-Heading, heed, heel, heroic, Mahim, harm

Mahal, Mohini, hail, Hari, Hori, herb, heap

Hurry. hurried, havoce, heavily, hailing, hell
His:lﬁmy, higher, hair, hooked, help, bail unleash
H(:Iiday, hear, her, hallo, hauled, hook, dish
Health, hearty, heartily, heeled, heeling, hold-all

ARSI

)

Exercise 25 (Key)
Read, Copy & Transcribe:

4
4 ﬂ,%w,\, ...... i)
s AN, Y

o\
o
N
-
:

Read, copy and transcribe:

| Vo= S \A 8
\:&
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B R

Write in Shorthand = £X€rcise 26 (Key)
1.

It was a holiday when 1 was going to Mathura by Rail.
"

2. Would you think it to be wrong it he had a link with the party
in power?

3. Ourmonthly bill became due on Monday which was paid in time.
4. You should be ready to teach them only if they like you.
5. Indira had given all her life for the welfarc of humanity.

6. We will give you all the know-how and help for the annual
vouth Rally. |

Exercise 27

Write in Shorthand:

1. He was at home when we saw him a minute ago enjoying
health and wealth.

She can also come to sce me along with her nephew on any
holiday.

3. He had nothing to do with the file which you took to him.
4. Her enlarged colour photo was liked by her colleague.
5
6

e

- Only vour will-power and work can help you to go ahead.

- Why do you like me tc share.your room when I have no liking
for you?

NI AN VLIS

B o T .o 7 s W '''' g *

. orizontal strok , s
by diphthong /, diaphone Tiro 2t ey standing alone followed

ckHi
ward). Dot H is used when Hs * i5ed before M,L &R (down-

) ound is silent is wri
for clear outlines with certain strokes - SHis written upward
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CHAPTER 9

Phraseography

j\‘ ~ 1N two or more words are written without lifting the pen,
it is called Phrascography and the outline thus obtained is called a
Plrascogram.

Phrases are absolutely necessary for gaining $peed in Shorthand.
Thercfore, phrasing should be done for frequently occurring
words. Phrases, should be facile, legible and clear. Phrasing should
not be done tor words in which th(."L is a rhetorical pause or
where punctuation is necessary. A number of phrases can be made
by joining of strokes, short-forms ctc. but the following points
should be remembered while phrasing:

|. The first sign of a word or logogram or grammalogue must be written
m its position and thereafier the following stroke or short form (logogram
or grammalogue) should be joined with its position, as in -

A Thave a I shall have { I shall be A should be
L. YOU CAN. . L hecan . n(-\ you may be ... should have
7.\ you will be Z-\ he may be (( with them C\ with it

5 who was ..... ... she was ....4.. which was .. L]a\ why do you

4\ ought to be .A—..how can you “(‘Y/\l think vou will be

2. For the sake of easy joining, hooks, semi-circles may be omitted,
a5 In -

n..\ you were ...4.... he were . 1_\ who were . A which were.
NN, vill be ?\ he will be VN itwill be . £\ which will be

sy TCAD be Vi Nl can have .66 who will be .. )2\ she will be

3. Distinction should be made in similar outlines or phraseograms
by position writing or vocalization, as in -
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v N q 3 |
.......... Lam 2N T may ") [ see ‘3 Fsaw Y770 T give

.. A8 A Igo \1 I had ‘1 [do ; with which cousfons With each
) to which /; to cach .~ to me ae=: to him ... to you

4. For the sake of easicr jeinings, grammalogucs may be
substituted by strokes wherever necessary, as in -

Ar? howmuch ):7 so much \..7 too much (// they were

. - ifthey were  .....e==77. we were R were
' Contractions |
although M. altogether .. together
he 2 almighty .M., already ..... Y today
Phrases .
3 ..... what was AA... YOU should be .. 4. .... he should have
A who should be (.\ they should be 4 which should be
7‘\ whatshouldbe .. )..... she should be “!'k it should have
........ he would be L who would have ... ).... she would have
{ what would be i__ what would have kd it would have

k it would'be L\ it would become .M\you may be

/ATx, You may have r»t you should have Z\ he should be

.......... with you ,\9 what were you .75 are you

A%, how are you . PR, how can you..a_ . how can we
. 2 v
| A__( how can'they . Acvts how many ...... \/L'\ . any time

j Iwishyou ... "\_. Ican have .Y .\ I will have to be

.................. I can give you V_“ I'givc you.

‘H/ I think it will ... Y\ Ivhopc v\n/_ I hope you will
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[ do hope . \1\ [ had to be V\\ [ hope '10 be

. . * \'
what would have ...3.... would you ). she would Enpoy
- . . o ",.1 - %
» \ what willbe ..g... whenyvou ...y t0doso w to deal with

- . . NN ¢ e
—7 inlicv of ... Y. ob o

X by and large )/ctu do away with gl

Exercise 28

Read, copy and rranseribe:

1. (NV\WA\__L"“\_._V Sk

3, el \"“’k'nkﬁ“/‘\/l,
R PR~ E i S b - :\. )

5. TN T B A I /k\lz—‘-r/?,
o Y gt N\ D ey

Write in Shorthand: (Key)

1. I think you should mvite me to give a talk on the working of
the Bank.

2. 1was given enoug'i time by them for doing the job tor which
you should thank them. . \

3. Would you like to ¢njoy i Linvite you for my birthday party 2

4. 1 showed him a new almirah in the Show-room which he
liked to buy.

5. Anybody who can go tomorrow with you, can take leave to
sce the hockey inatch. '
6. We can also reach Shimla bv tomorrow if we hire a taxi,

Simple Shorthund 57




D

E'cercz'sr- 29

Write in Shorthand:

1. I thank you for giving me cnough time on the 5th March.
2. They were at the gate ot the factory ar the time of the fire,

= ' . .

3. What would you like to do with the big watch you boughy
today:?

4. The new idol of Lord Rama which came to the showroon,

today was liked.
5. When are you going to have vour new showroom?

6. It would be easier for you if botl: of vou come together to the
fair.

(93

Ewt'cisc 30

Write in Shorthand (40 words per minnte): | o
Ifyou like 1o go to the shop with them // today, it will be easier for
you to get the »/ manual help of the dealer to remove the big.

almirah.# But if they are unwilling to take the heavy luggage (1)
today, you should ask them to give enough time on / Monday.
When _\.'uu g0 to the shop, you can get / in touch with the dealer
for carrying out the job.// You should be rcady to pay thcr
demurrage for the (2) delay. If you wish, I can help you by way b 0.
a Bank guarantee to the dealer with whom you / are dealing r_wc')\\-
In my view, it will be far // casier for you to rely on the party. It )(;l!
(3) u-'ish, I can also make arrangement to pay the moncy / to t ;
deaier by romorrow. I hope they will get / the money in time.

ish y : ’ and 1 also hope to be with
;\(;;h( ‘)} <))u to be hcrc' #/ by tomorrow o ki
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Exercise 30 (Key)

Read, copy and transcribe?

‘) §

K7 o S DR v ....... xj'\\’\,\\/'\/\’v\/)‘ .

Exevcise 31

Read, copy and transcribe:
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Exercise 31 (Key)
Write in Shorthand: (40 words per minutce ),

Usually T go for a walk carly daily. But voday /' | was delayed p,
the Tady who came to see # my ailing, bov. So 1 had no time o
read /7 the book given by you on Monday. Anvway, Twill (1) Zive
voil the book tomorrow,

It vou wish to enjoy / the heckey match, you can come to me by
4th / March. We will go together in my car. Raju will Z be tog
happy o see us at the gare. My (23 duty was to keep in touch with
you torthe / martch. T hope vou will like the game and will /7 come
to me well in time. We will talk on 47 the ontcome of the match
when we get together. I (3) am also of the view which was held by
you. / But do write to me how much time you are / likely to take
to come to me. I'wiil be 2 happy irl ger vour idea firmly now. I do
(4) hepe you will come along with your tamily to Dethi. (170 words)

Stemmary |

joining of two or mose words witlout litting, the pen is called
Phrascoavaphy The first word /sign,/stroke should be written
according 1o its vowel-position and thenssubsequent cutlines be
joined. Granimalog.aes are substitored oy strokes tor clear and easy
joining. An cutdine cepresenting 1 phirase is called a Ploaseonram.
| _ANALYSIS _
. Pitman Shorthand has only & diphthongs (as against 24 in‘
| English), writter: by wigular signy and semi-civele U which is _
ot a diphthong (See Page 46). The remaining 20 are shown |

as Diphones written by simitar angular signs. A tick attached |
| to Diphthong is classified as Triphone (not Triphthong). The { |
| classifications  of Diphtiongs and Diphones have been |
simplified i Chapter 5 & 7 of Simiple Shorthand, . Al
. Diphthongs are represented by only 3 angular signs, written
Lin 3 vowel places, according to first vowel sound. A vmf’el
| following a Diphthong or Diaphone is represented by a tick

| attached to the angular sign which forms a Triphthong or

| Triphone respectively.

o
>
>
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CHAPTER 10

The Circle

I:\' order to obtain quick and casier writing the consonantal
sounds of 8 and 7, are represented by a small circle.

Circle “ §”

Initally the sma] circle represents the sound of § only and medially
and finally the sound of § or Z. T'he circle is written '
(a) inside the curves, as in -

e, SAUC &p SaVES .. 23.... SOUFCE . San. SCEM . P, Sense
.......... SIENS Q.5 Sings A muscles <. tising ..l dozen
= . . .
N pificer 2T ANSWET Qg4 SINCCIE .. CoSSN
but: ) season ..3...... scasonal \{1 faciliry

(b) ourtside the angles formed by two straight strokes joinea
together as mn - -

‘ | | . .
WY = risk T task oo d—. desk N basic
"\ OSSP otd.. eCCde .>° ...... _passage (V history

-

(¢) with left motion (anii-clockwise) with siraight strokes, as in -

Ro SPACE ... t, seeds 'a'a sages ..27... SOITOW ...x. use
. " .
... TaSLY o cask s razor %o/wxscr ..:&.ways

(d) Initial circle is read first and final circle is read last. Vowels are

read in relation to the stroke not to the circle.
(¢j Circle S may be added to grammalogues and short forms to

. get derivatives of words, as in -

t diffcrences \ arrangements . governments

e YEATS C thanks (, thinks ....b.... its . banks

A5, TEVENES .. Ny cars\b yours ....4£... hours o wishes
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Circle & the Strokes

<. Stroke § is used when it stands alone or it is preceded by
vowel initially or followed by a vowel finally, as in -

)' say ) ..... sce )-— ask .7).. racy . /). Lucy
) ..... saw’ )/ assail *) ..... sauce ‘)s‘ saucer )J CCase

) essay’ D ASSCSS 1.( asscssing cekena .. ASSESSCCS

p . - o s aopa G L " W
However, the stroke S is written finally to represent “ous” when
preceded by a dipthong,/diphone sound,.as.m -

“ .
\/s tortuous .. 6 )ovom...B ..... pious. "Z ....... ingenuous
. lad .
L joyousncss /S arduous SRR ) P Innocuous
.

. ’ - )y = = ‘
but } Spacious ....... '—/o callous n\/]/p mcritorious

3. Stroke Z is used initially and finally when followed by a vowel,
as in -

.
Y4 zeal X7 zail . 5\ czar ... ). 0oze ~.}.- 200 ..}, z€ro
Y TOSY v )< zealous . 2 ...... vozing ..., zealously

S Circle before aspirate H

4. Initial sound of S followed immediately by H is represented by
doubling the attachment of H The rule of upward and downward
H should be tollowcd when inital S is lnnnuh.\tc!) followed by H,
asin -

; 2 Sahu ? Sahi ..... Z .- Sahir 9 Sahai . Z/ Sahni
But the sound of SH is always represented by its stroke, as in -

......... Shahi ...J..... Sushma 27 Shahanshah )r- Shicla

Stroke L and Circle §
5. Stroke L lmmcdlatcly followed or preceded by a circle attached

to a curve, is written in the same directions in which the circle is
completed, as in -

C,, lesson ... L .... cancel ..

. Bansal
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Logograms & Grammalogues

.........

Contractions
L especial-ly oo, selfishness ..\ becomes Y2 always

Phrases

on his ....g.. when is the

..........
.........

Exervcisc 32
_._—-'_‘-—.' - ——

Read, copy and transcribe:

t

3 >t ,__D,Aﬁ,f'o, ...... VA RS T R
: ) - . - 7 -
4 \_._.Pn .’.U,, D, B - D S 7(°, ......... ,7

/};f)-\/’,/q'/‘n’l(\./(\

: l .
Side, sight, refuse, fees, answer, snake, also, MAssIVe
busy, patience

1

2. Save, savings, poisonous, desire, amusc,
3. Besides, discuss, receipts, Cause, missiles, slashed ,Scholars
4. News, sONES, sows, licence, lessons, sales, smash , scale

5. Sole, issucs, dose, laws, €xcuse, wise, use, smashed

6

Wisely, tasty, less, shameless, resign, dozen, enslave

Simple Shorthand 63




- ety

Exercisec 33

Write in Shorthand:

L. As far as I know, he himself delayed this case showing
selfishness, |

2, He was looking worried on the annoyance of his officer.

3. Some parties in the House always use the right of speech ang
speak on all subjects. z

4. Sir, I oppose this Bill especially because cay party dislikes sug)

a selfish move.

The role ot this Council is only advisory, Thus it can be said 1

be a uscless and powerless body.

6. Somebody had said something on the influence of Railway

officers, on which he was annoved.

(Key)

n

Exercise 34

Read, copy and transcribe
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Read, copy and transcribe:

O Lo b, e

(Key)

Dusk, debts, warchousing, ves, mosque, voice, vice
Rulsmg_, risc, ditterence, council; base, scholarly, assessor
Bus, mills, pills, bills, scene, Shakespeare, slash , illusive
Socks, soap, such, these, amuse, causing, sins, also
Misuse, uscful, sold, tussle, music, guess, already

Mass, things, languages, singing, signing, alwayé, skills

Exercise 35

(Key)
I am sorry to pass on this sad news to you.
I suppose this dose will suffice because it is heavy.
‘What is the reason for allowing these topics i this column?
All his influence has become futile.
I am listening to the speeches of the scholars on this issue.
If you desire, I can help you in this case as much as I can.

Summary

The sound of S/Z is represented by a small circle for easy and
quick writing. Initial circle represents S only, but medially and finally
i\t represents s or z sound. S circle is written with left motion with
straight strokes. It is writtén inside curves. Stroke S is written when
it is alone or preceded by a vowel initially or followed by a vowel
finally or to represent “ous” preceded by a dipthong/diphone.
Stroke Z is written initially and finally when a vowel follows. The
sound of “SH” is represented by the stroke only. '
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_ ~ CHAPTER 11

. The Large Circle

A large or big circle represents the addition of SW/SS/SZ to

the strokes, according to the following rules:

sw Circle o _ '
(a) If the circle is enlarged and joined initially with a stroke, it

rcprcscnts thc double consonant SW, as in
sweets O sw1m..../‘.?...swnch

sweet 8. ’swelling O// Swaraj. . Swami ... Qe swing
because of initial

but “sw” cannot be joined with W, Y,H strokes

attachments, as ;
B sixray...e./-"f—q swaylng ... e‘/.......scwa....e/'...:...'.. sewak

§s/SZ Circle .
(b) Medially or finally thc large circle represents SS or SZ, as in -

\'P necessity S0 faces . Xo... bases \o.... buses...9.. cases

Circle & the Vowels
(c) A first or third place vowel can be indicated inside the big circle,

as in -
/P resist ....1.... exist ..... [ ..... exhaust . __,9 EXEICIiSe .. 7rmnee- axis

ooy thesis No... basis Lg ..... analysis _(P cxcrciscd

d) Plurals ’
iir)clc oy and possessives can be indicated after S stroke’or big

'{}l Lucy’s . policies - M jéalousi&s el do’s
...... ‘T . Government’s ... ... EXercises - ',.' vrees SOUNCES
(¢) ‘ wo sounds of S- \SQ are rcprcscntcd by S circle and stroke, asin -
........ 0SSESSC

}_ P S passes ... access ...+, ExXcess

/
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.. recess ... raises L dose LB ;ioscs

o) cease 5 decease 5 diseases, y size
Grammalogues
P olrselves e resource ... themselves.
_ y
; _ Phrases i
b thisis - . L. thisis the .....25...... assoon as
0/', as well as & asweknow ... O . asis...Q..isas
)
€ aswe think ... %=/ aswecan ... .. in this subject
F it is said % this has to be Qv—n ..... as we have
Exercise 36

Read, copy and transcribe:

Lﬁbngﬁgﬁﬂmﬂﬁiw%;

5 Q, g., ?', ’ O\',N ,/\0

(Key)
Basis, thesis, necessities, Ramaswamy, swell, resourceful
Sources, resources, losses, taxes, taxi, cases, fixes
Ceases, forces, races, faces, fascist, excess, resourcefully
" Excuse, sizes, laces, voices, analyses, loses, resourcefulness
Sweep, sweeps, Swiss, switch, swim, swimming, losses
Swear, swinging, pulses, horses, bosses, bases, asscsses

O TR L N
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Exevcise 37

ite i and: .
er.‘tcljizcigcct)stts':vam, synonymous, kisses, ariscs, rc30ur§¢s
2. Excuses, cxcessive, losscs, passcs, Passages, ‘?mphflslzcd
3. Riscs, roscs, docs, t0€s, YCS, followers, swelling, sizes
4. Sweethouse, houses, rouscs, railway.s, Wages, successes
5.- Genesis, offices, misscs, shocs, Sllel‘St, desist, assessors
6. Resist, fanaticism, cmphasize, agencies. success, excesses

Ker) A | -

........ PRI B

R ) SO O V. 3 Y. St

4 &\,—52,,9\,/(/2,‘4,01.@

6. /P,\\?{%,L),w,_@

Exevcise 38

Read, copy and transcribe:

L. Sir, Tam sorr Y, I have no work for your son in this office.

2. Thcca.scs which I saw on this subject are worthy of analysis
3. The thieves themselves have giy

search at the sites.

The offices were away and the causes for so many deaths giver
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by the ofticers were false.

5. This is the timf: when we can discuss this subject in Jdetail.
6. Aswe know, thisis a futile exercise you are doing in this subject.

Exercise 39

~ Write in Shorthand (40 W.P.M)

The synopsis which you have given has to go to / the
language cell which will pass it on to the / Academic Council.
Fifteen copies of the synopsis have to be 4/ given to the
Academic and Rescarch Councils who sclect the (1) subjects
and the Rescarch Guides. The scope and the necessity / of the
research work has to be given in the / synopsis. The Academic
Councils select such Research Guides who know 4/ the subjects
fully well. If necessary, a new Guide can (2) be given to the
Rescarch Feliow but it causes delay. / It is necessary for the
Research Fellow to be in / touch with his Research Guide on
the subject and work 4/ with him. It is he who has to guide
him.(3) (Kex) (120 words)

...............................

aaaaaaaaaa

c/'\g.L;/o\v-‘ ..... SNk

Summary

A large initial circle represents SW while medially and finally
it represents SS or SZ. It follows the rules of circle S with
straight /curved strokes. A first or third vowel sign is put
inside the big circle. Circle cannot be used when a vowel
precedes or finally follows S/Z. SW circle cannot join with
strokes W/Y /H because of the initial attachment.
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and represents th,

1o s called 2 Loop < :
[ k\' oval shaplgd U;_IIC{ ;Z the stroke, according toO their ruleg

ird of the length of th;

t W/Y/H) with ]cft
ddition of ST to the

(a) A small initid :
stroke, attached to straight str
motion and inside curves, represents the a

stroke initially, as in -
.m‘.stcam..w..stonc B stake 'f ..... SEALC cosedioces stop
. . ‘
). stOre .. stove e still ..osoreeeeses SfOCk.....,f ..... stage
(b) The loop representsaddition of ST or SD to the stroke finally, asin-
_
s Tase QST s Nyt fused . A refused ...—a. gUESt . used
i . o |
3o MESE 1y vast  .TS... costs ... haste ...e.. west
(c) Thc ioo . R Yeon /
% o p is also employed medially, as in -
M justify 25 clastic M. testi
: . Wi 1CSTL ) ]
1, Cnﬁsting g_b ctatice 87 ty ...... ~.. testng
otianae cs Ll o b
7. statistical ...}, dusting

But the loo
p cannot b
ﬁ . ccm l 7
nally or occurs between § fn?;jg hcn. a vowel follows T or D
’ as mn -

stroke, joi Op Is ingre
% Y5 'lt l'CPrCSCnts STOf the lcngth ofa
........ faStCr h_ R1 asin -

b\d.!Sturb : duster, : .
S e Mmaster \&" barrist P €. masterpiece

Simple Shore x Ste
",’a”d \ r r --ob:.. toastcr



“Aginvestor .e; sinister ..z toasters b disturbs’~#. forester
But STR loop “is not employed initially with any stroke.
Grammalogues
g first .72, influenced .....~... NCXT o most

Phrases

ﬁ‘_’\ ....... for the first time .0, first thing .. Y — - nrst week

b/‘ at first rate .a\m first and foremost ..... 4 ..... first aid

\ﬂ Law Minister E@ State Minister /& Railway Minister

D

.. Home Minister LQ Deputy Minister \....... Food Minister

Exercise 40

Read, copy and transcribe:

R s N e I A o
2. L, g /q ,.__a._a)\-ﬁﬂ. N /'bi
3. b-,ﬁ ,.(“D,.\’p.’/o g~
K>S . &
4. ......---Y..f.7-%-.’-.A.c,un ” @
5. loyl) Ny fE g frrge Ay
6. K’ . 'f, Ai.,..‘j.?..,... g offorey !
(Key)
1. State, stockist, columnist, wastes, dust, lust
2. Test, fastest, latest, excused, enthused, roast
i. Toaster, roster, muster, barrister, minister, youngest

)
<0,

Masters, solicitors, stars, registers, posters, youngster

Ehcst, rest, behest, lest, yeast, hosts, musf, Invest
Supposed, stages, adjust, suggest, stop, still, almhost

— — o —— L —— G _ = o WXy Sa e . S adel T U ]
N . = o - LT y J I T L RN S N S S S — s m——



Write in Shorthand:

1. They will have to justify the hasty step which they took In tf;
case. .
2. She refused to testify the case which was disposed of today by
the Jury as it was unnoticed. ‘
3. Honesty is the best policy, but can lawyers be influenceq by
this?
4. My youngest son influenced him to remove all the posters of
the wall facing my house. ‘
o. This post was also refused to him since he had lost the faith of
his Minister.
6. The stockist lost the case as his solicitors missed the date of
appeal of the case. (Key)
LA b S
2. FAN g L"\, ' b n, o
./1' ‘V) —.D ...... J.\: ...... !....\....é/.o.__usn / . X
3. \'f.n\ ......... LT ,\w\gg
L B i BT N T2 e o
. M e T T, T pesessdes X
5. é\')‘/)/\d‘v\. -q:_o? | - \(sa )
t
6. .22 /\a. _‘.Q?OP-('Q.F\ ........... > —~—Q..x
Exercise 42 (Key)
Write in Shorthand:
}. Voiced, invoiced, announccd,v honest, amused
2. Reduced, refugees, postal, coastal, mostly, barristers
3. Justifying, kissed, missed, styled, stylish, style
4." Stecl, stool, lists, vast, vastly, emphasised, spiceq
5. Caste, caused, costs, costly, roused, aroused, pests
6. Hostile, host, invest, feast, justice, chased, gig
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Exewrcise. 43

Write in Shorthand (40 W.P.M)

If you wish to help the artists, columnists or the / best
scientists of India, you will have to enthusc and / induce them
to have a thorough study of the subjects 4/ which they wish to
pursue. For this purpose, the States (1) should earmark money
which must be given to the Research / FEellows in various
subjects of study. The big business houses // shouid aiso involve
themselves in this task by earmarking enough 4/ money out of

its annual receipts or income. Such a (2) step will boost the

morale of artists, scientists and the / columnists who feel helpless

in going ahead with the ideas // or research schemes they have.
The best thing would be // to test the abilities of the artists or

the scientists.(3)

The big business houses who were supposed to invest in/
this research rreposal were ready to go ahead. But the // small
business houses showed unwillingness for the reposal in the //
absence of staff and monetary help by the State Government. (4)
Who will bear the cost of research which may be / successful .or a
failure? So in the absence of big // investors the reposed schem
of research in these subjects must /// be discussed with thz

Government by the scientists, next year. (5)

Simple Shorthand 73 |

" T roos DA BT SR T T ST T LT BT

— e —— —




Exercise 43 (Key) L ,/L AN

Summary
A small loop attached to strokes with lefi motion, represents ST initially
but ST or SD medially or finally. The length of ST/SD loop is 1/3 of the -
length of the normal stroke. ST loop is written inside curves. A large

¥ 4 Simple Shorthand



CHAPTER 13

— -

‘The rolled consonant strokes of R and L are also represented

initi ' brow, fly,
by initial hooks forming double consonants, as pray, A
blyow, dry etc., for easy joining with other strokes. S/Z/W/Y/ H/
R/L strokes cannot be attached with R & L hooks..Vowels on
hooked strokes are placed and read according to their places, as

explained in the following rules.

R Hook
(a) A small initial hook written with Right Motion ¥ (Clock-
wise) adds R to the straight strokes, as in -

v 7 .
.\..pray > ..preach. “Vtry : 1 ...dry 1-/ .drawing..]...true

7 . . 2 .
'L( .drawer ..cy-...CTOW. o .gIOW a5 growIng ... k...address

L Hook R .
(a) A small initial hook attached to straight strokes with Left

Motion  (anti-clockwise) adds L to the stroke, as in -

SHR and SHL Hooks

Hooked 'shr' is always written downward while 'shl' is always
written upward, as in -
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..ﬁshcr.&...prcssurc ...}..trcasurc -2~"-.--Shl’imati |

. shroff .
&/...social /. official A\ shelf /A shelve l...g) essential

ble Consonants

d with the double consonants according to thejr

Vowels & Dou
(f) Vowels are red

places, as in - § -
LS. L place e plays N prime R WY trick \ ..... apply
it leader.. 1 travel ;... pressed \7 butcher "4“"""38'18&),
\..1] factor i chemistry .. mastery -\T--./-“-\’----fOrcstry

(g) In order to obtain easy joining, L hook is employed in mgy
i . o T . JdY
cases, even though it is followed by a vowel, as 1n - )

..&....chicﬂy ....t..dccply "{_‘ briefly &/ thinly S7N.. nullify
A locally. A% localised ...%..brutally&t).' freshly .C{_.lphilosc)plu
\.......foolishly N ofﬁc'ially { doubly L‘W tacklin'

. 5 ) g

Grammalogues

A Dr.(doctor) ...1... dear ...."...,dtlrillg(drinking) . f... truth
il chair gesifflss ChiCER sttt larger ....... 'ﬂ ...... largely
.......... call..e—., cqual-ly...f...dclii'cr-y LA el £.. tll |
" \IC;ontractions
.. unprincipled ... 7. enlar
o e ger ... ). disbelief (eve-d)
\,\ removable \"f-j influential ...\... r__‘ equality
0 Phrases |
widasatall L?at all . d
costs \,\ I-rcmcmbcr-cd._.-..&.... I bclicvc(d)

: gw Dear Sir .
‘o vo \/% Twill tell you ... I will callyo!
... totake phe

"\ yOu may recal :
IK during the last year ...

\ < "0 Rimple Shorthang
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Read, copy and transcribe:

Exercise 44
K

(Key)
Player, plead, blue, manner, banner, rubber, former, traced
Morally, normally, cordial, corner, paper, properly, trouble
Pray, farmer, rumour, trail, drilling, norms, corporal
Virtue, turmoil, tormerly, durable, notably, possible, grow
Teletext, telepathy, hammer, teacher, profess, professéd, pro
Profuse, professes, telegraphy, telescope, telescopic, tree

SRR SR

Exervcise 45

Reud, copy & pracrice:
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1. Trust travelling, pride, blowing, replace, ?ciggcr, dm\va
2- Crowd, enclosc, enclosed, enclosure, spcgmhty. rubber

Specialists, faithful, specially, ever, cmplo’ycr' producer
. Employ, employcees, treasury, crics, bright, bla.m;:’,‘ dralw.bal
Reply, tiger, Meagre, total, totally, tr.'c:lsurcr,. disa c,;l; occS
Larger, legal, illegal, feeder, otherwisc, flowing,cmploy

AW

Exe}'cise 46

Write in Shorthand (40 wW.PLM) . _
.r sales policy for the / next year.

We are happy to announce ourt .
Our Branch Manager is proceeding on tour tO // your place in

April. We will be thankful if you #/ clear your dues by the close of
this year. As (1) you are aware, during the last few months, we
delivered / to you many items and you were given full liberty /' to
either pay our bills in cash or by crossed // cheques. But we regret
deeply and are unhappy to write (2) to you on this subject. We
hope you will be / equally worried for this type of lapse on your
side 4/ in our business dealings and will try to clear our // bills and
settle all issues with our Branch Manager positively.(3) (120 words)

.
--------------------------------------
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Exevcise 47
Write in Shorthand (40 W.I.M)

Can you tell me how many States are today in / India? Which is

the biggest and the largest State Assembly / in India and the name
of'its presiding otficer? Can // the proccedings of a State Assembly
or its Council be (1) broughr to the notice of the people by the
Press / if the Chair rules it our? What are the special / privileges
and liberties of the Members of the Assemblies in 4/ India?
Members can take the press to task for any (2) breach of privilege.
[t any paper does it, it has / to express regret tor such a lapse.
The House takes / proper care for the rights and privileges of
its Members. //

Last year, the Railway Minister spoke on the role of (3) safety
measures because of over-crowding in the Railways. But / since no
resources were available, the revenues of Railways decreased. / The
number of workshops for repairs were increased in three 4/ zonal
railways, and money was available for renewal of tracks (4).

e W SNPND EoN e ho N 7.
L\Vvlfmlg[/\-«/?—” ........
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CHAPTER 14

Alternative forms of Hooked Strokes

Tm-: curves of F, V, TH and THEE when joined with R & 1,
hooks form two curves called the Left and the Right curves written
according to their motions. :

" Left & Right Curves

(a) The left curve is used when a vowel precedes and the right
curve is used when a vowel follows. However, initially only left
curve of FL is used, as in -

e affray .. \... fray ...... Q.. cther ) three —Q author
V
3' throw....().... through ...'.Qo..'othcrs Q either Q aflow
\

G flow Q..r\ flame QT fled S afﬂict.g./...\. aflame

(b) But when joined with other strokes, the convenient curve
should be used, as in - : :

\L Virtle oW f'ramc...g;\. verb S‘.vvcrbal L\ adverb

./:.f)..._lc-.\ther.[*.‘.).. loafer T....\. coffer ./ ). lovcr.f{s.bravcry
df joyful 1 arrivnl.M thermal S flagged é\nﬂc

(¢) The stroke SH is written upward before K/G initially
hooked; and after certain downstrokes, as in following cases:

U attrocious
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intervening Vowels
(d) To obtain clear outlines j |

ght vowe| oy
hooked strokes. (2nd place dash ¢l can be placed with the

cutting the stroke), as in -

........ challenge ="M\ nerve ’\(\ Burma S nullify
<7, nourish M tolerably .7 moral 2., curse
fctimass corner .Mcrcury L’}: nervously .. Y.... perceive

_[l;...;.,-,utclcgmphy- ~SP.. nurse 47 turkish } purchase
(¢) A diphthong/diaphone can also be useq with hooks, as in -

\J . = .
é.»y pioneer \1,” cngineers .../ ...... junior . lecture

L3y

(f) A heavy vowel between the stroke and the hooks may be
separated by plaglng a small circle in place of dot vowels and two
dash-signs in place of dash vowels, as in -

° 2 '
&==Gorki ‘:] Negeraj ‘\/1 barley {:n sharply ..eu.co Noor
N ¥ @ it
.... M park ...t dark Z\ charm ......e===.... Coorg

(g) The hook should not be employed when a heavy vowel intervenes
between the hooks and the strokes or finally follows R /L as in -

....... V tail \_‘v/ futile \/-' tally ... ... morale

S Circle & Hooks - X~ : |
(h) Initially circles S/SW /ST can be joined with the R hook by
substituting them in place of R hook to straight strokes, as in -

..... t. stray ... \... spray X straw o screw ... .. scrap
X SUpreme .. Suppress o, ¥ suppressed ..o-.. seecker
| ::‘..sacrcd...?\._swccpgr ......... sweater... e s agar .__..stagger

(i) Medially a'nd. finally S circle is sﬁbsﬁtutbd in place of R hook
With straight strokes, as in - ; e
k?\ describe Ny disagree YW, scribe

() In other cases S circle is written inside hooks, as in -
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: : i i A .
CY... supply 2. SInNe -+ Mystery

‘.&.....sutfcr...&. civil ” gare 3 rg\
-_‘]. S".z‘.imhicyclc \....possiblc.%y-}’rlso prOSpcr
......... extra,. v

Grammalogues
: 9 there(their) ') through

iy Mr.(MEre) «e-e: valuation

... nor .s— ncar.....m.... surprise \ surprised
J.....sure D pleasure Lover. S C\’C_l’)’---"h however
Contractions .

....... \. rcmarkablc—ly..;:m( mergly }f' surcly QL-\ fulfil-led
i\.q_.fsurprisingly&w.c\'prybodyg.vcvcrything .~>— .Whatever

---------

whenever ..t...whosocvcr .L.whatsocvcr

: Phrases
....?....through out () they are ). there are vj' [ am sure
B 1 have plcasurc' ......... forever ..o 2No..... in the first place
‘A.... first-ever .20 first class .5 ¥/ very well ..\ very much

D '
more and more ...4.... there would be ... Jw... there may be

. ..there can bc.m there will bc.gs,g.thcrc_ is no reason why
'l\ there should be K there has to be D\ thereistobe

................. %....... I‘amsur.priscd }—v\ it seems tome
Exevcise 48

Write in Shorthand:

Traveller, drivers, personnel, pcrsoﬁality cruel prcscribc
Cr_'uclty, transistor, flower, ﬂoor,'honou:' prcs;urc, stopp¢f
Dinner, measure, otherwise, average, Sh;imati loveliest
Author, manner, minor, nervousriess. north tru,c'ly Vigowusy
Summer, trouble, summary, summa}i?y tr<;lly 'fo;gct
Thermos, forgets, Thursday, cover, thi;ty, off::r, suffering

O N s
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Exevcise 48

)
-
3

6. J\v'\,'—"kﬂw\v ..... ok
Key) * als : .
1. ltotally disagree with Mr Grover and 1am surprised at his remarks.
2. The valuation of the property is far from reality and is very
much on the higher side.
3. We were very much surprised to hear the remarks of some
people on our Cricket players. ' |
4. ‘The doctors have a sacred duty which is distinct from
¢ngineers, scientists, artists ctc. '
3. Morally, vou have no right to recall him from his studies in-
- this school. ' —
6. People who believe in duty for the cause of humanity always
~ believe in almighty. '
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Excrcise 50

Read, copy and transcribe:

w

u’l

¢

<
5
5
4

Exercise 50 (Key) |

L. Supplicr, spread, supremacy, suffering, sooner, prison, scratch
2 Framing, verbal, revival, flock, frock, lover, lovely

3. Nursing, phrases, course, cloth, clerical, cadre, Matric

+. Regional, original, enclosed, enclosure, caller, favour

5. Desirable, red ress, dressed, traced, tracer, Britannia

6. I'risoners, géomctry, favourable, lovelier, fervor, neighbour

- Exevrcise 51
Writc in Shorthand (60 W.P.M)

The figures given by the business houses arc incorrect TFhese are
to be finalised by /'the auditors before placing them on the agenda
whichis to be put before the / Regional Advisory Body. The manner
in which the date is fixed is also improper since 7 it is necessary to
issue, a circular to all members of the body to invite (1) their views
on the items to be discussed in the agenda. So the protest of /

some members is correct and | very much like to correct the
procedure to.be / tollowed. However, this time the officials who
were taking wrong steps may be excused if // they are ready ©
apologize for their lapses. They should be fully aware of the .
rules and procedures to be followed in official dealings, and !
necessary, they should be / given a refresher course. Sir, Iam afr&'bc'
our endeavours to inVest more money on '/ this scheme will
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futile unless the dealers remember their promises and fulhl t_thll’
tasks. 7/ _ _ cial

Whatever facilities are given to our customers, can be bene icia
to them if they keep (3) proper business terms with us and fulfil
the promises in licu of the facilities given / to them. We hope these
will be remembered by every dealer. We can assure our / dcal.crs
for our Engineering services to be always available in every city,
howsoever.small it 4/ may be. Having assessed their requirements
we will try to increase the services of our enginecrs.(4) (240 words)

(Key) )

-----

o
&
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hooked E/V/” rH,/THE are used for

[s. SH is wntten upward
Is are s¢parated by a
gn in place of dash

of initially
and indicatio
[ntervening long vowels
circle in place of dot vowel and by double dash st

vowel. However, intervening light vowels/diphthongs can be Plac-cd
on hooked strokes. Initially, S/SW/ST before R. hooked with
straight strokes is indicated by substituting them in place of R hook.

Alternative forms
convenient joining
before hooked K/G.
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CHAPTER 15

Compound Consonants

‘ ~ HEN two consonants immediately follow each other, they are
called compound consonants. Compound consonants are represen-
ted in the following manner:

(a) WH: Aspirated W or compound consonant WH is represented
by increasing the hook of W stroke, as in -

Ctwhere -7\ Whip %anywhcrc ....é,.».{.—.—..\'.'histlc

(b) WHL: Aspirated W(WH) before L is represented by increasing
the hook ofW with L stroke, as in -

6= wheel V<. . vhllcﬂwhulcrs ...(.:..WMk: f whilst

(c) KW/GW; KY/GY: Compound consonants Kwa, Gwa, Kya
& Gya (joining of W /Y with k,g) are represented by a largc initial
hook joined with K & G; as in -

Lo ] ... quartcr....ﬁ:.':'.(]...thty C_..‘ cqu:ty.%.—.\.....quom

/\'t.(a linguists .&=..... V... Gwalior ....5 ... Gyani.
Compound Consonants
Consonants| .Strokes | as used in following words

WH I ok where .%..whisky o P
WHL | ...C i ;

KWA/KYA

i
GWA/GYA | ..€—...

MP/MB | ...
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‘ AP
(d) MP/MB: M stroke is thickened for the addition of /B whep,

P/B is not initially hooked, as in

<« embarrassed ‘Au/c] impartial .

. ' g loyer"....No.€mbrace
but 7.f \... impress ~ XAacemblem”... employ

Grammalogues
TN improvc—d-(improvcmcnt)

- impossible ...C o.... qucstion-cd ...,...C/.....whcthcr

....... ... important-ance ...

Contractions

Exevcise 52

Read, copy and transcribe:

(Key) Exercise 52
1. Anywhere, awhile, whims -

. - » quarters "
2. Quality »  €Nquire, inquiry, QUickc,rq:zri‘:ll(tllcs ok
3. Square, l.lng'mst, sympathy, Sympathi;c : Ys ql:llt est
4. Request, quire, acquires, elsewhere: wh amps, camps
5. Whips, stamps, bumpy, imposeq. 1. vherefrom
6



Exercise 53

1o

6. .

Exercise 53

Write in Shorthand: (Key)

Impossible, improvements, emperor, impressed, employee
Ambassador, ambitious, humble, humbly, employers
Employees, quick, quickly, quicker, carthquake

Quickest, equip, quarrel, quota, quack, quest, employable
Squaters, trilingual, wheels, quiz, whisky, questionable
Squeeze, query, quarry, bilingualism, lingua-franca

Exercise 54

Read, copy and transcribe:

2. Wo./%¢/(,\\_’“ «]Vr)\x

b Bt Py g 2 g
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Exercise 54

Key . . '

1. Itis very important to know whether improvement is possib|e
in the quality of these pumps.

2. Nothing is impossible on this eart

best. _

3. The scientists and engineers have to acquire the know-how tq

set up a steel factory here.
4. Wherever you go, you will see large camps of college boys and

girls. o
5. If you impost heavy penalties on tax dodgers, it will surely

improve the State revenues.
6. It was unquestionable to challenge the arrears of pay of the

employees.

h, if the scientists try thejy

Exercise 55

Write in Sshorthand (60 W.P.M.)

The improvement in the quality of these booster pumps is admirable
and we hope the / importance of the quality will be realised by the
purchasers. Wherever you go, you will // come across our traders and
their workshops for quick service and repair. In the last /// quarter at
Gwalior our Engineers had to repair 30 booster pumps free of charge.
The (1) farmers whether big or small, were happy with our service. Our
customers are advised to / approach our dealers for quick service
whenever they require it. While dealers have fixed // quota for quarterly
service, it is possible to increase it wherever necessary. Nowhere we
have /// come across any request for changing our dealers or service
engineers. We are ready to (2) offer free service to our customers
through our traders wheresoever they are placed and whereinsoever
/they require it. With the latest possible improvements in the pumps we
hope there will / be no cause for worry to our customers, We request
you to enquire from the /// customers whether they wish to have the
monthly services of our engineers through our traders. (3)

However, we wish to assure you on the importance of quality and
the services we / have given you during these years. No penalty was
ever imposed on us nor anybody // raised any questions on our services
or the quality of our booster pumps or our /// engineers, Realising the
importance of our business dealings, all the bills were quickly paid.
(4) (240 words)
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Summary
Compound Consonant Wh is indicated by enlarging the initial
hook of W and small hook on L stroke. Kw, Ky, Gw, Gy are
represented by a large initial hook on K/G strokes. Mp/Mb is
represented by thickening the M stroke. LER and RER are not
compound consonants as a vowel occurs between LR and RR. "
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CHAPTER 16

Final Hooks

N,F,V are represented by

I REQUENTLY occurring consonants _ :
according to their rules.

final hooks for easy and clear outlincs,

N Hook s
(a) A small final hook attached toa straight stroke withn

represents the addition of N to the stroke, as in -

ght motion

‘/~ John ool chain .372.... coin 502 rain a2, hen
(s brain 3' train 3 ..... drawn ... grain .csm.. (ranc
J den ... run X ..... Pran 3' drain 7. wine

(b) N hook is written inside curves, as in -

----------

F/V Hook
(c) A small hook written with left motion to straight strokes
represents the addition of F or V to the stroke, as in -

.No... puff .. N.... paffs ... rough o2 TOOf ...«%... hove

/ half ... groove ‘.v/ wife ..<cq7.. wives ...a. gave

(d) F/V cannot be expressed by hook with curved strokes but is
written by the stroke, as in -

XL five LA ive NS :5Ne loves Y\ knife

.'_._./-1.’., move ...é.. Shavc ......... thin “&. 1caf ..../k.a.' lca\rcs
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(¢) Hooks can be employed medially whenever clear outlines arc

obt ained, as n -

} plaintift } ..... plenty ../\’ punish . A . training

.......... drowning .N...... painful . graphu. ... defeat

[L/dnwdmb I_.o .suddenncss wbammgﬂm" happtnmgs

?.... planning " S attaining ...... (/{k_\j) finish

Hooks & Vowels
(t) Final hooks are not used if a vowel tollows N /F/V as in -

Termination-NER 4
(g) The termination “ner” is written according to facility, as in -

o m— e gunner ....A...runncr _L/ opencr
o'\ :

ed T COTNCT . 8t banncr....:]_'/ ..... trainer ......!.........dhmcr
(h\ S5 QEQ Q'l' SD STR joincd with N hooked straight strokes

...... ; ..thinner

- dispcnse..{l\.l..dlspcmcd Y. br.nns—g .expenses...... tins

L% diSPenses .. F i glanced e glam.c.._.?./ ..... chance
(i) S circle gives Z sound when placed inside the F, V, and N hooks
to indicate plurals or singular verbs, as in -

¢ . Wives ... arns V24 balloons 4. waves ... calves

(j) The sound of NS and NZ should be distinguished by u§xng the
hooks and the strokes, as in -
....... &.u fence Cs.... fines .(\.) mince .. &2.. mines

------------------

lens /a hncs ...ca.... men’s
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- Grammalogues ¥
' : IDIOR e gover
.a—, significant .a—, significance ..~2: op! n

: : experience .. experienced
..o[...cxrcumstancc 2 Union . — P :

Contractions
A_cxpensc-ive ... responsc-ible e OVeTIION
....... disadvantage L} advantageous g diéadvantagcous
.F2\ unicnism & circumstantial @ substantial-ly
Phrases LA |
L\ who have to be ..... 4...... which have ....... '\ number of
../X....which have been ..«...which have to be A.t you have been
l\ ithas been ....&{... which has been (\_‘ they have been
Mo aboveall ....... 4\ ...... who have bcch ................ out of tune
"I/’ out o_fturn L on behalfof ..... L therc have been
..... . there has been ... "\ws.... Thave Bccn \K{\j} I had been
{ he has been ..... a& who hasbccﬁ S ..... they had been
é{ she has been “S in these circumstances ...... |;--- outof
= carried on ... gOING ON /( =} our own
Exercise 56

Write in Shorthand:
1. Mine, tuff, cough, ove, pave, beef, calf, refer, generalised

. Reference, plai )
Re » Plain, Ministries , human, Summon, pin, gone
» Meaning, phone

: o |
5. Painful, reckon, earnings, | » Planning, twin, hen

> learn, evening even, open
cen. fan. final. firalle » €ven, op
. Often, fan, fi ’ nall), Wcapon, thcn, restrain, governs

Qv b W N
=
5
®
E .
=2
3
2
(2]
-]
s
A
=
5
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4

Exevcise 56 (Key)

—

TS R SR VO S A
2. /,% /12 by O \.,
%\r}vw%,\j,n“,m,\:‘

4. /Q_\}, ...... gossesRtss gk \/ ....... B/’ ,/

Exercise 57

Read, copy and transcribe:

. e S o
NI AL P A AR
4. .ﬁ?,./.\f’.,./" 22 g Al AT ey

5. u- ,4’., J‘,f/v,vw,/’,s.a,\_a,?
6 d"/..,..-t)v’ (/‘, /.a_/,d/,,d ’ y Py

Exevcise 57 (Key)
.- Lines, coins, joins, dispensary, trains, training, drove, unionism
2. Drive, driving, women, main, mainly, means, dense, suddcnly,
furnishing , :
Tense, wife, punish, finish, furnish, dance, romancc unions
4. Hence, runs, loans, mmcs, Chamcllor, groovcs regain,
furmshcr
Chain, Japan, tone, shine, wine, rain, known none, manhood
6. Sign, assign, Jain, Menon, hen, ten, strcngthcn, melon

ju—

£
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Exercise 58 ( Key) ,

1. There were nine long iron bars lying in the godown.

2. I will join vou in the evening training at ten O’clock today.

3. A Stenographer wrote to an oil dealer to despatch ten “tons”

of kerosene oil. : '

The month of June is the hottest month of the year.

The machine was sold by the salesman at reduced price since

it was out of date.

6. Everyone would like to listen to the daily evening news
bulletins.

w

- Exevcise 59

Write in Shorthand: (60 W.P.M)

The Regional Seminar on negligence of workmen has done a
pioncering work to heip the / workmen of various factories and
mines. It hasimpressed the working class as well as / the employers
to pay their ducs in time and allow them to form/ and re i‘s)tc;' V4
their Unions with the Registrar of Socicties. The emplo 'frs often
misusc their authority, abuse their (1) powers to sL:l.p:)rcss and
oppress women workers eveh in N
V‘I’)orkcrs’ / health schemes, legal t::; lf:!acrirlliii :sf nr:!amt-ang peace.
‘creches for women employees and proper pla;micanmg . I wages,
equality, peace and harmony in the various facto; :sg Ifla;lw{‘, :rns:l:'z

% ’
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to high prices the 4/ purchasing power of the factory workers is
going down and the real value of coin (2)is shrinking. The Govern-
ment is worried over this issue. Unless the employers heip the
Government, / nothing meaningful can be done for the workers.
The employces’ Union should realise the difficulties / of the
employers and behave responsibly to the advantage of the workers
and the employers.Z/ Then only they can produce more and get
meaningful wages through all these welfare schemes.(3)

Summary

A small final hook with right motion attached to straight strokes
indicates N, while with the left motion it indicates the addition of
F/V. N hook is employed inside curves. F/V hook is not employed
with curves. Hooks are not used when a final vowel follows F/V /

N. The circles of S/SES and loops ST/SD/STR are substituted in -

place of N hook attached with straight strokes.
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CHAPTER 17 fa g,
Large Final Hook

IF the final hook is enlarged, it represents the sound of Shun. The
hook can extend upto £ of thc_lcngth of a stroke.

SHUN Hook | N
(a) Alarge final hook attached to straight strokes on the opposite

side of a vowel or diaphone /triphone and inside curves ac'ids
SHION, TION, CIAN, SION, TIAN, SIAN to the strokes, as in -

~2..auction..®_ actions.. 9 passions..%ptiona]...b..vls_lon

---------------------------

(b) This hook is written on the opposite side of a circle or hook
att\z,achcd to the stroke, as in -

‘-f citation ... station -Gy, SECHiON ... 3 ... exception

~c—collection O suppression ....... e aggression

(c) This hook is written on the opposite side of F, V & L curves

followed by K/G to maintain the straightness of K/G, strokes as
In - | '

/... location \———_) vacation . \........ .- fiction . &, s election
........... faction \_ﬁ affcctionatcly '-\..’ Veieatisoa)

(d) This hook is written on the right side of Cly J T D strokes to
facilitate joinings and clear outlines except rulc(;;) ,ana (b), as in -

. b r
/sb rotation ...1.. 1% .notation . !, | /..qQuotation . l‘g gradation
4} registration Ll edition 5 Suggestions ‘(( additional

~.... petitions ..... 4. magiciang, . o o > .
\‘J P | \-Kbmmanoﬂ ........ stationers -
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(e) Sounds not spelt clearly are not written, as in -
—E_; extinction b junction wﬁmctiona}._;.,—..-_., exempton
.).’D....assumption..L.:Etcmptation..'?:.—?...samtlonﬁ resumption

(f) S circle followed by SHUN is represented by a small curl (cosn-
tinuation of the circle). A third vowel can be indicated outside the
curl, as in -

§: - poOSition ... decision 7. opposition '\; proposition

........ disposition ..a—a.. succession ..o_&2. sensation /& transition

‘\Q physician ¥.... pOSSESSION .6\ musician..\.‘-:%.. taxation
Grammalogues
... information e COrporation .R—,.. signification
... organization ... satisfaction ...:(.....justiﬁcation
A generalisation sl subjection ...... {J ..... division
Contractions

I/ satisfactory J/- satisfactorily \.}, unsatisfactory

g Vo orgamzatwnal .}:fflm.orporatnon = subscription

.L(G departmentalisation ‘?/ divisional \/° deartmcntahsc

Phrases
W In addition to the k‘, ...... additional requirements
; ' Hiess Municipal .Corporation
A*‘;-: Life Insurance Corporation ...«........ Steel Corporation
. \.3 Planning Commxssnon o N—2..... bank commission

C*’"D Elcctnon Commussnon \.__KD PayComm:ssnon_

.Sm:ple Shorthand 99




Everciss 68

Read, copy and transcribe:

1. Allocation, faction, vocational, rotation, vision, correction
2. Friction, direction, action, affectionate, fashion, rational,
stationary :
Tradition, traditional, locaton, suggestion, supposition, clections
Distribution, reflection, pension, mission, relation, quotation
Distinction, mention, petition, execution, precautionary
Gradation, graduation,"iustall:\tion, operation, nationalist,

v O o oo

wwrdN

Exercise 61

Write in Shorthand:
1. Requisition, acquisition, frustration, inhibition, association
2. Prescription, occupational, profession, professional, invention
3. Provision, provisional, revision, dictation, tuition
*s}. Elections, education, reduction, limitation, salutation
6

, institution




Exewrcise 62

Read, copy and transcribe:

-

Exevcise 62 (Key)

1. The extension of the date of submission of applications to

the National Institution has been announced today.

2. The educational institutions, however, will hold examinations

for admission to various classes.

3. The expansion of colleges and institutions is possible when the

5

admissions to various classes are ovcr.
. The supervision for all the examinations will be done by the

Principals or Vice-Drincipals of the extra-departmental
institutions.

. The admission will be given to those who secure the first thirty

ranks in each course, initially.

Or SCX.
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Exercise 63

Write in Shorthand: (89 W'P.M.)ducational institutions are afraid of

Many boys and girls of our € have to reach / p,

. inees

their annual examinations. The exam 'f SUpervisor can deb

o R ise the Chie ar
examination halls in tine, otherwis

' rs and Answers /
p . o0 The Question Paper: /
them from taking the examination ' with the supervision of the Chier

Books are given to the examinee . A
Supervisor 5or the Officer Incharge of their ;Xag;gag:; ﬂfﬁ hall,
Directions given in the Question papers are to | e S o hi)_; g;nd
followed. Every examinee tries to solve every (1) qu ull

satisfaction. A warning bell is struck 15 minutes before the collection
of Answer Books. One has / to write fast as a Ste.nographer !est he
should leave any question. The examinees are adw.sed to revise the
answers // and stitch up the extra papers with their A.mswer-Books
before the time is over. When the time is over, the /// Chief Supervisor
has to take precautions to collect all the Answer Books and put them in
a sealed cover. (2) The description of each examination is given on the
envelope. Often such situations arise when examinees reach the
examination / hall when the time for their entry is over. In such
situations the decision of the Chief Supervisor is final. // In exceptional
cases he can exercise his discretion in their favour.

There was a time when there were no examination /// halls or the
examiners. The Teacher of the class was the sole authority to judge
the abili.ty of.his pupil. (3) Now the whole scheme of examination has
been rationalised and norms of examinations have been fixed. There is
a Department / of E)faml.nau.on or an Examination Department in every
Ilr]lsullunon. Informan-on is given to the examinees well in time, giving
B o oy ol i e e, Sine, it e
satisfactorily today. There is nojdic’ e S LRI i HE ’

- ssatisfaction in the institutions or the

examination halls with the innovati
examinations. (4) (240 words) ative methods  followed for

(Key to Ex. 63)

Ry deguct
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Summary
The sound of ‘shun/shion/tion/cian/tian/sion’ is indicated by a large
final hook, written inside curved strokes; on the opposite side of initial
hooks or attachments, vowels; f/v/l strokes joined before K/G; on the
right side of T/D/ch/J (but on their left sidq when followed by a
diphthong/triphthong or diaphone/triphone. S.c1rcle f?llowed by Shu.n
sound is indicated by a curl opposite the circle. 3 place vowel is
indicated outside the curl. Analyse Pitman’s wrong use of shun hook

in..j..or...d.ﬂ. ‘tuition’, Jor J,. situation, £~ ....or---d-’ - suggestion.
7 .
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 CHAPTER 18

—

to add s.omething toa stroke by halving
e ity of outlines; the frequently useg

y halving Strokes.

In Shorthand, it is strang

it. To facilitate speed anfi clar
sounds of T or D are obtained b

Halving for T or D

(a) A light stroke standing alon
for addition of T and a dark stroke forD,a

e without any final hook is halveg
sin-

. § | . e o
..3p2..net ...(..thought.,q..meet ﬁ..llght..._./...sheet.......shot & hit

.—-.go0d ..

v - .
but .3 ...played ..".;,..crowd ..T.-.'....got .h...brlght "\T'blt ..... bat
e/} lid 1. sacred .. 5o..greet .. /...showed ...A4.... heed

(b) Any stroke having a final hook can be halved for Tor D, asin-

(c) Any downward stroke with attached sign of diphthong 'ow' A or
diaphone 'u' n is halved for T or D, as in -

..k...doubt .. S..feud .. . .drought .™M..proud .../ ..shout
N
.-h...chewed Sa..ploughed . k...tout . \o.viewed ... h....dude

T duty..... \ ..... duet (to give place to the vowel)

nL ()
(d) A word formed by more than one stroke can be halved for
TorD,asin-

<N rabbit 27\ rapi
2—~ g \_»...rapnd "(“""debate...L....debit /. rocked
..... shocked M...packed .. ¥
; . : »"'b“dget.....L.....attacked
But Halving principle cannot be em

D finally, as in -, Ployed if a vowel follows T of
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g, | \plt} ..&2... greed ...’:.‘.T]..grccdy ..%...prétt_\'
........ daddy .”7]...goody Q‘ bloody 1 treaty } plenty

(e) Half length strokes initially are written above the line and on
the linc according to their vowels, but in no case these can be written
through the line, as in -

......... optical ..¢...... vertical & lightly ..#7.. lately ...2... little
..?.’.T.shortly ..<-shirting ....ﬁf....shortcst B furnished
.. ¢, witness ... o«military ...7T]. noted ....¢%... hint ... tint

Halving M, N, L, R
(f) M, N, L, R strokes can be thickened and halved for D, as in -

e made LA aimed oo ey timid sy mud Lxa..end
.' v
wdliiold ..oNaired ..\ bowled ...}....pilcd 7.\ marred
N
“Aoward ..ol seemed e ending ..\ filled \'r fold
..f‘.?...mould..Se\..barrcd..;?...cnd'ﬁcss...\ ..... pondered...a-middle
MP, MB, NG

(g) The compound stroke consonant of Mp/Mb and Ng can be
halved to represent the addition of T or D when they are hooked

initially or finally, as in -

...emy..impound ... impuned %2 lingered T conquered

(h) When P/B are not pronounced fully they are represented by
half M strokes, light or thickened, according to sound, as.in -

(i) Half sized strokes are sometimes disjoined to get clearcut
outlines, as in -

....‘L‘...attimdc....’],...trcatcd...ﬂ(...drcadcd ﬂ}..crcditcd ....‘;...auditcd
e tightness 2. aptess a{s@{...hcsitatingly s.__wndoubtcdly

(j) RT & LT are written upward when halved for T, but when
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» halved for D, as
i teey can be halved , a8 in.
thick RD is inconvenient, upward R also can. i
. p;]l'f .Munsorcd

()

‘--ﬁrc/()lourcd..%.’. ...prclbrrcd...‘.\.’.(...nfford...... .....
' r; start //

Rl Nz bolt /J NP SRR ¢ LUCCIE allureg

. with SHUN hook shoy]
alle snding with SHU 114
(k) Strokes of uncqual length or endil i} N
cither be halved or written with halt SHN (upward) or written g

. are indicated, asin -
full strokes when past tenses of words are indic “:,_/,
L. stationed O fashioned .m.\,ﬁncnti(mcd .......... sanctioned

....... ‘

but R named ...._____."...cookcd /] lo.okcd
(1) Stroke $ is halved Up/Downward after SHUN hook, as in -

L% educationists .\, protectionists % ....... SCCCSSINNIStS

(m} A word (verb) represented by a single stroke with initial
attachment or a grammalogue can be halved for 1ts past tense
form¢ed) if not provided by other rules carlier, as in -

' J

-------- oftered .. 2=, walked ..&7.. honoured ...T... cited ... stated

- &e..equalled .. e schooled . <. cared .. )... did

Grammalogues-

.~~~ Immediatc.

underly; :
t/ crlymg,.\‘f, undcrstand.q.u nderstood

| 7+ underline .. erraki
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X o ordinance......... ... particularly .....h..... institute

Phrases
- O | | e l’{\ ..... itwillnotbe ............. Q« ........ 'this would
L\ ifitistobe ........ ¥\....... I would be v (( ....... t hatis to be
!Leff\we would be .. Sem——.. able to make ... Q‘ ........ able to do
E ..... not less than ... arall times ‘/\ they would be
Y Twillnot ... Y. Twill not be ....... \ ...... able to have
"' that is the Qf\ this would be ..gz\.\thcy would not be
.6 you are not R e you will not be (AA.\ this won’t be
SZ.inorderto ... L. Idonotwant .8 I donot kﬁow
LY. donot...... d........ did not .............. \'£ ........ instead of
L\ It would not be )/\ [ want to bc.\.:g.'.'... inspite of the fact
LI itisafact that..... _r[ ..... isit a fact that Q ..... let there be
Exercise 64

Read, copy and transcribe:

Pp—

gy | |
2. S A e S 8 s I

5 Q-,,‘r, ennge ATy \./,f.‘n/‘l’& ) ./L.
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U‘Irh.o) N

&

Exercise 64 (KeV)

e e dam, modern
. No doubt, undoubted, made, needless, MACHT, )

indirect i

nt, direct
x‘\cquirc:d,insta]lcd,assurcd,old,do‘zsn,t’sand’sc ¥ ed,
partly,proficient draft. dri

: d

YiCld, \\ricld, notc\vorthY, prompt? promo.tc, droucgthtsccrct;r I;]&
Carried, worried, attitude, credited, skirt, scer ’d doubtz’ |
Sccond, don’t, undertake, import, port, Impor ted, ul,
cradicate (1 it
Field, desired, afford, afforded, card, bolt, built, immediately

Exercise 65

Write in Shorthand:

Signed, listened, filed, failed, filled, smiled, ended, called
Judged, drift; acquaint, acquainted, edited, editor, told -
Answered, pitched, plants, trained, gratetul, mailed, towards
Retired, shared, ward, bullet, coloured, preferred, shirt
Tightness, treated, aptness, lined, highest, mountains
Grade, tent, attendance; attendant, treatment, gold, beded

Exevcise 65 (Key)

-




------------------

e g de DIZ AL
L T P T (s R I

Write in Shorthand (80 W.P.M) (Kep)

The education system in India was formulated by an eminent
British educationist called Lord Macaulay during the Imperial Rule
in / India. It made little progress since then although thousands of
schools and colleges were opened in many parts of the / country.
Though the general understanding of the students has appreciably
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NCreased, yet their educational standard can not be Sﬁ:':cll'st ?m//\{chavc
'mproved mych. It is because of the fact that reac t ?ot
received much attention from the Government in (1) ancouﬂff}' 'lkc
India. There was g time when teachers felt proud_of their profession
. ; : rith the result th

and were dedicated towards their / duties Wit : 4
Students were abic to work whole heartedly. That was i m,aM:jfaCtO.r
which attracted the / best talents of the country towards this
profession. .

The present system of education needs to be changed substantially,
It should 4/ be aimed at imparting practical cducanon.: Mcrc
distribution of post-graduate degrees can not produce good citizens,
The system should (2) be so moditied that would make the student
a real asset to the society and not a burden on the / country. The
present system of education has burdened the student Wl.th a heavy
load of books, help books, guides, notes / etc. and the: time at tbc
disposal of the student is limited. Much of their time is wasted in
witnessing // television sports and other serials which force them to
read ready-made notes or important question answer books. They
do (3) not have enough time even to go through their school or
college books. Though more funds have been allocated for /
education, the real effort has not been made to make them good
citizens. That is why modern student is frustrated. # He has no
choice to adopt a profession of his liking in which he may be able to
put hard // labour. The Ministry of Education should give serious
thought to improve the education system in India under the new
Education (4) Policy. &

Summary

Light strokes without final hooks are halved for iti
while heavy strokes are halved for D. Strokes fil. RTEiition uff]
word having 2 strokes can be halved for T or

- ent :
strokes. S/ST can be added by halving gdorbi') hz‘llf hg‘ht/ hc?gv'j}‘,
after SHUN hook. Past tenses of grammalo Y Inserting §/
by halving them, if they do not form other oiltllif:::; be giatamcd
words.
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CHAPTER 19

Doubling Principle

H]GH frequency sounds of TR/TER, DR/ DER and THR are
obtaincd by doubling of strokes, called the Doubling Principle.

Doubling for TR & DR
(a) The curved strokes are doubled for the addition TR, DR, THR

or TURE, thus -

\

{ ..... thubder s » founder ... mother ..« motor

g reminder < murder ....k....vcndor ........&:.-votcr

-

(b) Straight strokes are doubied for the addition of TR, DR,
TURE with initial attachment/hook or with a final hook or

joined diphthong/diaphonc; as in -

MP/MB & NG

(Sj)d'Thc compound strokes of MP or MB can be doubled for the
addition of R only, while NG can be doubled for the addition.of
Kl.)\/ GR, as in - ' i

. £ = chamber . TN cumber ¥ bumper (?-C.\lumbcr
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anger G
(= dinger ol rimber .o
\—.. bomber \/—\ pamper
........ ~ hamper <\’/ longer X

but l/—(1>dnnkcrl/ ranket; i HAKER:

LTR/LDR/LTHR
(d) L standing alone (written upw do
of TR only, otherwise after other strokes 1T 15

up/downward as in - /- o/-
v alter £ letters £ litre Bl lighter ... slaughter

; ¢ ... folders ;.k.ﬂﬁl,tcrs

/7 ringleader ? scolder: ....... ?
but /') lcather../,‘...lcadcr /] Jadder /A‘. louder

ard) 18 doubled for the addition
doubled for TR /DR

..............

(¢) Strokes of unequal length cannot be doubled, as 1n -
LSO l. MONItOr .«~~=. miniature //’JL lectures .= . factor
. . v

(f) Doubling principle is not employed when a vowel follows final
R or when'there is inconvenient joining, as in -

S—"anger..... \;— .. angry \-‘) fathery .55 flattery
K/’ pottcfy et WINTEY Y. battery ..MUngry

.... ]...0... directory \LV votari .....L... entry \/’{ pantry

(g) Past tenscs of words written with doubling principle arc
obtained by halving principle, asin - . ,

- \/1 ‘ )
.02 surrendered .. Y..... altered 5.1 murdered .... ! . ol tinkered
” H . Yoin 8 ) )
Wo 2 lingered ©57 congrered S=F angered = entered

GfammaIOgues

.......... character.c—culture 77 entife P
...).....therefore '

- ST T men) L cpopcrati'v'c
.......... co0pcratlon ..-..........Coordinaﬁoﬁ /

Py e wonderful-ly \ speaker
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Contractions

---------- characteristic S==intermediate .T..C.Ea!tcmativc... ....federal -
i industrial-ly «..... industrialist .....%.... entirely
f?.‘.’f.mtcrcst\._,rm ustrial-ly | 7
' Phrases

~— intheir ( ..inorder that T rather than

..
---------------------------------
-------------

\g nolessthan..../....... not later than ey no longer than
E ...... not less than ... /... I am sure there is :‘// drinking water
g,_..,all over the country.r.\gl._._l_’riv;tc SCCtOT ....d.-- Deputy Speaker -

Exercise 67

Read, copy and transcribe:

Exerctse. 67 (Key)

1. Adventure, affcr, laughter, reactor, enter, Intermediary
Inter-State, interested, surrenders, director, another, tendered,

wonders { .
Adopter, sister, lctter-box, onc-another, collector, mother

b

Father, winter, starter, interpreter, intervene, temperature

Instructor, rector, temper, timber, distributor, Surendra

. Sardar, order, orderly, stay-order, ordered, helicopter,
wondcrcq ' .

R W
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1. The importers of tht!
Singh as their authon.sc e
2. Cycling or loittering isap
water.
’ wh
3. My father appomtcd a tutor
nor was an educator.

der
The Speaker was a foun
An ideal citizen of moral charac

nor listens to them. p serers il
' i er cricketer; therefo
6. He was an alternative being all roun ; e

he entered the tcam.
Exertise 68 (Key)

o had neither good temp,

member of this institution.
rer neither spreads rumoyy,

.-

1. o N1

Exercise 69

Write in Shorthand (80 W.P.M)

Sir, another point of interest raised was about. typewriters and
teleprinters. As you know open tenders were invited and / letterswer
also written to various traders in the private sector registered with the
Directorate. But neither open tenders were // received nor they
rc§p0ndcd. Th;rcforc, there was no alternative but to place the orde?
with the factories not registered with 4/ the Dircctolr)atc of Supplics
fand Dnnsposal. Iamsure thereisno malafide intention of the Minist?)
in placing the (1) orders. If the picture is not clear to any Membe? he
C;:n ;Omc tcf) n}:y chamber, in future, before asking / (;:c}z question® of
13 o ;lggl‘;s:n'g:; S;Pl)licrs have been asked to delivet
Therefore, it is not correct to sa?,rx:ta;:cl;‘t:::tlby 15th gz‘:;;s ///
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of their supplies. If they are not able to deliver the goods within the
specificd time limit it will be (2) our duty to cancel their orders for
these items. I think it is highly impro per. to put any hindrance in/
their work as it may hamper the progress or affect the supplies.

The Bills introduced in this House relating to / the fighter
bombers and reactors were passed in this session without any opposi-
tion. The hunger strike of plant workers in // the reactor has ended
and the temper of workers has also cooled down with the agreement
signed with their Union.(3) Thercis no anger in the minds of workers
and their leaders now. The Key-Punch Operators joined their duties /
in order that the work may not suffer any more. The federation of
industries has appreciated the interest and cooperative / attitude of
the entire industrial workers all over the country. In order that the
private scctor industrial units function properly 4/ to produce more,
the Ccntral Government has decided to monitor the cchemes of
drinking water, education, health for industrial workers.(4)

Exercise 69 fke)v (820 words) |

RS AR A N

............... /T "’~' 'X k,
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- Summary Lo TR
Strokes are doubled for the addition of TR/D R/ /TURE

Straight strokes arc doubled only when they ar¢ E r:jcicnciitcigjt;y;rsg]:;{c’
or followed by adiphthong/ diphone or arc ITOON‘(:; . oubled o t}l]y;
MP /MB is doubled for the addition of R while NG1 r'the

iti i bling principle is not
addition of KR/GR. Lis doubled for TR. Dpu

used when R finally is followed by a vo.wel v d.Jph.thong. Past tenses of
doubled strokes are obtained by halving principle.

After completing the Basic Theory of Shorthand in the
last 19 Chapters, write Dictations at the speed of 60 w.p.m. from
the Reading & Dictation Exercises given in Speedography,
covering theory up to Habving & Doubling Principle and follow
the instructions seriously. The write letters and transcribe them in
proper format.

j A Analyse the Errors of wrong positions of outlines of
Short-forms  (logograms/grammalogues/simple contractions),
upward & downward strokes, circles, loops, initial/final hooks,
Compound Consonants and halving or doubling principles.

2 Write 8 to 10 correct outlines in one line horizontally in
your Shorthand Notebook and write 10 to 20 lines, so that your
mind and hand do not lose concentration in writing ;hem.'

| 3 Use of CDs for repeated practice of Short Forms, Phrases
| and Dictations is the quickest and cheapest w of fice
| compared to a Class Room practice, %y, of self prac

4. Practise daily for 4 to 6 hours with B .
at least 2 to 3 Di reaks and transcribt

2 to 3 Dictations on Computer, Analyse the Mistakes. D

not repeat Errors of reading, writin
outlines, Wdh.ﬂ&% C”Pi‘alizatian, pa ri’ We:mg or emr}llg 0]
. _—‘—/
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CHAPTER 20

 — - —

—————
- S TS :

Dictation Writing: Practical

Writing Dictation passages and their transcription accurately, is
the real test of a Stenographer. You should be very alert, cautious and
attentive while taking Dictation from the Instructor or CDs. Sit straight
on the Chair, keep your feet on the ground, put your Shorthand
Notebook on the Table. Hold the pen or pencil lightly leaving one inch
from below, and use one hand for writing while the other hand should
keep pressed the notebook and turn pages when required. You will be
able to write simple passages with Speed if you have thoroughly
completed the basic Theory of Shorthand up to Halving & Doubling
Principles. If you are not able to write at speed, it is because of your
lack of understanding of Theory of Shorthand. Speed is the time taken
by your mind to guide your hand to write. So mastery of theory will
come through proper Text-book, understanding of the rules of writing
with repeated practice.

After mastering the vowels, short forms, phrases and simple
contractions, you will be able to write and read the outlines of the used -
words with speed. Position writing will help eliminate vowels by
practicing the following Dictations, as vowels are a hindrance in speed
writing. After writing dictations, read and transcribe these on
Computer. Analyse your Mistakes and .rectify them by writing the
correct outlines repeatedly 20 times. Always Remember — Shorthand
Writing is good, Reading is better and Transcription is best - to get
quick success.

Reading & Copying Shorthand Script from the Book and then
taking Dictations at the speed of 60 w.p.m. from the Teacher or Audio
CDs will help you. Joining of words/phrasing as shown in Italics is
necessary for speed-writing. Take dictation, read back and transcribe
these. Count the Mistakes to rectify these.

After the full practice of Basic Theory, study the remaining 6
Chapters of the Text Book, which are Speed Writing Devices, to
complete the Course. Use Workbook for Shorthand, Dictations &
Correspondence for testing your knowledge of Theory, Speed,
~Accuracy and correspondence (letter writing).

Now use Speedography for writing Dictations of 60, 70 & 80
words per minute for Grade D Stenographers’ Examinations, supported
by Audio CDs of different speeds, for quick and sure success.
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Exercise 70

(/m a}'kiﬁg at 15 words each

Write in Shorthand: (60 w.p.m.) .
_ ng-the General Budge,

: : _are discussi
Myr. Chairman, Sir, we-aré Sir. the Budget Of-the.

of-the-Government in-this House / today. total // receipts and*

the
Government is-not merely a statement of o O s poliy a
expenisess  ir-is also a statement of Gove . The

Budget reflects the // economic Iife. of-the-counlrz/: H;:(linitthtl)s in-
view, I-have gone through-the provisions (1) of-this get, but J.

see very-little to admire it. ' ]
First-of-all, this/-Government has failed miserably to fulfi.

the hopes and aspirations of-the people that-were !/ arf)used at-the-
time of General elections. This Budget has-been rejected by-the
very /// people who voted this-Government 0 POWET only three
months ago. A large-number-of (2) people, especially-the weaker
sections of-the-society, are worried about-the impact of-this |
Budget on-their day-to-day life.

Sir, regarding price rise, the Finance-Minister, while /|
presenting-the Budget, said that-the first task of-this-Government
would-be to curtail-the /// prices. But-the massive hike in-the prices
of petrol; diesel, food, postal articles, railway(3)-fares and freights
will result in a cumulative effect, not-only on-the prices of /
essential items but also on-the general inflation.

Regarding the deficit shown in Railways, the // Minister has
assured-the nation that he-is going to curtail-the deficit at-the ///
point which he-has given in-the Budget. Much has-been said
abﬂout-ticzje.effol;'ts B(42l to Furtail-the Fieﬁcit. However-the deficit
;iofec:teon;n-e; :mpllé,gztnlli’ Z)-'?g’\;ml:iietotally unrealistic. To
provided for dearness // allowance when-jhOf.rup‘ees g
instalment is three times the fi i ¢ to.tal value of one

gure given by /// him. The Finance-

Minister has also increased the prices of :
oil. (5) (300 words) gas cylinders and kerosen¢

Note: Afier writing the Dictations at 6 W.p.m. satisfactoril jte al
e oriiy, wri

higher speeds of 80 and 100 w.p.m. wig clear angq legible outlines.
utlines.
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(Key to Ex. 70)
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Exercise 71 " i word
ing al words eqe
Write in Shorthand: (60 w.p.m.) (/ marki's h)

Sir. I remember, this qu-es;:;)_h
by many honourable-Members 11

¢ aci cr _
the other side took this occasm:x :gus o gt wonib o +
: , . .
its policy. When they are

- hould have
months, they S een
Government for the /l/ last minef )
anxious of !h{ working of the previous Ciolveﬁy":; "‘710 j(’t]e)rf)o/g (Jl’{zz rl:is;
ars. ising this probiem
ten years. We have been raising :
session afier session. But the then Government failed to evolve ,

rational policy regarding cloth // and cotton. .
Ipwould like to suggest that the Textile Ministry should

make an effort /// to see that this problem is solved. First, the
growers should get remunerative price and (2) thereby we should
produce more cotton. Secondly, the Government should see.ﬂmr!
the exploitation of / the middlemen is eliminated by the State itself
purchasing either through the Cotton Corporation or // through the
wholesale marketing federations and supply it fo the mills directly.
They should work /// out the cost of the cultivators in producing
cotton to determine the cost of cloth (3) in the mills so that there is
no exploitation by the mill owners.

Sir, when / we see the support price of cotton, we are
surprised. / do not know on // what basis the support price has been
worked out. Next to food, cloth is one // of the most importan
things for us which zs-rel.ated to thousands of cotton growers (4)
and workers in the textile industry. I would request the Government

to look into this / matter and solve it ;
to the satisfaction of th
growers and the workers and the // people who use leo " f

My next point is about the budget of the Government. 1/

am not discussing what the previ
1ous Gov t
procurement scheme in my State, ) ernment has done abou

n has-been raised every ye,,
is House. Some Members ,
icize the Government |/ g

Instructions: Write horizontall
. . Y the ;
committed in your Notebook and pract?ger rgal g lt‘it;l;:n:jl-of E;r;rt:z
= es/lines.
eds of 80 and 100 ., p.m.
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Exercise 71
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Exercise 71A (/ 15 words each)

Write in Shorthand ( 60 w-p-1" )

- bers .
Sir, 1 rateful to-th able Memd' rs  for-the
- Sir, f-am § de / about-the pen ing cases of

various suggestions they-have rr}a made // it clear j
ex-servicer%z%n and I-fully 3PPreC‘ate that. i

——r ) ese proposals are related

the‘-_-,‘very beginning that so-far a‘sl 'thto-so‘l)ve—the ol ey
obviously /// the purpose of-this Bl 15 ; )
: ot St f iustice or-the cases of arrears In courts,
in-the administration (1) ol jus Ic \ved merely by ilins
because hat-is a Crisis which-/cannot-be SO S hg
four more Judges fo-the Supreme—Court. .It-wou quire-the
collective wisdom of right minded people in-the-country in-order
to-solve ///-the crisis in its entirety.

Sir, I-am happy o say that in-the recent (2) mo.nths a
climate has-been created in-the-country wherein the attention of-
the people / has-been drawn to-this trouble. Here I-am happy o say
that a large-//number-of Bar Councils are engaged in-this exercise
because the entire fabric of-the /// judicial system in-this- country is
at stake. If this situation prevails, I-have-not-the (3) slightest doubt
that this system of justice may be overthrown.

In-fact, if I/may-be allowed to mention just one thing, the
question arises as-to what precisely // should-be-the role of-the
gupreme—gourt in-the scheme of things. Can-it ///-be that-the

upreme-Court can un.dertake-the task of giving justice to each
person (4) in-the litigation?
If-the 2me- :
If-the Supreme-Court finds that, according fo-their opinion, a case /
has-not-been correctly decided at | ;
: . ided at any level, the Supreme-Co!
must intervene and give / justice to iti
€very citizen, the purpose of

the creation of the Supreme Court will-be /// defeated. The Higl

Courts are fairly high courts a :
) nd Justice should stop at some level

Instructions: Write 6 to 8
; corrected ; : :
lines for the Errors committed ip yOIzll;:;nes horizontally Ia5
the same Errors, again and agaip iy, iran otebook. Do not repe
Scription.

Simple Shorthand | 2



Exercise 71A

w\,%@

bt ﬁ 3 3_ ARl
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CHAPTER 21

Prefixes

_ " . “another w
THI-: part ot a word which atfects tl"_' mcﬂn;.:’%.:_i a(‘);)\\'ord\; o
it put in its beginning is called a Pn;f:x. Suc -:b‘lc s m.marc
represented by contracted strokes or signs to €1 ‘ ng.
1. A number of pretixes or part words can bt? represented by thejy
full strokes written on their vowei places, as 1n -

IR \,; irrational .y?hirrclcvam \/L irritation 2\, <. Irritate
RE ../“’...:...rcgain ..A.rco;vcn mrcinvcst ../\..rcpay

IL llegitimate .=/ illegible
eces mmoral ........... cimmaterial .=y immovable

IM P G immoral .. s/l

UN ....\tunsuimb'c ...\j..umlsual.s./.\..Q( ....... unneécessary

2. The Spetial Prefixes are represented by the following strokes/
signs: :

(a) COM/CON/CUM/COME initially is represented by a dot
written at the beginning of the stroke, as in -

N ’
3 combine .......Na..... commenced "ﬁ congratulations
....TD.... connection ........ §.....consult ... AZIIND. conservation
...... \... convenc } controllcd :m‘{m,?concprrcncé
..... ‘ committcc.........ﬁ..... considcr-..........L—D.'............. contractors

but .——— commission — Ommissioned

(b) These sounds can s
: ~ also be re S e e
following stroke, as in - presented by disjoining the

£ commissioner

. - reccommend

.

,ﬁ reconsider

S . -“/‘t_;.-..réconsidﬁl‘at'on
oGy iNCODSIStENT )

U+ Ar-conditione e T \circumscribed
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3. ACCOM/ACCOMMO is represented by stroke K, as in -

m-,./accompany —..\_Taccompanicd ......... P accomplish

...... > N, . accomplished ......)... accommodate L: accommodation

...... ;.. accommodated T-|. accommodates 11 accommodator
4. SELF is represented by a disjoined S circle, as in -
%/ self-control olve.. self-defence ... self-made

N, selt-help ) self-styled 0\.:J self-confident

5. IN is represented by an initial curl before H, SKR & STR
strokes, as 1n - :

AT inhibition 9/‘ inherit St inheritance ..’c:./{f..inhalc_

6. INTRO is represented by doubling the N stroke, as in -

7. TRANS is represented by TRS stroke, as in -
& transter & transferred .. transmission 3" translate

..... ... translator gf?..translation .3.‘\.....transmit .1—.—\....transcribc

8. MAGNE/MAGNI/MAGNA is represented by an initial
disjoincd M stroke, as in - . |

..... o MAENCHC oot ... Magnify ... ... magnified
) e s . .

722 magnanimous..R.... magmtudcm magnanimity
Grammalogues

...\...company .L‘ continue ..3-2. inscription

2 conference d continuation t instruction’

Contractions

....'s....continuous ..&;..cont.inuously ...L.L....discontinuc
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Phrases
- ~——

, in continuation(
: -ontrary ....:4+ , of
...k—.en-thc contrary ..... tothe con d )

:()‘..in this Committcc?:.’q.';ig thi

s context.. *L dtﬂcrent COMMitee

:1—_; in this connection ....... “’/—? ------- incon ncutlon with the
Exercise 72
Write in Shorthand:
|

' - -t -onstructive, contyj
complaint, commence, construction, ¢ ) in,
content, recover, inapt, insecure

. confusion, confused, reconsider, consideration, contracts,

complete, rewrite

complainant, improved, compelled, committee, committed,
commendable

consequently, confidence, confidential, confederation,
conceive, command, inadequate

misconduct, concept, misconception, rcconstructnon
conceived, recommendation

contrast, contract, contempt, condemn, condemned,
conditional, air-conditioner

Exercise 72 (Kep)
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Exercise 73
Read, copy‘and transcribe:

. ,Q_,,,? i R & i y’s..-(k,,/t{"

Zj'lf/'\?ﬂq,/l/h})/ |

4. /G_ / /L //J‘ h{“’),-.._

Bt

Exevcise 73 (Key)

1. Magnificent, magnetise, magnetism, transferred, translation,
enslave, mislead

2. Sclf-confidence, sclf-control, self-help, selfless, inheritance,
inherited, continued, continuously

3. Introduce, introduced, inscribed, inhibited, inhuman,
instructor, disbelieve

4. lllegally, ill-will, dl- treatment, illiterate, discontinue,

-lmmorallty
5. Immaterial, unimaginative, unimportant, uncommon, distrust

irrelevant,
6. Self-denial, self-reliance, unnoticed, convcrsatlon under-

stood, unemployed, companies
Exevcise 74

: Rcad copy and transcribe:

------------
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W

Esoreise 74 ()

i. Self-help is the best help throggh which one can translate hjg

thoughts into action.

Self-confidence and self-con
The irrational argument of the .Coun
the Jury and the casc was dismissed. o
4. The Instructor instructed the students of the institution to

transcribe their notes.

trol can make you self-reliant.
sel was not accepted by

§  The Commissioner consulted the Revenue Inspector about-

the magnitude of the tax evasion.
6. The Income-tax Inspector recommended to the Commis-
sioner to re-open his file. |

Exercise 75

Write in Shorthand (80 W.P.M):

We transmit our thoughts to others through our languages. With
the help of satellites, wircless and powertful transmitters we are / able
to transmit the news to many parts of the world. There are a number
of translators and interpreters in // the All India Radio who translate
the news from foreign languages into all Indian languages and vice-
versa. We get // the news from different news agencies of the world
;:;ough teleprintersin various languages which are translated in ouf

guagpcs (1.) by the Units of All India Radio.

The first air transmission station was inaugurated in India during

the British Rule / by an Indi:
Indian State Transmission an d‘;]] Company as early as 1927. Th¢

, lews Service was started in /193%
lc-:ttccrrsotr:)lig amc;v 3s changed to Akashwani. The All lndi{Rﬂdio
% ¢ nceds // of every part of th ; hrough it

roadcasts in all the offici] - € country throut

transmission is done, fthclcoun‘try through which / e
128 Simple Shorthand



transmission is done or the news bulletins of All India Radio are
relayed. With the help of modem satellites, we// are able to
introduce powerful transmitters to get the forecast of weather
and transmit this useful Information to the people/// throughout
- the country about the weather condition. We also get the
pictures of clouds hovering the various parts of the country. (3)

Exercise 75 (Key)

e x,/\)@xrzx\\’[/b—l>w.‘& |

Prefix is a part word joined at the beginning of another word
affecting its meaning. These are represented by joined. or
disjoined strokes, dots, circles or curls. .

f
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CHAPTER 22

Suffixes

THI-Z part of a word which attects the meaning of another worg
if joined at the end, is called a Suffix. Suftixes are represented by
the ftollowing strokes or signs.

1. -ING (INGS)
(a) The suffix “ing” is represcnted by “NG” stroke (about whicl
you have read) and its plural form “ings™ is indicated by circle §
added to.it, as in -

\/ being L_/ doing .......T...going .3 M. growing
T weighing Wz driving .__ugwmb ..m.laymg

.Lﬁ;..sayings ‘&’, showing .. /T willing < .opening
1.,, training ....k.-.(...tcsting ..ﬁ.killingsW.horrowing

(b) Wherever NG stroke does not give dcar joining, or when it is
neccessary to distinguish between dark and light strokes, ING is
recpresented by a dot at the end of light stroke P,T/CH/R
downward without final -hooks and its plural form INGS is
indicated by a light dash, according to the followmg rules:

(c) With hght down straight & R,strokcs as in -

..?/./..rc§chmg ..:J....tcac.hmg ...._/.'...mhmg \.\ pouring
o). securing \\ .bearing \.\ bearings w\;.... paying
AL daring ....f:....s,taying ...;_@....snttmgs \',..-<.-....sl'iariﬂ&'-
.ﬁ.’;.,;b'iting \,) .buttering .'..Tl...catcnng \/\ hClP"“’*
——] getting \ dating ...)\... ordering ‘ eating
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(d) With downward halved strokes without N hook, as in -
. &.... hurting .. \r . folding ... Na.. breeding ... S..... plotting

...A....hoarding ....4.... treating ....£.... cheating ...3)... wording
(e) With half and double strokes of M/MP/MB, asin -
- meeting ... ~,... meetings . \q submlmng\s rcmlmng

A motoning hampcnnb Lr-,. admitting \"\ tampering

N limiting bea.. . tempting ... A... omitting . '\q, permitting
() With certain strokes ending with circles, loops and hooks, as in-

> " assisting ..'.\.P....arrcstmb . dancing ....cA.. shunting
M grafting Lf dcriving A..costing  ..&Z... waving

- gifting . L.ﬂ....rurmng ....‘).....asmgmng A2 TEnting

(g) With certain grammaloguecs, Lontragtlons etc. to distinguish
them with other words/outlines, as in -

\ putting ..=.... rémarking ( «... thanking .....(.... thinking
..3...arranging . N....boarding ...1...trading ..—...coming
¥'f interesting |" telling ’\ numbering l\ remembering
\ ..... banking ....L....conu’nu'mg ...ﬁ\......spcaking ..-8,... buildings

2. -ALITY/-ILITY/-ARITY are represented by disjoining the
following strokes, as in -

Ao feasibility .. 7. majority o utility ... torality
L\ . visibility \/\ barbarity . '\ . brutality ......\..po&sibiliw

But the parent outline should be rctamcd for casy reading and
writing, as in -

L7, locality . QL] . juniority ..8=}... seniority .../%7... legality
3. -MENT is rcprcscntcd by half strokcs MNT or NT, asin -
-S.'i\.cnllghtcnmcnt .............. amcndmcnt O, o pavcmcnts
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: o : R S LTI CONCealme.

....... o
ta . inStruments ..oossee amcndn“Tnts

d by disjoined MENT 5,

S8 Ccommencement

4. -MENTAL-LY-ITY is representc

i ‘L. see s ADrese SCNILY
N .. fundamental T ...... instrumental ... \ timeny,
R X BN Lnaa N § 2 | |
/7 ] ins'trumcmahl)' ...... \ = c‘\pu”“cnm
L. regimental g :

5. -LY is indicated by downward /upward L stroke, joineq G

disjoined to the strokes, as m -

; : Ll N
V.. triendly ....J.’/..'..const.mrly N jomtly it partly
VL particularly A summarily .Kmfmﬂi“].v SNL heavi)y
5. notionally . (Jn constitutionally o7 finely r.7. suddcnly
1 - .

— finally /=2 locally ‘\Q_ briefly % brutally
6. -SHIP is represcnted by disjoined SH stroke, as in -

...‘}l..l'ricndship \} membership cy courtship “\/ freeship
L// citizcnship ae-y statesmanship //y relationship

7. -LESSNESS is represented by disjoined LS stroke, as in

\/\/0 helplessness e e carelessness .. o7\ /2 hopelessness

S.:.—z.backward ' Sr./.....for\\'ard" Al stalwart "'.X/..'...plywood

. P:h_mard gt Um.kn\-ood ..L,...upward .......... onward
| ! o ' .
.1 ] - I....dq\g_1}a':a;r§ ...... :ﬂ\.._..untowqrd ..... f\ ...... smvﬁfd
9.- -YARD is rbpn;scttcd by half Y stroke asin-
..‘.w.{..dockyard , b k a |
o d At ac )ard..._ce.’...courtyard....i."./.. shipyard
]0; -HOOD js represented by dor |y

4 t H-bcforc,stlrokc D, asin-
- .f thildhood ;3=\ : 'ncigm)b"rhood

2—>... womanhood ;. N\s | .
')’;T manhood ., '\? ..... brotherhioog SRR o anho?



Exevcise 7 6

Read, copy and transcribe:

2.

6.

R

s k(l, At N
ﬁﬁgwﬁﬁ; .............. { ............ }~@h

7L v \/() \5’ ........
o

Exevcise 7 6 (Key)

Drawing, warning, surprisingly, legalising, burning, turning
Legalities, facilities, rese:itment, biological, physical
Chronological, illogical, rnctcorological, geological
Dcpartmcntally particularly, popularity, nationality, traditional
Paintings, cuttings, dispensing, glancing, living, dratting
National, experimental, mythological, melting, grafting

Exervcise 77

Write in Shorthand:

L.

2.

3.

Initernship, partnership, scholarship, worshlp, forwarding,

fruitless, heartily, courtyard
Leadership, chiefly, actively, careless, weakness, handful

spoonful, regimental, tendering
Hopefulness, hopelessly, chairmanship, editorship, consign-

ments, paying; suitability
Enhamcd enhancing, tcachmg, craving, searching, cutting,

pleading, dcscrvmg, preserving
Hearing, saying, doing, faithless, faithfulness, herein, hcrcu ith,

hereto, hereon '
Thereto, thercon, childless, soundless, whereon, whereto

wherewith, therewith

b
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.- Exercise 78

| Rcad, copy and transcribe: :
7 A P e &Q\:\/’/M

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn




Exercise 78 (Key)

Write in Shorthand (80 W.P.M): |
According 10 the report of the Minority Commission, 2 large

numt = of people were rendered homeless in the communal riots /
while many others faced hardships. Majority of the victims were
waiting for governmental help. There was every possibility of an /
epidemic in the entire area due to non-supply of ration and drinking
water to the people. Several steps were // taken by the administration

to restore supply of essential items. But due to violence, it looked as
1 mere formality. (1) The police otficers were shifting their liability
on civil authorities while the civil authorities blamed police personnel
tor their inability / to check violent incidents. All the Members of
‘he Committee visited the affected arcas and took evidence of the
people / victimised in the riots. The reportwas placed on the table
of both the Houses of Parliament last week. The / House
recommended to the Government toimmediately suspend the police
officer incharge of the area for gross negligence in taking (2)
precautionary measures to check violence and communal riots. This
was announced by the Home Minister today while replying to an /
unstarred question in the Lok Sabha. Members of political parties
were agitated over the incidents and shortage of essential commodi-

ties. /(2.'2) (200 words)
Exercise 79

Read, copy and transcribe:
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Exevcise 79 (Key)

Write in Shorthand (80 W.P.M)

The personality of Mahatma was unique. His statesmanship, hi
leadership and his biographical facts are well known in the world. /
He was an apostle of peace, a great saint, a social reformer, an
advocate of justice, frecdom and equality. He / preached and
followed non-violence throughout his life and brought freedom
to Indian citizens. That is why he is called #/ the Father of the
Nation. He had tremendous faith in God and praised all religions
which preached truth. He was (1)a man of principles and sacrificed
his life for the sake of these.

Mahatma was really a great admirer of / simplicity and
fearlessness. He was a supporter of Swadeshi movemenr and
encouraged handloom and cottage industries in India, He was ya
man of ideals. He would die than give up his ideals. He was famous
for his kindness. He had 4 tull faith in God. He was a religious
man in the true sense of the word. He held daily pravers (2)

.which passages trom difterent holy books of various religious faiths
were read out. In fact, he wanted to create / a feeling of oneness
among the Indians. His leadership was unchallenged, undisputed

and dt:scrving. He preached whatever he did himself. /(200 words!

Summary
Suffix is a part word joined at the end of another word. Suffi
is represented by a joined or disjoined dot or stroke for speed
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CHAPTER 23 .

Intersections

CU']‘I‘I.\‘G of one stroke by the tollowing stroke to represent
words in common phrases is called Intersection.

Official (Colloquial) Phrases

Commonly occurring words are represented in ofticial and com:
monly used (colloquial) phrases by intersection or disjoining the
following strokes, thus: ,
K stroke represents the word “council”, as in -

/4.. ..... Research Council oo pa . Medical Council
..... o A= Security Council ek =...... Local Council

CH stroke represents “Chancellor”, as in -
......... Vice Chancellor .....ooordiren...... Acting Chancellor

e:“f University Chancellor ﬁ.. Chancellor of Exchiequer
J stroke represents “General” or “Journal”, as in - '

........ K.... Governor General ’\Z/ Major General

’] ..... fos Director General ....m./.{./....Sccrctary General

o R Medical Journal
T stroke represents “attention” as in -
N\ carly attention Q‘L special attenuon

STt calling attention L . Government's attention

D stroke (grammalogue) represents “Department”, in official
phrases, as in - :

/\"‘ Revenue Department \_P Fi.nancc Department
l/i. Health Department S N Medical Department

Monthly Journal
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|

pO“tiC'&l le‘“.

) A Socialist Pary,
ﬂ.ICla] phr'&SCS, as in'_

Communist Pa K7, inO

by Ve . W a

m’lnmlosl‘c) ,cprcscnls b ’ Reserve B
% ooooooooooooo c bal]k

district authoritieg

iti R R known authority

S stroke represents “s A
. cooperative: society e fﬂw)/ ... housing society

Jos \9: education society  ...~% .y Registrar of Societies

nonal and “inquiry”, as in -

N stroke represcnts “na
} ...... 4 anti-national

" sl - )
international {

-~/ multi-national A Departmental Inquiry

but . dyle.. judicial inquiry .—<S-- Commission of Inquiry

L str “limi ]
oke represents “limited”, as in -
‘}*«- private limited . o company limited

359 unlimited resources X5 fertilisers limited

R stroke (d
ownward
ment”, as in - ) grammqloguc I'Cprcscntcd arrangcd

\ﬂ necessar
y arrangements ., éﬁ adequate arr:mgcmcms

ro
Rstro’k\c}zz,\:ardl;crly derangsd \ proper arrangeme en®
grammalogue represents rcqmrc—d _ment’ 1 asilt

/0 essential r
cqun‘cm jre¢
Sits o it was Ut

L[ .does :
n
ocalré
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/9& legal requirements Ll it is not required

Round Figures .
Figures are generally written with numbers, but Round Figures

can be represented with disjoined strokes, thus:
1. Stroke B represents “billion” after figure (numbers), as in -
_E\.... five billion ..2\.... 3 billion 1e\... 10 billion

2. Stroke TH represents “thousand” after figures (numbers), as in -
3. Stroke N represents “hundred” after figures, as in -

A2 12hundred ... 5hundred +k..100 <200
4. Stroke M represents “million” atter figures, as in -
.22 5million - 2 _. 200 million 8 ... 600 million
5. Stroke KR represents “crore” after figures, as in -

Es2. 6 crores 12212 crores 12.»212,000 crores
6. Stroke L represents “lac(lakh)” after figures, as in -

2/° 2lacs 8o/ 50lakh ¢ ..9Mcs: .69°.. 60 lacs

...........

Monetary Units
The principle Monetary Units are represented by their sound strokes

after /before round figures, thus:
1. Stroke Rs represents “rupees” before round figures, as in -

22,.Rs200 F2...rupees 2000 £3,... rupees 300 <24 Rs260
but .5,A,, 5rupees.Re/\ 20 rupees 76,A, 76 rupees 15,415 rupees

2. Stroke PNS (half) rcprcécnts £ (Pounds) after figures, as in-
34 300£ (pounds) ... 2000 £ (pounds) .Sed... £50

3. Stroke D represents “dolar™ after figures, as in -

1(....1000dollars  2§24... 250dollars . ..24.... 300dollars
.QQ(C.L 30 thousand dollars ,.'.1 ...... 100 thousand dollars
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ducts the administration
prime Min! nister r who on 5
§ Lhc rg“vcmnu‘:nt is hc H 3d e Council Ome.JStCr
nion GO ) s ullcd the Rajya Sabha

2. The Council of Stafes t P.l hamcnt
g . . 1 cr Oll
which is the upP e |¢ sole incharge of the overy)|

3. The Vicc—Chamcllor

Write in Shorthand

¢ first Governor Genera| of

ht.in the Legislature for spec
vernments by way of calling

attention motlon
6. Dolitical partics plav important rolc In democracy, but the
multiplicity of parties wcakcns the democratic process.

.....................
..................

. \'Q & :
: \.Jl .................. /——',p ............... ___\f ...... "b}‘

2 A S %{({)J’\/"\/’,

("///\\\at .......... A’..., ..............
S L....«..:}s ......... \\1 ..........................

4 pro¢
es
Prlontlcs and s / of development in?
Al 7 Go programmes. It has <%}
Vernment Dcpartmcnts

]"0 Aglmple A,‘orth(l"d Sdlg to th
¢ Commission for allocat



of funds. The Reserve Bank guides and controls /) the Scheduled

Banks in credit policies, and other banking activities, according to the
Government of India’s policy from time to (1) time. Thousands and
crores of rupees are spent every year on the developmental schemes
such as health, education, sports, irrigation, / social welfare,
labour, housing, etc. by various Government Departments. A
number of societics such as Group Housing Societies, Educational,
Cultural / or Cooperative Societics or national institutions are given
financial assistance to the tune of 25 million rupees cvery vear./ The
voluntary institutions or socictics arc registered wich the Registrar of
Cooperative Socictics under the Societies Registration Act before
they (2) get any grant. The private limited companies arc given short-
term and long-term loans from the Scheduled Banks. Necessary /
arrangements arc made by the Railway Department to provide
transport facilities for transportation of goods and livestock
throughout the country./ 2/ (Key) (200 words)

C/.D/ ....... \ ) J./SL\V ------ m:éo’/(v!\—s7
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CHAPTER 24
tractions

special Gon

A Contraction Is an ahbrcvia{cd \\'Ori }13\'161}]%;10:" tsl'll.;? ?nc
stroke. Simple Contractions arc formed DY Pr ]o. : fs & ; iing
strokes, circles, etc. 1@ Iogograxps or gramma .g th. | Othe,
torms are Special Contractions tormcd‘ by omitting ; 'CS'S.S.pch
cound-strokes, or inconvenient strokcs. for easy and speedy writing
Special Contractions are generally written on thc line. However
third vowel sounding contractions should be written through the

line for casv reading and clarity. No vowels are put on the contra:

tions. Practise the following contractions thoroughly.

Part |
\V arbitrary . \1 arbitrate
wredVorse arbitration s .I..‘l.-/....dcstruction
}L ..... destructive . | )a ..... discharge-d

h" distinguish-cd .u...cfﬂcicnt-cu—ly -

L ectric | ..Lf...clcctricity
. 3. expenditure oF il

..>7AC.. individual | ‘/.mnim1uthcmrc-d

.......... non-available-ity
l\ﬁ/:/ notwithstanding M. ... Parliament

)ﬁ\ ..... Parliarpcntary V&_pcrform-cd

o assignment s s

\1'9 denomination ri.o—‘:::::;:(:
L Minimum ‘
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\Aﬁhpcrformcr : ‘
¥ -\ .. practicable
.. practical-ly
B practical-ih | S ..... prejudice-d
- dicial (1)
. prejudicial (ly) Wprchmnr'ar)

..... roduction -
‘\J p : {\, ...productive

" rular e
 Hosvaihis regula colloviveia regularisation
,, /... regularise AL regulansed

/\ represent-ed NS representation
_.”\\... representative /\ respect-ed
u Sllfﬁ(iCﬂt-C}'-l}' mHmm]t\
........... unanimous A universe

A’ university ...{f...ycstcrda_\'

- Exevcise 82

Write in Shorthand:
1. distinguished, distinguishing, distinguishable, arbitrator,
arbitrated, clectrical

2. clectrificauon, universal,
J'lt\ Unl\CFSJllS"l[lOH I.IITI\CTSIIILS
practices, prqudlu.ll unpractical, impracticable, electrician,

electronmic

4. negotate, ncgomtcd negou
sympathise

5. reproductive, U
practicability

6 practically, manutauturc

unanimously, universalise, univers-

(I

jable, rcspcctablc, unsympathetic,
nproducti\'c, produetivity, reproduction,

r. democratically, mis-representation

(For more dictations, se¢ Practical Workbook)
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Part - Il
e SO independence oo '

............. cincrgcncy o y ...... danger

\ ..... prospective [ sengeiss c\ .. prospectiy cly
/1\‘ ....... retrospective /J\, .. retrospectively
v .00 EXCCULIVE REC ‘ L§ ....... contingency
....... /Z legislative /Z/ lcmslanon

q .. legjslature GlRON G, & ....... pubhshu

\ ........ public (publish-ed) ...... \) ........ pubhunon
/\ republic (sh-ed) /\ ,,,,,, chublu.m

S intclligent 7S intelligence

....... \ -+ probable-ly-ility \‘5 denomination3!
R phenomenon <

vy +++..... phenomena
............... never GRS

L_/ o T, ( ......... nevertheless
................. . deficient- -Cy-ly

\/\L ..... perspective
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YOS e ’ 2 et
incorporate ... \/\) ..... perspection

Al recognise KD, recognition
........ \r>.......appointment w investment
... Sympathetic ... \C/J ....... financial-ly

Exevcise 83

Write in Shorthand: |

1. Emergent, strangers, endanger, endangered, dangerously,
participation \

2. Execution, exccutor, executed, legislator, legislate, Legislative
- Assembly, democracy

3. DPublisher, publishing, unpublished, intelligentia, prospectus,
fulfilled, contingent

4. Respectively, irrespective, irrespectively, mlhlmcm improb-

able, improbability, deticient

[nvestments, investor, invested, reinvest, investing, nonvio-

lence, non-violent

6. Re-published, recognized, incorporated, reappointed, de-

recognition, intelligible

Exevcise 85  (Key)

N

--------------------------------

Summary

nom are abbre wiated words i in wluch

Special Contrac
2 spelt sounds are omitted.

inconvenient strokes or. less
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M identical-ly
L_; ..... defective
72

Ao, onse mathemarics

L ...... mathematical-1y
/‘/ uniform-ity

—L...introduction
(\(\ problem

...... { advertise-d-ment

........... \..... expect-ed

......... idcntiﬁcati()n
- W mcchanical-]\,
.......... P nmhcm;\ticim
..... . Mistake
? falsification
X informer

-.....\.-—1 Seele Ol'ganiZc_d
O’K__ signify

.................. CrOSS-eXaminatipy

introductory

_ \/_\ programme

/b mistortune

....... K establish-ed(-ment) —Kb expectation

N il
A Eamiliarisation

'\_7\ practitioner

G_\\, qualify

k/-\ tamiliar-ity

..... Niswesassiss irrcgular{l.-)-
C'-\.J qualification

s N . CODMIETCIAl-IS

R Y commcrcialis‘-i“o"

t e i — - 10l
on defects, difficulty, anti- malaria, defe”

..... T qualified
Write in Shorthand' el
1 dcfcctions,dcfcc
uniformly
2 characteristics, charact
organizationg)



3. disorganized, organizer, informing, intormer, informal,

formally, discontentment

4. mistakes, signifying, contentment, practices, republication

5. circumstances, cross-examiner, expectation, unexpected, unex-
pectedly, acceptable, unacceptable

6. cxpenses, substance, substantial, familiarised, exceptions,
substantially, optional, exceptional

Exercise 84 (Key)

> ..... ....object-ed ) ....... objective

................. objcction e Ne. investigation
....... 7 messenger y passenger
G .. amalgamate LD amalgamation

.......... \....... capable-ly . o \e—.... peculiar
proportion-ate //\ metropolitan

P/\ ....... . telegram . &, Mortgage-d

.. L. recoverable. . \._>..... irrecoverable
14 , T

[ S knowledge e 7.... acknowledge
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/\' rchabilitate S £, . rchabilitation
t,,, ..... extinguish-cd 1{/ ..... rclinquish-ed

\L ....... obstructive \5{/ ...... obstruction

....... S reeverer. enthusiastic vonssenndlacisiss €Xchange-ed
SO | indispensable-ly

}_y) ...... bankruptey Rbee. TR s h

i } ......... stranger ... o/\_.. certificate

............... English l\' irrespective
Exercise 85

Write in Shorthand.
1. no-objection, objectively, objectives, objectionable, passen-
gers, messengers, investigated
2. Investigator, investigate, incapability, capability, peculiarities,
peculiarly, disproportionate
3. problemaric, telegraph, telegraphic, telephone, telex, teletext,
acknowledged. acknowledezement

4. bankrupt, inconvenience, inconveniently, obstructive,
obstrucrions, irrccoverable
5. strangers, stringent, contingert, un- objectionable, re-

investigate, reopen, disruptive
6. objectivity, incapable, disproportionatcly, knowledgeable,
exnnguisher, certified, certification

........... eeeiiieiianeniinnn. Excevcise 85 (Kev)

>7 Y don 3

\..'-\\ ek A
e

4. \a/\( ....... ) ‘(, “(?),\L,\b,\/é ...............

.......... L, . L, N W /. P VP
......................... BN
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. Exercise 86
Write in Shorthand (80 W.P.M.)

Sir, the objects and reasons of the Bill and the justification of
he ordinance are other points to which 1 / have serious objections. The
nain objection of_the general public to the ordinance was a case for
special investigation about // which | hid ~l<o some knowledge. So |
1ad objected for its introduction, as the Government was not objective
in /// promulgating this draconian law. It is dangerous in the eyes of the
general public, metropolitan citizens, messengers of God or (1) ordinary
passengers who travel in Railways. | had already mentioned about the
dangers of this measure at the time of / introduction of this Bill. The
Railway Minister had assured that necessary amendments would be
made in the Bill at the // time of its consideration. But he failed to do so.
[ stilt hold the view that it is not practicable /// to enforce such a law
through the State Governments. The investigation and the survey reports
of the Railways indicate that (2) the number of passengers travelling
without tickets has increased during the years and has gone out of
proportion Lrespective of / the efforts of the Railways.

Though, Railway is a public service, yet its commercialization
is necessary for its efficient running. // The problem is that no efforts are
made in this direction. You can generate revenue through advertisement
in the Railway /// wagons, platforms, stations by hiring experts in the
field. It is a misfortune that we cannot expect much from you.(3/240)

Key
'\,>,U> v

W I XN %1\/",.47\')\(@/@‘
TN\ \Lv\ul,y.\ﬁ&. ) 2! [/\4\,\ L'\—\"x
f‘H-a ‘—\ev/t./\ﬂ/i»/f"’\,y&vc\_, =),
ﬁb‘\)\‘7cp >/‘/"¥/} /‘/0 \/lo—/L-—"m o\’
~\1U/"’wr\"e‘-’q’ ,\*(,q_?,n__J,//)iw,;/»v
b‘qf\\—‘p\"’>’bfbtlf7——‘/wi
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CHAPTER 25
Special Phrases & Words

Agroup of words which make sense, though not L"UI“I’)]L:E‘-:‘.'S
called a Phrase. You have already read about many phrascs—.(. thicial
phrases and Colloquial (commonly uscd)-ph'r.\scs. In -.1;1;1.1“'011. m
these, a number of Verbal Phrases (idiomns) Parliamentary, Exec UTI.\.L.
Judicial, Departmental and Foreign Phrases (\.vr.)rds) are also Usfd
in English language, which have to be practised thoroughly for
speed writing,
Verbal Phrases .
All languages have certain expressions which are peculiar to them
and lend special meaning to the words and phrases knf)wn as
tdioms. English language is rich in such expressions. Thus idiomatic
phrases are formed by the combination of verbs, prepositions.
adjectives, adverbs, nouns ctc. It is impossible to give all the phrascs
of English language in a book on Shorthand. However, some
important phrases given in this lesson will help you realise their
utlity in the day to day working.

Phrases are of great help in Shorthand. Therefore, phrases should

be short, simple and sure to enable speedy writing, reading and
correct transcription.

Part - | —Verbal Phrases (Idioms)
\\/\« to bring about T act upon

s ... COME ACTOSS

..... &eeeeene tocall upon
A to carry on

............... to take place

... oo 1O take into account 4.2 tolay down

..... V ... to deal with V‘J to turn down
\/I\ held up I/L held over

... ] cseeeeene. 1O take away 1 ceveneee tO take down
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e

..... /] laid down
L ........ toscrup f——‘\\to look Jfrer

\_M to getrid of

to look torward

looked forward

2:] ......... to‘call theatfention’ | soycwea to take into

- of the Government 1""1) consideration
). hand over Lﬂ to take over
A?) ......... let us sec V ..... | to do away with
... letus have {(} .............. to bring up |

o letus know{.G./.) \A brought abcut

S R letusdo L. Y\/I to bring out

Exevcise 87

Write in Shorthand:

L.

2.

:{;.

on

10.

. Let us see what can

The judge will take into account all  the facts of the case
and decide as to who will look after the child.

You have to take into consideration the circumstances in
which she committed suicide to get over her problems.
The accident took place yesterday morning, at the Delhi
Railway Station and the judicial enquiry is being carried out.
We have to do away with the burden of looking after his

estate and hand over its charge to him.
We were held up on the way as the bus met with an accident

at Chandigarh, today afternoon.

I had to turn down his request for transfer to Delhi, as he
had to deal with a number of cases here.

The Health Department has warned the people’to get
vaccination of Cholera and act upon their advice.

We have to call the attention of the Minister to the serious
crisis faced by the cultivators for support price of wheat.

be done to improve the working
conditions of the public scctor. :

We have to bring about the desired changes if we want to
jational companies.
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Exercise 87 (Key)

(For more dictations, see Practical Workbook)

Summary

This Book gives accurate Theory of Shorthund on which
Practicals are easy. T ranscription of Shorthand Dictations should
be done daily to rectify the Errors of mis-reading, spelling, mis-
hearing, leaving of words, wrong oullines, etc. This will enrich
vocabulary, language command, knowledge and understanding of
the Text with application of mind,

Official phrases, Round Figures, Monetary Units and Special
Phrases are necessary for speed writing. These should be practiced
thoroughly so that the Brain does not take time 1o guide the hand
1o write the correct outlines Jfast. ‘

The quickest and cheapest method of practice is reading scripl,
copying, audio dictation casseltes and their transcription and self-
evaluation by Playing back cassettes 1o achieve the set goal,

152 Simple Shorthand



v% ......

W

25{ -----

-

“rinses » .

s \

Part - Il — Parliamentary Phrases

to submit

my hon’ble
friends

----------------

in this Housc{:'@) ...... } ......

human lives

both Houses of
Parliament

to the best of
their ability
from time to
time

inspite of the
fact that

in regard to the
with regard to the
kccp(ihg) in view
in view of

on his behalf

on thcir behalf

Member of
Parliament

ifs and buts

b= .

I would like
to statc

Hon’ble Members
of this House

in the first
instance
pointed out
it will not be
to the best of
my ability

to the best

of vour ability

come to the
conclusion

. having

regard to the

in relaton to
they were able to
on account of
on my behalf

on your behalt
brought out

social and
economic

Honourable

Minister

in this connection
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oy Exercise 88
Write in Shorthand (80 w.p.m):

Mr, Deputy Speaker, Sir, 1 rise to support the hudg?t pProposalg
1ght forward by the Finance Minister in this House. / The Budget
has been byand large welcomed by the people as rc_ﬂcctcd by the reports
in the newspapers. In / this connection, 1 would like to state that some
of my friends are dis-satisfied witlt this budget as it £/ is not revolutionary
and radical. I would like to know from the Minister as to what remedies
have been suggested (1) for curbing the ills Qf our cconf)nj)’- As has
been pointed by many Honble Members of this House r_hL cum;)_my b
of the country is no doubt seriously sick. But [ may remind mﬁ f‘c_“ds
that drastic remedies can prove dangerous / 1o 2 scriously 1 pmmu
which needs careful handling. It is the best budget that any Finance
Minister could have # brought under the present cxrcumstanlcc&

Sir, in the first instance I would like to submit that the most urgent
and (2) essential needs of the day to save human l.l\'CS‘ arc to curb thc t’lSC
in prices and to increase production, / keeping in \1cw)thc sh-ormg‘:‘L of
foodgrains. The Members of Parliament from my Party suggested
remedies for improving our economy./ (2%2) (200 words)

bron

Exercise 88 (Key)

40

-

e A TN
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Part Ill — Executive Phrases

from the point

Oy .
dgls of view
Ni
) . .
_(()Tts \”b, in view of the
1) ) ‘.
)n‘“c circumstances
ar\.
SO 8 T} I should like
5 hyg to conchude
oy
lendg N from the facts
Tieyy
lance /—(- Lok Sabha

will be taken
into consideration

‘Zent {\b
¢ nse

ge of . ,
ested u/kq will l}avc to be
ords) considered

what has happened

E; ..... it would have been
.> } ........ balance sheet
'58\\: '\Vp profit and loss
e icit financing

L\iﬁ_ def

fora long time

O\L ..... special consideration

\‘L for consideration

\-A'\J under consideration

asarcsultof

c\«-x .from my point

of view

apart from the
fact that the

...... —38...inthe course

of the

: { ....... on the table

. %.......Rajya Sabha (&}

/\7“111 be taken
Into account

...;Lﬂ;...takcn into

consideration

.?ﬂ.&.what is happening

27y .. what would happen

............. state of atfairs

3/\:, ...... assets and liabilines

gz

Ao =4 fiscal targets

- Finance Minister

...... Mr. Vice Chairman
/“'l ...... let us try
Q\] has to be considered

\\&b ..for your consideration

<ﬂ\ ....... shall be considered

x,‘ ..... ought to be consldcrcd
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' Bxercise 89

Write in Shorthan(i: i -
With regard to the drought I would like to say that neither the

Finance Minister nor the Government are responsible. / It 1s the act

of God. We have to face the situation in the best possible manner.
penditure, we cannot

As regards the / increase in the military €X We €
afford to relax on our defence requirements in the world situation of

today. // In spite of that there was a severe drought in the country.
The Government has done its task to the (1) best of their ability and
it will not be out of place to mention here that our defence forces
have / shown their capabilitics having regard to our policy of peaceful
co-existence. We have been living pcaccfully and have been /
reminding them from time to time about the settling of the border
disputes amicably. We were able to settle many 4/ problems
connected with the repatriation of refugees and the social and
cconomic upliftment of the people. Having regard to the (2) friendly
relations with our neighbours and in view of the forthcoming talks
betwen the two countries I would not say / anything morc on this
subject. I made some suggestions last year, but the ifs and buts of
officers ignored them./ 2% (Key) _ (200 words)
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Part IV — Foreign Phrases (Words) :

Outlines/Words anin;

Outlines /Words

Meaning

x.bona fide
.L._’._..dc facto
\.:.'.\-«-cn bloc
.\_-.A.cn route

actual; lawful
actual; in fact
wholesale

on ths way

of grace

-....\/...l'.cx parte

from one

3 | parey/side !
=K. faux pass  a fal step
€Dl impass a deadlock
\—ﬁ iner se among

’ themyelves !
NXC....in‘principle  in the beginning| .
/) lingua franca mixcd [anp-

unaige

v .

o i .mala-fide with bad faith

v . .
%Cgprima facie on the face of if

;cx gratia  asan act I—J\Kf,

..... \* .. coup d’etat
b de jure

o exit

\—:R fait accompli already done

\—4—1:’ . .
...... {. inter alia

\d\aj in absentia

v

\Q ..... ipso facto

‘ in toto
AN P locus standi

’\'4/1 pro rata

.Aﬁ.-.\-rcs judicata

---------

_/L' 9 ultra vires

). vice VCI‘S&

Qf‘“‘vu media

x-post facto on completion

a sudden artack
by law; by right
Joes our

by virtue of his

office

of work

amorng other
things

in absence

by that very
fact

entirely, whuie

right to suter-

fere
in proportion

case already
settled
adjonrned with-
ot fixed date
under judicinl
consideration
without

delay

beyond one’s
powers/rights
in the reverse
way

a middle
COuYse

\/> pari passu  alongwith,
\ side by side
‘g' status quo  CONATLIoNs
' cxisted on date
i? SuO motto on own
G inttiative
\ viva voce orally;
; in person
\ d
Mcrbatjm word by wor
.'%ooﬁs-a-ﬁs faca toface;
L\ upposise

e
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Exercise 90

Write in Shorthand:

1. He was a bonafide resident and de jure President but was
ousted in a military coup by the Chief of Army who became
the de facto President of the State.

. The ex officio Chancellor was en #onie to Shimla, who met
with a car accident. Ex gratia payment was made to the
familv of the deceased. Ex post facto sanction was given to the
expenditure involved in their cremation. W= |

3. His inter se seniority, énter alia his pro rata promotion was

given to him through a court order. The court admitted his

petition finding a prima facie case and declared the action
of the Department as witra virs.

4. The Minister made a 520 soto statement on which a Member
raised a privilege motion. The verbatim record of the
proceedings of Rajya Sabha was examined to decide the
privilege motion by the Chairman bcfore the House
adjourned sine die. | -

. My Ph.D. Thesis was examined by three different Examiners,
who found my work par cxcellence after which priva voce was
a mere formality for the award of the Degree. "

6. There was an 7mpassin the talks betwecen the two States over
the water dispute.

. Members en-bloc voted against the Bill irrespective of their
parties. ‘

8. The modus operandi of the Department does not prove any

malafide intention in delaying this project.

9. Ex parte decision was given by the judge as the accused did

not appear in the court,

10. The Vice President of India is the ex-officio Chairman of the
Rajya Sabha.

o

(S 4]

N

it ———

~ (For more dictations, see¢ Practical wdnfkbqok)
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Exevcise 90 (Key)

6. gn"”l——")/r\%kv .................. "R
7. '\a"ﬁ’.«\.’_{""’v ......................

8 N2 At R I
TS -

9. MA)*\/*Pﬁ¢\\wq, .
PEANING IF P IE S
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CHAPTER 26

Transcription Aids & Accurate Writing

——

Anumbcr of similar outlines or similar sounding word_s §0n11}sc
Shorthand writers, if essential steps are not taken to distinguish

them. The following points should be remembered to avoid
confusion:

(a) Position (ptaces) of Outlines

Always write the outlines according to their places. Put the necessary
vowels to distinguish similar outlines. Remember the difference in
the following words, meaning of which are given in brackets:

... accept (to receive) —X... except (save)

. access (approach) .__0.. excess (more than enough)
e marry (to wed) =~ merry (to be happy)
H affect (to move) H cfféct (result)

\’"\ tamper (to interfere) L temper (statc'ofmind)
/- illicit (unlawful) L. elicit (to get) |

,4 illegible (unreadable) 4 2 cligi'blc (fit)

e adapt (fit) | | t adopt (use)

R, immincnt (sure) .=, ¢minent (famous)
'\r PTCCC§¢ (gobefore) ..M... proceed (to go)

‘\f precedent (previous) % president (presiding officer)
i’ differ (disagree) | .---k:.dcfclr,(postponc) .‘

A) immerse (to sink) - T, emerse (to dip in water) -
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Exercise9]

Read, copy and transcribe:

Pt

: ; ;:an accept all your demands except your tour to Delhi.
: Hlavc no access in this department to affect the cffects.
. He cannot tamper with the documents though he is ill
tempered. . o
4. Itisdifficult to elicit correct inf i
Itis . ormation fj
wlicit dealings. romithe dedlers on
His lllcgnblc.}}‘?ndw.riting‘ made him ineligible for this post.
6. I want to differ with him but I do not want to defer the
judgement.

e

o

Exevcise 91 (Key)

(b) Using Essential Vowels
A preceding vowel is necessary when the words ar

same places:

¢ written on the

.£=y. emotion (mental stage) ... motion (movement)

... mission (service)

f’b emission (result)

‘]1 auditor (one who audits) ......... dau'ghtcr

.. aCrOSS (from one toanother) K - CTOSS

........ afar (far off) : ..farf | |
\T apposite (suitable) \f opposite (against) ;

3 Simple Shorthand [61.
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'.\’f..‘.ﬁl-nomaly (rregularity) e
No...efface (destroy) .. \a.. face
AN aright (right way) {*} EAR right
ka advice (noun) - v,....dc\rjcc(m?thod)
advise (to suggest) devise (to invent)
Exercise 92
Write in Shorthand:

1. No other officer can accept a bribe except him at the site.

2. This excess amount was recovered by my Private Secretary since
he had access to the authorities. -

3. My advice had no effect on him to go to the hospital.

4. Fifty bales of jute were stolen by the driver who was arrested
today and relcased on bail. ,

5. The President has to give his assent to the Bills passed by both
the Houses of Parliament. _

6. The Centre should bear the financial burden of appointing
bare-foot doctors for every village in the country.

Exercise 92 (A’q;;) |

...........................

s Sov(ﬁ‘(’x&\j}]f/\/

DL nesiy °\...:ob>\/°/\ N

6 ..Q._.«/.(\\\CJ,\A\, ..... \.'1”\{— \-ﬂ
~—

162 Simple Shorthand



(c) Similar Outlines with Different Meanings |

A number of words are written or spoken alike but their meanings
differ. Such worqs shoul.d be distinguished and spelt out correctly
sccording tO their meanings while using them in sentences:

\/. bail (security)
bale (bundle)

—= caste (arace)
cast (to throw)

“f.... site (situation)

ceiling (roof /limit)
scaling(to stamp or seal)

it A Kr

barc (only)
bear (to endure)

berth-(railway sleeper
birth (to take place)

coarse (rough)
course(range/race)

......... decent (nice)
cite (to quote) dissent (disagreement)
sight (view) descent (decline)
s council (assembly) fair (beantiful)
counsel (advise) fare (rent for travel)
... hale(healthy) -  ¥&= miner (mine owner)
hail (come) minor (small)
/- heel (foot) .~ male (masculine)
heal (to cure) ‘ mail (post)
.. ordinance (order) ..X... plane (smooth)
ordnance (military stores) plain (clear)
n" suit (set of c!othes) ) cease (toend)
‘snite (set of rooms) sieze (to hold)
t‘/ stationery {writing material) .3 Stmi.ght‘(crcct/ﬁ-ank)
* stationary {not moving) - strait (narrow)

Q, lessen (to reduce)
lesson (lcarning)
3L human (man)

~humane (kind)

“«7 morale (mental make up)’

"+ moral (character)

41 lightening (tolight)

lightning (flash)
divers (whodive in water)
diversc (different)

.. defy( challenge)

LR v

deify (worship)
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| ' . inal (chief)
'\..._ practice (rnown) REANS prncip

: b principlc (cqnducr)
\/] pr?cnsc (;‘crgl)“_) l _Cth’aCt (substancc).
....... l altitude (he . o il e
/‘t, lat‘tude (relaxation)
Exercise 93

Read, copy and transcribe:

| R e >‘V/QAMAL \l/,p.__._fx

.............

Exevcise 93 (Key)
One of the divers drowned in the river due to diverse currents.
I have to reserve a berth for me as I have to go to Mumbai.

[ want a suite in your locality since it will suit my family
members.

4. We went to the Kumbha fair at Allahabad for which we had
to pay double fare,

‘The new devices devised by his advocate were decent but |
had to dissent with him on his advice .

The ideal student does not sit idle like an idol in a showroom.

SENE

Exercise 94
Write in Shorthand: _

1. Ifall the payments above rupees hundred arc made by cheque?
it will be easy to check the generation of black money.
- 2. The principal of the Institute outlined the principles on whicl
the institution should function.
}
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The Mern . of the Council cast aspersions on the Government

for not filling the posts reserved for the Scheduled Castes.

I paid mY share & money to his father, who appreciated my
" work, on Monday.

ghe sent a mail to his male friend that the would not marry

him till he earned . .

6. He did not like to losc his old suit though he was offered a

new onc.

zvcise 94 (Key)

(d) Proper Nouns
The number of consonantal sounds (strokes) in English Shorthand

are far =ss than the corresponding consonants of Indian languages.

That is why Stenographers face great difficulty in writing the proper

nouns, i.e. names of persons, places ctc. No provision has been
made in English Shorthand for the represcntation of proper nouns
which are used in everyday sphere of human activity where Stenos
have to face great difficulty in writing them. This difficulty can be
solved by supplementing the English Shorthand (Phonetic) Strokes
with the Indian Phonetic strokes by the following process which is

very simple and can be easily remembered.

() Aspirated (Breathed) Sou nds
every plosive consonant hasa voiceless and voiced (sound) stroke

‘consonant), every plosive consonant has a breathed (aspirated)
| Simple Shovinand 1 65
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sound in Indian languages. This is represented in Shorthand by
cutting the strokes in the middle, as given in the table below:

Pasirs of Consonants

(Plosives) (Breathed) Asusedin |
Voiceless/Voiced Voiceless/Voiced proper nouns

N.. 7P \. 3B X\wrh \k'ﬂ Bh .\i;ﬁ_l’hoto -\-;:&,\,thim
(Fricatives) |\ GE @V } File ...\L'....votc
l.zr 1 sp [t ed A =dh |.of Seth ..£...Chadha
‘./. ach /@) |72 schh £ wIh |7 lachhi .2l Jha

|
— K TG |y @Kh  gGh |72 Khan e4...Ghar

Loas L 2 thee L =with £ urdh 4/ Santhal ..6£5).I)han
IR X 2% th .2 Grh ._‘_J/'Ghori ’Tl"'ﬁ»"‘!.../‘..,:(.odha

'1'1 _OY /qwm;
*Dental T(@)does not exist in English language. These sounds are
expressed in English by the T(€)group consorants.

(ii) Nasalised Vowels: English Roman Script has no nasal
vowels and are written by nasal consonants, unlike Hindi. Thesc
can be easily represented by placing a circle in place of dot
vowels and by a parallel dash for dash vowels, as -

Gandhi.ﬁ-...or..ﬂ: ...... Gainda.ﬂ..or.ﬂ..ﬁhindsa.s...or. ‘.
Gonda.ﬂ...or'. ..... - Andheri..’i’f..or .. 78 Boondi.\{..or\...

(iii) Proper Nouns: Write proper nouns - days and months -
Monday ...-]. Tuesday ..|..... Wednesday «/>f... Thursday %

Friday k{ ..... Saturday .m....Sunday s
January L«...February ...... March ..."4...April "\ May..=.

June.... ... uly ...fex.... August .7...September .. ...
October J\. November .. S7A—....December ....d—.
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States & Union Territories

States

% ' 7 o
Andhra P radesh ""/'mruncha| Pradesh %Assam )'\
R WChhattisgarh g—- / .&=.. Delhi Vo Goa

(iv) Names of

’

Gujarat ,’..Z....Haryana e Himachal Pradesh deroey]. 4

Jammu & Kashmir lay./ lf\o\ Jharkhand. Q; ..Karnataka®, 7] _

Kerala .. Madhya Pradesh .%x....Maharashtra 22,/ ~/

Maniput ~~A...Meghalaya mﬁ mf..'Mizoram.f.Tjn\....
Odisha/Orissa .=L/...... T -

pondicherry..ﬂ...Punjab )/ ....joasthan 4//1
Sikkim. AN .. Tamilnadu ["M.. Telengana Q:-.,J/Lw-\._/

Uttrakhand /.5, Uttar Pradesh .1,/ .Qo..wést Bengal ¢ sm

Union Territories

Andaman & Nikabar'..‘.'(.z.—.x_.z\.Dadra & Nagar Haveli..w
Chandigarh .4....Lakshadweep ......... Daman & Divi.lfe.... -

r'-.
Religions

Hindu ..42....... Muslim ..«cz...Sikh ..m.,.Christian..F.;;?‘.’...
Jain ... \....... Buddhist \B}}y

Summary

Indian phonetic shorthand

Proper Nouns are represented with ;
correctly. Use of aspirated sounds, nasalized Vower’:che_lp TI’:’:’
correct Shorthand writing in all wings of a democ;l bb':evial(?d
executive, Judiciary and the Legislature. Use of at phprl]
Names or, longhand should which reflects 4P !
Lits rters.

be a VOided)
ograph e



Exercise 95
Write in Shorthand : ;

Tﬁe ow;r of Indian independence began with the revolt of
some Bengali soldiers. Later the mutiny spread to ILUCkn(’)rw,/'
Bareilly, Kanpur, Agra, Bundelkhand and other pacI:)es.. he
mutiny failed because of lack of unity among the rebels. During //
the latter half of the 18th century, the lmpgc.t of western
civilization was felt in social, religious and poljtlcal fields. //
This resulted in political and social reforms in India. The Brahmo
Samaj of Hindus and similar religious groups of Muslims (1) and
Sikhs supported the movement. Syed Ahmed dubbed the
movement as a civil war without arms. .

In 1909 / the Indian Council Act was passed and the
number of Members of the Central Legislative Council was
raised from 16 // to 60. The Government of India Act, 1935,
introduced provincial set-up which was characterized by Pandit
Nehru /// as a néw charter of slavery. Netaji escaped from India
and formed the Indian National Army. With the sacrifices of (2)
our great leaders, non-violent movement of Mahatma Gandhi
and political leaders and freedom fighters, though British India
got independence, in 1947 / but was divided into India and
Pakistan with the stiff attitude of certain religious leaders.

The Indian Constitution // was adopted in 1952 and India
became a Sovereign Democratic Republic. Elections were held in
the country for / Lok Sabha and State Assemblies with division
?:d?ox.vers between Central and State Gov.ernments.' Presently
g r:ells\d ?niusft‘:r"; 0{; (3& 3(; States and 4 Union Territories. The
Chief Miniot < /Sar: theaH of(‘jthe Cen}ral Government while the
President of India is th cH eg >0 their State G.overnments, e
// are the Heads of th :eS cad of the country while the Governors
S5 T s cont(; ]tal.es who act.as agents of the President

ol of the /// President through the Ministry

of Horpe Affairs. They act under the Constitution and are the
custodian of the Indian Constitution. (4/320 words)
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PART VI — Dictations on Contractions & Proper Nouns

Exercise 96 (Test)

Write in Shorthand (80 W.P.M) (15 seconds per slash)

Sir, I do not understand that when both Houses of Parliameny
have passed a law for the conduct of examinations / in all the Indian
languages, why the U.P.S.C. is not serious enough till to day to
execute 4/ the Government of India’s policy? My feeling is that the

[LA.S. and the U.P.S.C. have // lost their utility in this country,
Throughout the world, the experts or specialists have replaced these

types of administrative officers.(1) But it is unfortunate that the
system of British Rule is being continued in this country by the
lobby of / these 1.A.S. officers. I fail to understand how a simple
graduate from Arts or Commerce side who failed / to get admission
in the Medical College or in the Engineering College at the
graduation level can acquire such vast 4/ knowledge and run all
the departments of the Govt. of India or the State Governments?

Itis time that we (2) replace this old system by specialist system
as is donc in other countries of the world. In almost all of the 74
countries of the world there is all-round development in all fields,
but in India, the situation is just the oppostte. /

Sir, I do not understand the wisdom of this Government or
the framers of the Constitution in allowing the same / facilities of
reservation even after 40 years of independence. So [ would like to
suggest that if the father or (3) the mother of any minority
community has enjoyed the benefit of reservation to enter the I.A.S.
orthe / I.P.S. or allied services, that benefit should not be extended
to his or her children. That benefit may / go to'some other families
in the same community or some backward classes. Let the benefit
be equally distributed 4/ to all communities for whom reservation
is made. .

Sir, the 1.A.S. system is causing unnecessary friction between
the '(4) Ccptral Government and the State Governments. It is a
reality that‘ In more than twelve States non-Congress Governments
are / work{ng. The Conﬁ'dc':ntial Reports of LA.S:people are written
fgqglit?ﬁz%’oi?:; Mm:try’ L e States. I would
be . considered at th: Zt tl' mu%fl? it Slr{ that L Spoin picedso
some extent, then the r:l;:gfm. b/// the friction can be reduced to
.+ can improve fast.(5) > >etween the Centre and the States
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[

 arbitrary legal power to ban the strike and declare the electric sy

Exercise 97 (Test)

Write in Shorthand (80 W.P.M)

The distinguished arbitrator initiated the case for arbitration but
clectricity authority did not agreec on many points and used / its
Pply
an essental service. This action was condemned 4/ by thcf, trade unijop,
unanimously and was considered prejudicial to workers’ Interests. The
unions did not find it practicable to 4/ withdraw the strike notice at
this stage. The workers went'on strike notwithstanding the arbitr
decision of the Electricity Board.(1) The workers did not discharge
their duties affecting seriously the generation and distribution of
electricity throughout the city. The non-availability / of power affected
production in industries, Shipment of goods by electric trains,
gencraton and supply of water, and efficiency of 4/ all sectors. The
strike was a total success. At last the Electricity Board agreed to their
demands after suffering huge // losses. The maximum amount of
expenditure for meeting the demands of workers was far less than the
loss suffered by (2) the Board due to strike. It could have been avoided
negotations with the unions. This was created by the / bureaucratic
atatude of the Electricity Board. The workers’ demands should be
considered sympathetically and respectably because they subscribe to

the / development of the nation. Their representatives should be

represented in the Board for better and efficient performance of the

power /7 plants. This can be achieved by penalising the inefficient and
corrupr officials of the Board for disc

harging their respon-sibilities
inefficiently.(3)

As far as the charter of deman
demands on which there is com
management and the Trade
in the Board’s meeting,
during the strike
entertainment of wo
for 4/ which the ma

ds is concerned, there are many
plete unanimity between / the
Unions which can be passed unanimously
Whatever irregularities have been found /
can be régularised. Arrangements for the
rkers should be made by opening recreation clubs
nufacturers have agreed to supply five colour T.V.
sets to the Club at concessional rates, free of (4) tax. Those who had
indulged in destruction of property during the strike should be
prosccuted after p

uted reliminary enquiries are made./ The Government
should bring a RBill in the Parliament fi
activities so that

or curbing the destructive
; the workers could also // realise that attainment of
liberty means mo

re responsibilities on the part of the individuals. If the
workers put their individual 4/ efforts to increase productivity and do
Not waste their energy in unproduc-tive and destructive activities, they
can also benefit individually.(5) ' -
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Exercise g{_(___m’ﬂ

‘Write in Shorthand (80 W.P.M)
the two cases wer,

.‘ According to the distinguishcd adyocatc, "
l identical which came up for discusston before the Kerala High

! Court. One was about the defective pr inting .O.f - ;ook on MCChanica
| Engineering written by an eminent Mcchan!g'al . ngmcfcr and. the
| other was regarding the delayed publication of a book g,
Mathematics written by a great Mathc_matlcm.n.. The two cases Y.
were not uniform. According to the first petitioner the defectiy,
printing of the book was not a n:nisfortunc but was (.1) a delibery,,
negligence on the part of the publisher. .In the second case the {\mhm
| had claimed damages trom the / publisher for tl.u: non-publicatig,
l of his book in time. But the Defence Counsel said that. the delay j,
‘ the / publication was beyond his control and the pu bhs..hc;:r Was no
obliged to publish the book by a fixed date for 4/ submission to th,
Academy for award. The authors claimed that they had bright chance
| for winning the awards as they (2) were informed that no books op
’ these topics had been received by the Academy. -

? The Defence Counsel stated yesterday that / according to the
j agreement, the books were to be published by the end of October
and the publisher had a / definit.  project for publication which
was decided well in advance. Regarding the printing mistakes in the
book of Mathematics, the // Defence Counsel stated that the third
proof was given to the author on his specific instructions for final
approval. The (3) Executive Director of the Press was cross-examined
by the Prosecution Counsel and there was no circumstantial evidence
which would / prove any negligence on the part of the press or its
incapacity. The Court held that it was not necessary /' to republish
the book now and the mistakes could be rectified at the time of its
republication. After cross-examination »/ the mistake of the author
,, was established and the Court dismissed the casc. The problem of
: publication of this book (4) was thus further complicated with the
strained attitudes of the publisher and the author. Any way, the
programme of the / republication remained undecided by 1S
‘ publishers due to the discontentment on both sides. The book
| howcvcr, could not win prize // from the University and thf
’| expectations of the authors were belied. It is a universal fact that at
| least three // proofs are to be read for correctly printing a book. This
| practice is universally adopted by all writers and publishers.(5)
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Exercise 97

Write in Shorthand (80 W.P.M) ,

Asstate of emergency can be declared by the President of India whe,
icrc iS an external danger to the / security ofthe country. This POwe,
Is incorporated in the Constitution which can be executed by ¢,
President on the 4/ advice of the Prime Minister whd is the head
the Council of Ministers. A state of emergency can be // declared by
the President in a financial contingency also. The Prcsidc’nt 1s the chir
exccutive authority of the country and (1) all the appointments apq
decisions are made by the Government officers in his name througy,
delegated legislation. But the President / has to discharge his functiong
only on the advice of his Council of Ministers. He can take the powers
of / any State Government on the recommendations of the Governor
who is his nominee as the Head of the State. In // accepting the
recommendations of the Governor, he is supposed to consult hjs
" Council of Ministers. The President cannot act independently (2) in
the political affairs of the country, particularly in a democratic form of
Government or a Republic. The deficiency or / efticiency of the
President depends much on his intelligence, knowledge and his
capability. If he is intelligent he can influence / the decisions of his
Council of Ministers, irrespective of his jurisdiction on certain matters.

The Vice-President is the ex-officio // Chairman of the Council
of States called the Rajya Sabha. He also acts as President when the
President is not (3) able to function due to illness or is out of the
country or is on leave. He is a prospective / candidate for the office
of the President. As Chairman of the Rajya Sabha, the Vice-
President conducts the proceedings of / Upper House. He is the
final authority to allow or disallow any Member to raise any
motion, question, calling attention, 4/ special mention or privilege
issuc in the House. He recognizes the various political parties or
groups in the House and (4) allows time for discussions on the
various Bills, etc. through the Rajya Sabha Secretariat Staff, accord-
ing to their strength in / the House. He can direct the Rules
Committee of the House to include new rules in the Rules of
Procedure /' and Conduct of Business in the Rajya Sabha. He can
direct the Ministries to fulfil the assurances given on the // floor
of the House by the respective Ministers. The main political partics
recognised in the Rajya Sabha are as follows:(5) !
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Exercise 100

Write in Shorthand (80 W.P.M)

Mr. Deputy Speaker, Sir, the discussion on / the. Members of
of the Ministry for the year is an occasion fon:  ofwhat he hag
Parliament to find out from the Mipistcr an ;L]:Ox:‘(? [ presume this
done in the year / that has been just IEfE 058 Tniorer, wh
House also will concede the annlcgt': n twhat his difficultics
represents 4/ them outside on thelr bcha“ﬂ;t.o(l) rescuc and his
are, so that if possible they can come to TS

support. . =
This year in particular, itisa still mor

o -ond
we have just completed / tl?c second p re important, because as |

is concerned, it is something even mo e stepping into the
mentioned // last year about this time, W ' utation of // the
phase which would mean a biological change, 2 :

whole programme. Itis, therefore, necessary th:lltk'il h;;’c‘;l;‘:hl:)‘:l‘;‘lzﬁc
of taking the House into confidence and talk ( y

~servations whatsoever.
rLSlcrr\::‘;tlli(s):bthat this, House and this country have a tremendous
expectation of this Ministry. I /can not dcscr!bc'to you, M;‘; DCPUT):
Speaker, and to the honourable Mcmber§ of this House, how very
eager and sincere /1 am to seC that the instrument that they have
placed at my disposal rises near to the expectations 4/ they h:.wc of
this programme. Just a little while ago, a triend here mentioned
that the Community Development Programme was (3) intended
to bring about a social and economic transformation of the people.
True, but this is not the function, I / think of one single Ministry
I maintain this is not even the function of the whole Government
A social and 4/ economic transformation of people can only be
brought about by the collective will and collective cooperation 0
the world people./ The Community Development Ministry caf
act as a catalyst and as my friend mentioned at this time last year, 3
(4) an artorney for the people of the rural areas, who have beef
subjected to an unkind and unhappy economic pressure / fron
more .pox.vcrﬁal sections of the Indian community, primarily thosL
wh(? live in the prban areas and who have a / potent voice.

Sir, I would like to thank you and all the honourable Membe

for the patience with which the have h ;
of mine. I should like to concludyc{/ ve heard the long rigmarol

with me.(5) y asking the Houlsc to cooperal

178 Simple Shorthand

on the budget demandg

¢ important occasion because
lan. So far as this programme




: : Exercise 100
Read, Copy and Transcribe; ————

oM do N Jo 2 e R

Wpong e B2 LN KA N

N PSS

......... é\“"’\,loo/ e _n'- o

—T- .\\/'\_f’;\’[ .......... ) u\’]

) N L e v\_}\« .....




w.pM) d loss acco

in shorthand (80 V-
d the P'Oﬁf,a?ous / rransactions, €Vents
crational and ﬁ"“ﬂcia

The balance § ATE S e
enterprise show et effect© t a the op
decisions t2he™ byt ""m?glcn:ccstatcmcnts, doubt, constit,,

ition of the C““"pt'zsf' ﬁ;:analysingf . financial position ofa;
at raw AL T pable of 4/ conveying all th
reasons for the statc of 3ffair§

an importd

enterprisc, but thcfy arc i

i i cd for analys! ' .

mformanon o ¢ shect. )Thc xn(0rmatlon of events causip
s in the balance sheet i

. bilities items

d ::%:ason-oricntcd analysis. The profit apg
n explaining the changes © the extent they ar,
ns an :ch exercisc their imp;q
: ¢ and events taking place

peratc through profit and log
assets and liability (2) items
f profit and loss transaction

of 2 balance sheetoverap

and other transactions. If one / has to understand the financiy|

strategy and financial condition of a business then both the aboye
d and analysed properly. The

s .of transactions must / be tracc
technique by which the balance sheet changes are traced to origini|
purpose of analysis is known as Fund Flow

transactions for the y/4

Analysis.
Fund Flow statement is a statement which attempts to explain the (3)

changes over two periods in th

b ¢ balan i .
::)n the onfgmal transactions, thus dclics)l:\fi:gltri:; by/tracmg them back
tegy of the business unit :;nd : t / on the financil
&9, cmbhn . A 13
predictions. It summarises the vari gits proper interpretation and
sources and uses of the funds i ous transac-tions ,/ in terms of th

summary cnables one to // involved in business activities. Such
strategy of the business. It is judge the validity and cff "
{4) of profitable oPCr:atJ"ons t;s: ﬁﬁigarﬁaﬂmy in situatio:sq l? ; ﬁl.]anc.uj
g s in the ori WL WY ere in spi*
e grip of liquidity crisis, whid

particularly 0
loss account helps i
affected / by transactio
through profit and loss. But all
in 4/ an cnterprise do not necessarily 0

account. This means, that changes in the
eriod aris¢ out O

experts will /7 exami anagi
Xam ging C :
of the company and e ::fcrcasons- fon? E:l éttcc which the financ
will : ood or bad pcrformﬂf“‘
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Write in Shorthand (80 W’?‘M) 1 the world. Accordin
India is the biggest democratic D lthan 80 crores. The ch "’
the census of 1982 its population s/ MO hat is why they cho plc
_of this great country ar¢ 3|159 gr‘?::l'c inlthc world. "
con // for India which 15 unic :
Constinaion /B I aes The federal sructurc ofthe fndian
Constitution consists of Statcs :mc(ii Um(j:s;{;cmm" : CSare .
. v s,
Andhra Pradesh, Arunachal Prade Kashmir, Karnataka, Kcrala,

Haryana, Himachal (1) Pradesh, ‘ .
Maghva Pradesh, Maharashtra, Manipuf, Mcg!.’l“;\‘;}';a A’T{'?Oram‘
N'agalind, Orissa, Punjab, Rajasthan, Sikkim, Tamuil INadu, 1npura,/

dministered areas q
Uttar Pradesh and West Bengal. The centrally a ;
Union Territories are - Delhi, Andaman & Nicobar, Lakshadwccp

Minicoy and / Amindivi, Dadra and Nagas Haveli, Pondicherry anq

Chandigarh.
s owers between the Centre and States are

The distribution of p en at
defined in 4/ the Constitution. The Union Territories are administered

by the President. In the interest of the security of the country, a (2)
univary form of Government has been set up with a strong Centre,
That is why under the Indian Constitution, the / administration of any
State can be taken over by the President, if he is satisfied that the State
Government is / not functioning according to the provisions of the
Constitution. No State has the power to secede from the country.

A s/ Planning Commission has been set up for the proper
development of the country. The financial year of the cou'nn:y starts(3)
on 1st April and ends on 31st March. The budget of the Union
Government is prc.scntcd' by the Finance / Minister on the last working
day of February in which the financial allocation of the various
Ministries of the Central / Government is made for th The
I;It;dgct St}:]ssion of Parliament starts in February and :O:ixzé:: rl.lp to

W T ion i .
y.// The Monsoon Session Is held in July, August and September,

Houses of Parliament in a Joint Session. The

done in the sittings of the Houses op M Government business/'1

and Thursday. The non-offici] business iso('j‘day, Tuesday, chncsan

the Members move their Resojys: one / on Friday in which
t . y in whic
the Government. No sitting :ls ;/;lshf;gs ¢
B

Sunday unless some urgent legislatiye busin encrally on Saturday and

House of Parliament.(5)
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ApPENDIX |
' s Grammalogueg

List of Logogram®

Logograms
o LN TO
- ) O - 2O his(is)
""""" afan ' oo Neaes LOO(TWO)
N Al A... how
.......... s(his) 2., what
s and ol B
" ¢ ol WWhen
. as(has) e ¢
‘ I i, Who
I awe (ought) on L
[ s seadeesers why
= bevond e OwWe .
C .
k. but L ought{awe) e with
. . first itn. should ... would
..2..... has(as) s RS, ... YOU
Grammalogues
.......... accord-ing M. board 1 company
R o advantage S all 2. conference
vereeeee any(in) e Lovsass GAN) veryd.... CONtINUATION
T - .
---------- are ity CRNOE ]ﬁ continuc
) : .
.......... arrange-d-ment ... care T, cooperation
Q{ balance 7 chair T cooperative
........ balanced ; .
\ - R 2. coordination
.......... bank-cd AL chilg 2 .
\ ) corporation
........ be Wk :
wWe.... children .
—0 cs .., CoOuld
.......... because . f -
""""" CQrcumstance ’I dear
\l behalr eisld | . D
-
Qe bt - L. deliver-cdy
...... ) o |
<f deliverancc
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b gold L / ... large

‘ ..... department

‘ ..... difference-t I — T . . 7 larger
L difficult e guard / largely
{_) division l ..... had J largest
' ..... do | u hand | ‘\ liberty
'} ..... doctor /Dy \. have /- Lord
'} drinking /o he S me
......... during, .. him r\ member

e, cqual-ly ... himself e mere/Mr

rm—p CXpCIICNCE ...&7.. Hindu ... Minister
. exnenditiﬁé' ... hour(our) £, more
= cntire L. however . most
S every . importance-t / much
/—b impossible. /""o myself

e, improve-d-ment .S near

... from .. in(any) M. NEX
.. gcﬁcral—l_v .. influence 7. nor
il generalise 2.. influenced .. northern
... generalised 2. information ...\ number-cd
a/ generalisation 2. inscription 2. opinion
" - gcntlcm:in t inseruction (\ opportﬁnity
".4..... gentlemen ... instructive s OUE(hour)
oo GiVE-D I /P ourselves
e O(gOVErnment) LL is(itsclt) k over
e govern x‘ justification .. owing
emres gOVErNMENt(go) . language e OWN
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By Significance
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«\.... particular

e, qQuiet(quite)

.C 0. question -cd

Pl racher(writer)

') ... subject ed
........ pleasurc y e
\ incipal-ly-ple S subjectic

......... pn cipal-ly

‘l subjective
ol sure
o\a surprisc
\ surprised

.......... remark-cd ol el

(\ ..... remember-ed L ( ... thank-cd
" require-d-ment ( that

,/O resource 9 their/there
. revenue ( them
rg satizfaction é themselves

) thcrctbrc

M. thing

@, those
.......... though
o . thus

o L
L. tolg

’l ..... truth
...8... wnder
........ union

..‘j-ouo ll.‘\U;‘ll-ly
Q. valuation

----------

e W
L7 whether

/ which

) whose

esden Wish
C within

..... (.. without

) word

‘K...)wondcrﬁxl-l_v

----------

writer(rather)

vard
'\ vear
ST ‘yuung
s Youngest

N youngster

’\ vour



APPENDIX II'

List of Simple Contractions

....... 5 advantageous }/ divisional

......... J...... almighty covveendnn enlarge-d
el already : 7‘ enlarger

----------------------------------

A alternative 7. cntirely

...... l although .c...I equality
I eean altogether o { ....... cs;vccial-i)'
................. alwavs H ... cverybody
o cornll anything &.\/ everything
..... \.,....... becomes conss Bgaoemu:  TCOCTH]
St characteristic Qﬁ\v fulfil(led)
..... i/ circumstantial ... governance

...... J) continuous s BOVEYIOR

..... S/ continuously ﬁ\ Hinduism

....... Vo departmental s hOWSOCVET
..... e departmentalisation ...«>e..... immediate
..... V... departmentalise Wl Incorporate

devaluation. \;—3 ... Incorporation
..... L—..... difficulty A industrial-ly
...... ]C disadvantage i} industrialist
% ........... disadvantageous ... \d .. influential
--------- { disbelief (disbelieve-d) ... insigniticant
‘U .......... discontinuation ... h institute

------- LL discontinue \’f interest
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~—A intermediate
""""""""""""" t/ undcrlymg
. merely unde

i moreover "7 ko 4 fSlang
----------------- . e Risaeee un crstm]d
. nothing ! :
N O S understogg

/\ oneself i
--------- , veveeeens Under
W ).7- organiz-.monal ‘_L- ke

come ,/j ........... unionism
outc

i'\—/' particularly USRS unpringipleg
L’V" qucstionablc % llnsatisfacmrﬂy
X ....... re-arrange(ed )yment >J/ ..... unscheduled
~“X... remarkable(ly) e \j ...... unusual(ly)
\«—\ removable ... sj ...... unusual(ly)
e Y response-ive(ible) L welcoming
sutisfhc.torily F"' - welcome(d)

..... !7 satisfactory ... whatever
..... ,2) selfishness K.. whatsoever

..... X,_D subscription(&%} s e whenever

..... V\!) substantial(ly) R whensoever
)’)/ surely : C/\-{,.. whereinsoever

t\if surpnsmgly ' C'/Q. wheresoever

R . undergone

(Lists ?f Special Contractions are given in Chapfer 24)
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ccccc

Capable... ...
Certificate... ..
Certification.. @/
Commercial..—<>
“ _|isation... & B
Contingency...
Cross-examine <%=
“ _examined =—22..
“ _pation &,
D

Dunger.-
i

Defective..
Deficient-cy... ly/

Denomination... A2 | Incorparate. .. o
Destructive......l‘.‘ Incorpormion..._{? -
Destruction . }U Individual... ... . .
Difficulty... .. b_. Independence... . ~.
Distinguish-cd. . b/ | Independent...... . W8
Discharge-d ... ), /| taformeed .o o s
E Infonncr......\f&:ﬁ
Efficient-cy-ly \_/ | Intelligent... .. o
Electric... ... .- [ntelligence... ...
Electrical.... ntermediate. .. o -
Electricity...C0.. - [ntermediary..:
Electronic...xm. oo [nvestment.....7=}
English......... o7 [nvestigation... .
Enthusiastic..- L. ... Irrecoverable... =
establish-ed... ... & Irrespective... ... oy
Exchange-ed _7D< . | Irregular........ &
Expenditure... 773 )
Executive ...—o~> | Jurisdiction.. g ...
Expect-ed... =72 Jurisprudence.”. . g
| Expectation... "y K
Extinguish-ed.. Knoxvledge..'..,,j,_
F Knowledgable... ..
. Famihar, .. s s I. \z
Famn-ﬂmnsc e chislalive......(b
Famxlmnsatlonw Legislature......L ...
Financial... ... kt') Legislation....(U...
! M
Identical... .....d— | Manuseript...~~—="
Idenuficutlon \L-, Manufacture-ed 70 S~
[dentify... {‘ ... | Manufacturer ...
In-charge ... * 'Mathematics...i\.(t .
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Mathematician. /2L/ /

Maximum .. -0
Mechanical-ly.«—
Messenger.... I

Metropolitan... 0

Mistake... ... o—
Mistaken...... >~
Mmimuam .../
Mortgage-ed. . &>
N
Never..........~7 -
Nevertheless... X,
Non-available.. Y&,

“AY... ..o S
Notwithstanding .. +

(@)

Object-ed. ..
Obyjection...
Obyeuwnablc Z/
Obstructive. .
Obstrucuon
Organizer. \_a/

) 2
Parliamentary, \/?
Passenger. .. . \7
Peculiar-ity.. \__,.,
Perform-ed .. \./A _

Performance \/A\_p
Perspective.. \.Ry
Perspection. \ R )
- Practice-se-d. S\,
Phenomenon, , Age—

Practicable .. ’\-‘
Practitioner. .. -
Prchmmary’\/v
Prejudice-d ..
Prcjudiciul...
Productive. ‘\'
Production...... .-y
Prog.rammc..‘.\.,:\...
Problem... ..o
Prospectus... g ... .«
Pros[l:ectivc..\,. .
Prospectively.... '\&'
Probable-ly.. '\ :
Pwportion-ate \

Quahtyg.‘.k:’\
Quahhedc’kw\-

Qualification; .\.b\?@

R
Reform ... 2 \.. ..
Reformer... A\
Regular.... /...
Regularise.. /_D

vl
Regularisation /—a

Rehabilitate. . N
Rehabilitation, /A
Rqumsh-cd.%)
Removable. .. \,.\
NS

Representation,

Represent-¢d 5.8
Representative, PAN)
Respect-od, AN
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Republlcm /\ |
Republish-ed. /\
o

Responsibility N
Retrospective. 4‘ )
Retrospectively., /ﬂt_
S
Satisfaclory....,f{,. '
Stranger ... ...
Stringency... ... {_,
Subscription..§2 .
SubstﬂmiaHy..?E..,
Sufficient-cy-ly <7 8_)
Sympathetic... s~
T
Technical-ly... ... L., "
Telegram... ..., [
Telephonic..., ... C—-
U
Unanimity.... &7~

Unanimous, ., £ 7-"°

Unanimously. &
Uniform-ity ., 277,

Universe, .

University. £ L

Universal .

Wheresoéver. e~
Whereinsoever.cX.

¥ o
..

Yesterday. ., ..



New Syllabus Stenographv/Sectt.Practice
CBsE/ITl/MOP/MOM Courses

1. Introduction to Shorthand: Brief History of Shorthand.
3 Consonants - Definifion, Classification, arrangements.
Vowels: Long & Shart vowel, Dot & Dash Vowel.

Grammalouges, punciuation,

Short Forms - Logograms,
Dipthongs: Sighs of diphthongs and Triphthongs.
of R & L : Thickened R & L: Semi Vowels

3 Alternative fornis . .
Y/W Abbreviated, Diaphone U Triphone. Aspirate H,'_T ick &
Dot H, Downward H Upward SH. Phraseography - Simple |

Phrases; joining short forms. '
Small circle for S & Z, use of Circle and stroke S; Circle §

with H stroke. Circle S and Stroke L;Large Circle SW/SS/S.,

The loops: Small Loop of ST/SD, Large loop for STR.

5 Initial hooks R & L. SHR & SHL hooked strokes;Left & Right
hooked Curves of f/v/th/TH, intervening vowels with hooks,
Compound Consonants of K/G/M strokes,

6 Final Hooks: N & F/V small hooks, Hools and Vowels,

Large Final: (Shun Hook) Use of Shun afer Circle.
7. Halving Principles: Halving of Strokes for T/D, M\N,L, R.
Doubling Principles: Doubling of Strokes for TR & DR.
CBSE-XI1/SEMESTER — 11

|, REVISION OF HOOKS, HAL VING & DOUBLING

2. Prefix & Suffix - Use and their representative sirokes.

3 Intersection- Monetary Units & Round Figures

4 Contraction - formation and uses, Essential Vowels.
Special Phrases and words- verbal phrases (Idioms) efc

5. Proper Nouns & Official and Foreign Phrases.

6. Transcription & Note Taking Techniques.,

Examination Scheme (CBSE): XIT Class

1. 1 Dictation of 80 wpm for 5 minutes(unseen passage) M-30

For 5 minutes (400 words)
2. 2 Dictations of letter writing business & official of 3 M-30-

Minutes @ 60 wpm. (200 words)
3. Practical work file to be checked by Examiner and M-10

Marks given out of 10,
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"nl' \ | w IV
»| Appe”d * om ster
us - 2012-

|
LT SYLLA , 1 15H~
NO/oee™ MARKS: 4

my in the prey;
) TIME: 2 HOURS same as given Vioyg
llabus | & ”n %’:j Course - Stenography)

| (Contents of Sy
| pages of CBSE Voca g’ SEMESTER. |
ill consist of:-

ke SHORTHAND (ENGLISH) P

test W
1. Shorthand practical > .
Job |- Dictation - 5 minutes @ 60 WPM ~ (300 Wct’jfgi)) arks : 49
(Reading & Transcription Time - 50 minu I oy
- ograms, Grammalogues, Simple
Job li - Short Forms & Phrases (l.og1 go e dtod ol 30 Wi M

|
|
Contractions and Phrases - elaed ¢ |
l Dictation — & minutes ; Reading & Transcription Time —~ 30 minutes
|

Shorthand - Il - Practical - will be conducted on the following:
TIME - 3 HOURS MARKS - 75(60+15)

1. Ona Dictation of 80 w.p.m. unseen for & minutes (40)
2. One Dictation of 60 w.p.m. of an Official lefter for 3 minutes  (20)
| of about 180-200 words (Name, address, Ref. No. sender etc.
to be dictated at slow speed)

3. Sessional (Practical) work File to be shown to the Examiner (15)
for awarding Marks. (1 hour for Award of Sessional Marks)

EVALUATION & MARKING SCHEME
| Job I - Speed Test of 80 W.p.m. -5 minutes - 400 words:
Job II - Letter Writing Dictation; Job 1] — Sessional Work File

BEST Formula ;: MO = MM (40) -EC x QPM( 16)
EA (20) .

|
MM (Maximum Marks); QM(Qualit:
. . , l ,
| ggzg (Quahfymg_ Penalty Malgs))u: m%(])\ﬁrtﬂ :060%—(””
rrors Commntted) =Actual Errors/Mistakcsgc.o(nm-u?t‘:; °

(Detailed Evaluation & Mary;
ark : - L,
192 S i riing Scheme in Shorghand Quiy)




