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Introduction

Speedwriting uses letters and punctuation marks to reduce the time it takes to write words. These
notes are a condensed study guide of the International version of ABC speedwriting (Dodd & Dodd,
1976). Because the method doesn’t use any strange symbols, it can be both handwritten and typed
(although the latter might require some minor adjustments to spacing).

Tools

Before you begin, you will need to gather some tools:

- A pen: a good ball-point pen that glides smoothly across the paper. Although a pencil is
recommended for symbolic shorthand (with thick and thin strokes) this is not necessary for
speedwriting shorthand.

- Aspare pen! Just in case.

- Acoloured pen: use this to mark corrections, make changes or indicate instructions such as print
single sided.

- Areporters’ notebook: the narrow pages reduce the time it takes to move from line to line, and
it’s easy to flip to the next page. If you are using a regular sized notebook, divide the page into
two halves by drawing a line down the centre of the sheets with a ruler.

- Optional (and old school cool): an elastic band to separate the used pages from the unused pages.
Simply wrap around the used pages so that you can quickly open to a new page.

- Post-it arrows/highlighter/paperclip: any of these can be used to mark URGENT items.

Good Practice

Sit comfortably and make sure you have the equipment you need.

Make sure you can hear the discussions or speaker clearly. If you miss a word, or are not sure about
something, make a note to clarify once the speaking has finished.

If the meeting is interrupted, use the time to read your notes back, use the coloured pen to insert
extra notes.

Transcribe your notes as soon as possible, while the content is fresh in your mind, and begin with
high priority items.



Spelling, Punctuation and Grammar

Spelling: when transcribing your notes, it will be important that you can spell correctly. If this is a
personal weakness, you may benefit from learning to use a spell checker, dictionary, or thesaurus.

Punctuation and Grammar: On the printed page, you do not have the benefit of voice tones, or
natural pauses. Therefore, it is important that you use correct punctuation marks.

- Toindicate the end of a sentence, use a \

- Toindicate a question mark, use a ? omitting the dot if desired.

- Toindicate the end of a paragraph, write \\ or ?? for paragraphs ending in a question.

- For a comma, you should strike through the comma resulting in a small x shape.

- Proper nouns can be indicated with a Tilda (~) under the final letter, although many speedwriters
smooth this out to a small, upturned curve (.)

The comma is the most frequently used punctuation mark and has many different uses. The following
outlines the most common uses.

Use commas between three or more words in a series (i.e., a list).
- Alice, Bob, Carol, and David were in the class.
- Would you like beans, tomatoes, or spaghetti on your breakfast?

Use commas after introductory clauses — ones that set the stage for what follows and can’t stand
alone. Commonly, these introductory clauses begin with if, when, as, although, since, until, while,
whether, because and though.

- When Simon arrives, | would like to see him in my office.

- At the start of the day, | need you to take the register.

Use commas with appositives.

An appositive is a word or phrase that explains or renames the preceding part of the sentence.
- Stephen’s new book, The Way | Walk, was all the team could talk about.

Use commas with parenthetical expressions. Parenthetical expressions can be removed without
changing the meaning of the sentence.

- Ithink it is important, therefore, that we have the meeting as soon as possible.
Use commas to set off dates in sentences.

- The next meeting will be held on Monday, 04 December.



Use a comma before coordinate conjunctions. The words and, or, but, for, and nor, are conjunctions.
This rule only applies if the two parts can stand alone.

- Susan will hold the ladder, and Mark will paint the wall.

- There are some other examples of use on the Oxford English Website (Oxford International
Education Group, 2023) if you want to do further research.

Initial, medial, and final sounds

- Words are made up of sounds, called phonemes. A phoneme is the smallest unit of sound.
- In speedwriting, we often isolate these sounds from each other.

- The initial sound is the first sound we hear in a word. It can be a consonant, a vowel of a
combination sound.

- The medial sound is the sound in the middle of the word. Most words have a vowel sound (even
if they don’t contain a vowel).

- Thefinal sound is the last sound we hear in a word.
- Words of multiple syllables may have several medial sounds.

- Some speedwriting principles will apply only to initial, medial, or final sounds. Take care to
observe the position as well as the principle.

Long and short vowels

- Longvowels: aasin pay, e asinsee,iasin bike, o asin boat, and u as in cue.

- Short vowels: a asin pat, e as in bet, i as in big, o as in lock and u as in cup.

Context

Our language contains many homophones (words that sound alike) and words that differ by just one
letter. This can result in the same outline meaning different words. The context of the sentence
should be used to determine which word applies. It is unlikely that more than one word would fit a
scenario.

E.g., The cut on his head needed stitches, would create the same outline as the cat on his head needed
stitches. Common sense should tell you which one applies to the current situation.



Practice

Your aim when practicing your shorthand is for the outlines to become natural and automatic. You
need to write quickly and clearly without applying thought to the outline.

Read the principle, look at the examples, repeat the examples many times aiming for speed and
accuracy. Practice writing the sentences for each principle — return to your notes the next day and
see if you can read them. Once you can consistently read and write the sentences clearly and at
speed, you are ready to move on.

At each stage, stick to just the words given. Until all principles are introduced, you risk using longer
outlines than are required and developing bad habits.

Once you have been introduced to all of the principles, there is no reason you cannot then develop
your own outlines for commonly used phrases and terms. This is especially true if you work in an
environment with lots of acronyms and abbreviations.

Fun Fact

25 percent of everyday English is made up of only 9 words and 50 percent of everyday English is made
up of only 69 words.

To increase your speed, these words of highest frequency are given as Brief Forms in the following
course. Make sure you

Speed

80-120 words per minute with repetition and achieved automation of outlines.

Penmanship

- Use cursive writing but avoid excessive loops.

- To streamline what you write, the t is uncrossed and the i and j are undotted.

- Thesoftsound of gasin giraffe is represented by aj. The hard sound of g asin gear is represented
by a g.

- Alooped | is used to distinguish it from the letter t.

- The letters m and w are smoothed out and written as simple curves without mountains and
valleys.

- Use short tails, keeping them just long enough to distinguish between letters.



Lesson 1

Omit all silent letters. Write long vowels only.
a &

are /%,

be 6’

beg/big 6‘7
bill M

book M
delay d—ZQ_
did Oﬁd
due/do d(b
done 00?

knew/new

know/no m
let/lot %

live/love ,&'

may L
mail/male /wj

me AL

men 7N

my 7 \Ae

pay /4Ja—
read/red )’Id

remit m
sail/sale \/.VQ.P

sea/see 22
sell ﬁ/?

some/sum S\
value (J'{LC—

way/weigh oo
when v/
you (/L

Write the vowel at the beginning of words
-

item &\

of 0/

own onry
Us A

Write k to express the hard sound of K
case /éjM
capital W

coarse/course éu
could é/d

lack/lock M



Write j to express the sound J (includes soft g
sounds)

age a/

college @
edge Q/

judge _ﬂ
manage /'Lry
package /&}ﬁ/

Write c to express the sound CH

cheap 6270
check/cheque Cé

chief c%

each ,M
teach é%

match/much < U
reach /?,e/f_

such -&C
touch éc

watch/which LT

Brief Forms

for

have/having U

his/is A
look /Za

of/very 1r

shall 6

the .

we 74

well/will /

your e
Vocabulary

add/aid a/d

aim oo

ate aL

away O T

back %

base M
belt M
bottle M
built M

cap/cup
coffee
damage
deep

develop

REEDRE

die/dye

fix



X

garage ?/

half

A S

R

head
gone

high

“\\E\“g

knowledge ﬂ'g

leg

lie

3

limit

mark

metal

milk

message

SRLED

ohfowe O
pi/pie IQJ-—
sign A2
sew/so 40

tax L(
tie a

till Lﬂ
w (P

use (noun) w

use (verb
view

g
women W\a

written

attach

church

sketch

kitchen

CEREER

switch
Practice 1

Write each of the sentences carefully. Check
there are no errors. At the end of the next
lesson, you should return to the previous
lesson’s outlines to practice your reading.

Pay the bill. Let me have a cheque for the bill.
May | see the book you have?

Your cheque can pay for the book. Is the
book cheap? The new book is cheap.

| know his watch is of some value. Can you
judge the match? | shall judge the match.

Pay for the file if you get a bill. Of course, |
shall get a bill for it.

Fetch the watch and pay for it. Let me have
the book and | shall sign it.

Which is the cheap book? Each book is
cheap. The bookis new, and | can get it for
you.

When will it be done? It is a big item. Itis of
value, and | can get it for the firm.

It is his watch. Itis the cheap watch. Will you
pay for it? | shall pay for the watch.

Could you cut the edge off? | can cut the
edge off. Judge the edge when you cut it.

Which case is it? Well, it is your case. The big
case may have some value.



| may be away at college. Such a course may finish M
be of use to you. Some of us lack knowledge.
furnish M
Let me know when the package arrives.
furnishing M_
| shall let you have it.
issue

Lesson 2
machine /-IQ/’

Underscore the last letter of a word
to express final ING and THING shop %0

billing é{ should

e go
checking . show
72

doing aLLL showing

filling M wish gG

—

filing é{

Brief forms
getting ?/{:
hoping ﬁop am )
[~

judging %— an

- "9

knowing = being

1 /(/O—ﬂ been
mailing -

but

owing Q buy/by
packing /Qk in/not N
v RA move /LA
running "¢ our/hour /Q

seeing L. to/too &

selling d with (—

nothing nNQo- would d
Something .4/;\ Dear Sir ié
Write capital Z to express the sound of SH Yours Faithfully (’7/

cash /ég Yours Sincerely M



Phrasing — phrasing is the natural joining of
words. Whenever possible join the word to
with the following word.

to+verb=t

to + any other word = to

to be éb
to bed éoéd

to college %@

wdelay  Lelba

to do
G—

to hope

toknow,
to let,

to me

to my
toown
to_pay
tosee
to sell

omm—t

to the

R

to you

Additional Words

bad/bed
box

does

(B“?&

fill éﬂ

gone g‘n
oAb
met L
office 0523
SR, &
say I
set/sit Y
sit A
50 D0
e U
em (0
who UL

why y
yes (70
yet %

Vocabulary

adding OJCL
attaching alc

buying é

heading /de

—

letting _U
living .Z,g'
looking .ZU
moving e



saying S22

setting /_)/L

soliciting /.»@O/L

o

teaching &L
telling éz

weighing \./%

fishing

issuin g
~J

sash g/{i

wishing k@-

bet/bit/bat

booklet M
build M

bulletin é%

bus 6’5
button 60)
coal /éfo
cotton /Q,éf')

dead  Olrf
o olg
fat/fit /,l

o

et

hay hd.

10

hen
hog
hit/hot

job

RSN

net
none
nor
run
sat
son/sun

ticket

g§g§§§§

win
Practice 2

Will you file the bill, too? | am hoping you will
file it. Iseeitisin the file.

| shall finish in an hour. It should have been
done very well. | can pack it for you.

| can buy something | am hoping to get cash
at the office? did you get it as you wish?

| hope to finish packing in an hour. | can finish
it in an hour. nothing will be done to delay it.

| am doing the filing. Look for the big book in
the file. Will you show it to me?

| am paying the bill with cash. | wish to pay
cash for the bed.

| am filling the packing case for you. Will you
look at it? Do you see the coffee in the case?

| have a job in a shoe shop. The head of our
shop is teaching me to run his office.



We shall not buy a file, nor shall we furnish
our shop until we can pay cash. By paying
cash, we shall furnish the shop bit by bit.

We shall see you at the bus. We should have
fun. We shall have something to eat. | shall
have some milk too.

| have something to show you. It will sell well.
Show me the cash you got for it.

Do you have a son living at college? You may
wish to know my son lives at college too.
Knowing the value of college, he will, of
course, wish to aid us. Do so by filling in the
sum you wish to pay.

Judging by the men wishing to aid us, our new
garage will be built. Some of the men are
hoping to build a new garage.

Lesson 3

Overscore the last letter of a word to express
the past tense ED

acl

added -
attached a,gc
billed 0/_
checked <k

damaged GLﬂ-f

delayed OLZJQ-—

deposited Olﬁé’L

designed da_m
filed M
filled é[

fitted é*{/
fixed Ak'

followed élo

11

furnished M

issued 6 _
marked /"Lyb/f
omitted o'/u
owned 0';2
reached Jec
remitted M
signed -Q,(/")-
valued (J&:/

Wite a comma (,) to express the medial or final
sound IE, EY.

any /5
anything /7_’_
anyone ) }
heavy WJ
money /W1
o lop,
happy /L/O )
ready M )
Brief Forms
about a,b
above év"

acknowledge a,k
again/against 0,7



as/has %
day d—

go/going/good q

had/he/her /7

man 7 \.
many/him N\
on o

hose (O
ime o

what L
where  \ L

without  \JX_/
woman \_/"_j

Vocabulary

cashed

LA
finished M _
limited W
looked -éo— -
mailed /\,o./

moved WS _

packed/picked _Pk
rushed )26

showed

wished \JS
borrow 6%0
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bottom
cabinet
cattle
debit
depot
furnace
journal
lamp
led
level
lot

mad
magic
manual
map

margin /:J%h

meal

mid  —~—ol
midde ol
mill R

mix  ZTNK
model X
nap ka

neck R

odd ool

offset OéAaL

{ égéﬁitg@ﬁ ELES



often Og,n
opposite O')@Oa(—

pack/pick

pamphlet /d/%‘a
park f;)z,lq

pin/pen
per
pump

ran

§§E‘g

rid

rough

YRR

row/roe
sad

sat
scale
settle
sick
silk
solid
source
tan
tariff
ticket
wet
wood

yellow

§ARRETRERRERE

13

Practice 3

The money can be checked item for item in
about an hour. The cash is added and
deposited each day. Where has he signed for
the cash?

It is my policy to pay cash for each item on
time. | followed the above policy in each case.
| acknowledged your signed cheque as cash.

We pay cash for each item. | am happy to pay
it to her. | did not see the damaged item.

He let me have the bill and | checked each
item against it. Having marked it in the book, |
signed for it.

s it getting heavy for you. | say the case is
heavy.

Have you damaged the watch again? | shall
check to see if it will go. The woman has to
have it fixed.

Have you added the book to the bill for the
man? Is it a good book? When it is signed it is
of value.

The attached policy is ready to be signed. The
watch will be running in a day. Is it a very
good watch? Is it a cheap one?

| wish to get a copy of the pampbhlet issued by
the college.

My copy has a model of the new college
which will be built. He did not say where he
would build the college. Will he build it
opposite the church?

We have marked the building on the margin
of the map. The map may be delayed.

Let me have a new pamphlet. | wish to have it
in time for the course. | borrowed a copy.



The bottom edge of my cabinet has been
damaged in moving. Added damage has been
done to the wood above the leg. Had it been
well packed, it would not have been marked
in such an odd way. The body of the cabinet
looked as if it had been moved against a big
metal pin. | hope it can be polished.

We acknowledge the damage done when the
cabinet reached the shop. Our man said it had
been moved against a heavy barrel. It is our
policy to renew any damage. We hope to
offset any delay by doing a good job.

Lesson 4

Write t to express the sound TH

hoL
length éfb[—
method /‘J’d

(n

health

than/then

tem L
e O
thovgh (O
worth  \re

Associate all the words of similar sound
(families) in your mind and thereby save the
learning of separate words. In the following
families, omit the r and end the word with the
vowel.

car /Q)O_,
care /?aQ_
e

dear

fear

sssure caé?%x.
cure A-LL

14

desire

dgt

tyre/tire Lb

W 4a
e

far
hear /’-ﬁ
here /7.2-

pure ﬂ»LL
SRl

do d,b(_
wire o

fair é’a-

repair

secure

mere

near

sure

R

more

In the following families, omit the t and end
the word with the long vowel

be

beat

heat /1-&

meat .
awaiting a"/%’
date OLQ,

late ./Za—

receipt /q'lA_Q

sheet 2,&

sweet M



rate ML

relate /Zﬂa—
wait/weight SO

coat éﬁ
light y/3
might <~ &
night U
suit S

wrote )ZJO

sight QAL
white T

wright/right }Zj—

Brief Forms

come/came /Q,
during dJ,
their/there —Z
they Lq

else ,&
that Ca-

this [b
while \_/J

Salutations

Dear sir d/&
Dear madam d/\

15

Vocabulary

bath éi
death dlé

thorough [)‘(D'
worthy %

jar J/Q_

mar m

bare/bear é"q__
bearing (7‘0,

L]

cashier kéfo"

cheer ca

cared /QJQ,
chair OQ..

hair ha_
hearing h@

repairs }LFOA

wear WU TL
rear X

furniture M""

securing AJZM

mature /'LszL
heating /LQ/

meeting S\

receipts S /QL2A



-

repeated )2_{40’

seat L2

dated OLQ—

dates OLQ/_)
eliminate M

hesitated /'Lgla,

waiting \/0_-
devote d‘(j'c
vote D 1 &

delighted OLZ‘*
fight é-L
kite AIL

writing )Za-‘_-

route 2L
ahead M’d

aim o
column %
desk O‘Ok
dog dq
egg ﬂ,q

fed M

fee é’e

felt ba
fuel M
gallon 9’2,7
ice w
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lay -&_
modern /m

normal w
omit o—-’\,l,

pan Pn
parcel W
pocket /OJD,L

B/

rid /Z,CL
show 2’0
took [A
Practice 4

| hear you might again buy a tyre for the car.
Can you repair the tyre where it is cut? Buy the
tyre in the sale and pay cash.

Pay them for the door. What is the door
worth? The man will pay for the door in cash.

Their method is right, | am sure. | hear there is
good value in it.

We can see by the light here. You cannot see
the light well there.

You write to say your coat is too light. Will it be
too heavy for you?

Do you wish to hear more about the car? | am
happy you got the receipt for it. See if the
policy is in the file. The date is sure to be on
the sheet.



We wish you to meet our top men to hear
about their design for a lightweight suit.
Designed for the mature woman coma it has a
fitted coat with a belt. Women may wear a
sash with a metal pin. There is a matching felt
hat. The design will be repeated in tan and
white silk. We are awaiting the new model.
They assure us that they will have it in time.

In setting the date for the meeting, we wish to
know what dates would suit you. Write if you
would like to be met at the bus. Our office will
pay the bus fare. The Parkview is near us.
Those wishing to go ahead may follow the
route right to the door of the Parkview. They
may wait there. If they wish, they may park in
the garage at the back. Though we fear that
the rate of the Parkview may be high, we hope
to get a low rate for the meeting. | am sure that
the rate will not be more than we wish to pay.
If you wish to know anything else, | should be
delightedly if you would write to me.

Lesson 5

When an initial letter is pronounced with r
(combination r), join a hyphen to the letter.

ar &

er E
ir T
or TP
br —b
fr 'B
kr -12

shr ?

air  Oh—
arm O/
army O,

bread M—

ron TQP

cry -TQJ.-

drop -a-tp

earn U\
earth ‘EIL-

free -b‘a
from g \
grow '!a'O

iron TN
o O

original W
prepare "P)F,Q_
profit "F{jL

——
w Ap
_—.
try '/L.__



Write | to express the final sound LY, LEY.

ol{
carly  EF

family %

—~al
neaf

o

truly z LL P

Omit the medial long vowels in words of more
than one syllable, except long ‘i’ before ‘n’.

bb,

daily

highly
merely
nearly

originally

baby

basis bm
design d/g\f\
locate MQJQ_
machine mm

produce ’P*Ol/-)

reduce }1,dj>

total tlh or W
Vocabulary

area oV, oW

orick ok
brief .—66
bridge Bﬂ
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brought

criticism

%Qgg&

dry
fresh

fruit

TF

fry
group
growing
growth
prepaid
prepared
preparing
pressure

privilege

JEHER

promise

proof ’%

traffic T_bk_
travel M

travelling 11-]{
treat ‘LQ-
treated ,lvo"
trial u
tried u
trying {J—

w
badly b,d_ﬂ_

urge



readily
thoroughly lﬁ—'o—f
valley
appeal
avail
broken
coupon
data
deeply
duty

genuine

hotel \’\u
title H_Q

legal WM

local/locally

Hatziist

medium

safely

premium

retail

AdA
BN
LA
2

19

Practice 5

Is it too early to check the original design
again? We might try again in an hour.

The daily showing of the machine will be from
9 to 5. Would you be free to come?

Did he profit by his trip to the sale? It should
be of some value, should it not? Has anything
been added to the sale?

The package is light in weight and the rate is
cheap. The light case would be marked to go
in the van.

Did you hear the cry in the night? From time
to time, we hear it. We are resigned to it.

Going by the bread for the family. | shall buy it
in an hour when | have the money and | shall
buy for the family.

We earn a profit by this original method of
selling. It is truly highly original. Is it true that
the new book is selling well. It is highly
original book. Its sales should grow.

While in the army, he is free to go to college.
He is happy

Where are the goods that have come? Will
the man be ready to check them?

Our family has moved to the valley. We grow
our own wheat. It is true that we are often so
tired that we go to bed early at night. By
daylight we are ready to care for the chickens.
We are delighted with the rapid growth of the
wheat crop. Though the earth has been dry
lately, we hope for a good crop.

Dear Sir, it will be a privilege to let you have a
trial copy of our pocket travel book. We will
add our new hotel booklet free. A trip is much
more fun if you are free from care. Yours
faithfully.



Lesson 6
N is omitted before the hard sound of G.

Write z to express the sound z and any long
vowel preceding z.

arise ‘0_3
cause k)%
hesitate V’QA&

news

raise

rise/rose }7_/3

realise ){%
reason ﬁ%"l

33

season
these

use

visit

whose

el

s

- w3
h3

wise \__3

20

Brief Forms

because ED

business b@
deal dj_

fine [)4’

great ‘q
like .Qk

line .EA_,
e L

out cuL

piece/peace PJD
price ’P/.b
prove ’PAJ“

put/up Fl

small Q" QL
was 3
were ()

work L.J'{Q

angle O,EX
belong Mﬂ
belonging %

bringing

language /eg/‘

rings )b%
sing/song/sung .ﬁq



abuse OJJ'3
caused ké
choose/chose (6
frozen W‘-
itemise L)/B
bringing

§

language 4(,%
lose
prize
propose "F%

proposed TPS
raised )13

refuse }‘Lb/};
shoes 8"—‘@
sized Aé
suppose &Pﬁ

trees 16 -

acknowledged ah
carbon W

nap n_P

priced 'Pfo
ow O

terms beW
tip LP

o~

wired \JGL

phrase

4 &

21

Practice 6

Bring the family to see the baby. The baby is
small for his age.

This hat is for you. Is it the right size, or is it
small? The hat fits well because it is size 7.

The item on travelling was among the news.
News has an item or damaged the car.

Something is wrong. His business is not
working out as well as it might.

Dear Sir, in our business, we use a great deal
of galvanised iron. Because of the rising price
we have refused to buy. Our chief says he will
refuse to buy as long as the price is so high.
Hearing that you have a new method of
heating iron, we have written for data on this
phase of the work. We realise that you have
not been using this method long. During this
time have you raised the price per tonne? We
should like an itemised sheet noting the
terms you proposed. If you are prepared to
meet these terms, we shall be happy to deal
with you. Yours truly.

Dear Sir, we're among the few using the new
heating method. Many have acknowledged
the value of it. | suppose that you have
followed the news of this method in the Iron
Journal. The man who wrote the column
came to our mill for some of his data. While
waiting for him to come, we prepared data to
show that it had proved of great value. Yet in
writing his column, he chose the wrong angle.
It is true that our price rose during a time of
high carriage rate, but there has been a drop
in the mill price. We have cut as low as we
can. We hope we may have the privilege of
dealing with you. Yours faithfully.



Lesson 7

Write w to express the sound of medial and

final OW.
dL

doubt
house A
now NI
down AN
how I
town Lo

When an initial consonant is followed by |
(combination r), join a dash to the consonant.

bl /b

gl "fj

pl "‘fD
.

X "Ie_

y VA
e

blue

clear h

close (adj.) %
close (verb) _’,QG
floor _Bo

glad —'?d_

plan -—*Pf\

play ..—1{)(1_

slow R0

Phrasing

again and again W

more and more N\ VE&T WO

now and then r\}b\
of course ’LJ‘M

day or two

Brief Forms

ap
around }L_j

begin b—q

known WO

large /Zf
North n—

appear

East E
room fl(—\
school 0&9\

she/ship ?

whom "V\
South é

West u

22



Vocabulary
block _EJQ
clause ’kﬂ
clearly M
clerk M
clipping —’-h_P
clock -‘k’k

—

close ng
closing _ESA
cloth —-[Qi—

clothes Mj)

clothing M
club -—k/b

flat

oladly *%A/Q

planning —'-P(\

houses

ot

~ron
plans "’wa
plough _/P-j
plus "_PO
slight ———M
5P
—apn
+ bq

slip

slips
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born
cat
ceiling
colleges
dark
ear
remark
revenue
review
risk
rule
won
Northern
Eastern

Southern

eI N

Western
Practise 7

Dear Sir, as our family is planning to move
east, we wish to buy a House of medium size.
Because of our young son, we do not wish to
run the risk of buying too close to the traffic.
Now that he is too big for his playpen, we
would like to have a small room in which he
can play safely. Like many born in the West |
am so attached to our town that | doubt if |
shall like the east, but business has been bad
locally. The clothing firm for which | work is
closing our western office. Though we sell a
good line of medium-priced clothes, business
has been slow. When the clerks have closed
this office, | shall come to the capital to
manage our eastern office. Yours truly.



Lesson 8

Use standard abbreviations whenever
possible.

amount O

=

amounted Q/LJ_,
amounting o

answer aNA
answering O.I\J:)‘
average T

balance lyQ,Q

building b’w,?

catalogue C)Ol,
certificate CQ)bL.

company O
credit C)L

Sl

department

discount O{/{A
dozen OL3
feet/foot EL

figure b’q
government %)4"
manager /\?’L‘
manufacturer /\_b'q
mile P S
minute Pav e
month W]

morning N}q

mortgage /\l/q

noon U
no 0
oz 03
page P’q
page 2 P 2

wid 0l
pound (weight) /@b

pound (sterling) f

pence P
road /?/d—-

secretary  JARA
street AL
television (AT
tird ol

volume L)"O‘f7
week u&

Write v to express final EVER.

however h)'\/'

whatever NS

whenever

wherever L_Jw
whichever TV

whoever l'w

24



Brief Forms

absolute O—b‘s

allow /L)’

ask AR
between le

black -’B

gentleman 1
girl q

give/given %A,
mine 7L
only r\,Q
place P,Q
please ‘—T)
year '-/{

Vocabulary
answered o.nﬁ
avenue LU
averaged ad

balanced 6"01.
catalogues C/UolA

Christmas X/\_/)

credited e
crediting CSL
credits (&, p)

25

discounted OlJA

doctor d_)‘l_
evening LI

-

figured bq

maximum S \RSXK

miscellaneous /\_,(M
monthly /\,O"P

mortgage /\l/q

mortgaged /\.l/q

—

numbered  {TLOD

pair P)’L
post office Fﬂ
railway /6)/1

square A,%

Practice 8

Dear Sir, the parcel of goods which | bought
came this evening. Whoever packed it wrote
South Avenue in place of South Street. | have
been greatly put out by the delay, as | had
planned to give the socks for Christmas. Not
only is the parcel a week late but the sizes are
wrong. The parcel will now come back to you,
and | should like to be credited with the price
of the goods. Yours faithfully.

This package of mine will reach you in the
morning. | am given a discount for cash on
some goods allotted to a school. We buy goods
for the school on credit. However, we pay the
amount we owe each month.



Lesson 9 missed/mist/must /7 -y

Write y to express the sound Ol. passed/past P )

boil b% post PO,
b‘/i rest /7-—)

choice c,‘r suggest /_):3 i

coils W test L )

join m trust ,l, )

joy M waist/waste O )
%/( state 0L
soil O% stating ,J/Ci_

steal/steel J_._Q—Q

Write f to express initial, medial, and final FER. still J,Q_

i{& o IR
offer step J_P
o}

study J./d_)
refer )Lf style .)/L/Q

Write a comma to express the sound of initial

differ

prefer

and final ST. The comma for the initial ST is

Days of the week
joined to the letter that follows (rather like a

half formed cursive s or small closing bracket).
Monday /\_('l paval

assist oL ) P
best b, Tuesday lJ-é- L(;"w'
cast/cost b. ? Wednesday \/?‘; \-/g;
earliest d ) Thursday (JC l"‘:'_

. Friday 'l);
just J ¢ v ~

Saturda ./.)-La
last/list/lost I-l Y ~ -/.LL

[
| ( i Sunday QM
east ) ~ N
~
most /'\Dl
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Brief Forms
call }?aé.
held I’LQ
object D‘lg
several QA"
table (,Ob'
Vocabulary
based 6’0_,
coast k,o )
discussed OM /
earnest N ,
fast d )
finest é‘r )
greatest 'q 3
highest "LL_,
honest oMn ,

largest ./Q )
latest ,&'
/

least '&
/
lowest &
r
nearest @,
post /JO ,
promised "P/\ /
rotest
p wrd,

]

27

staff

J/B
stage _mf i
P
<

stamped

stated

stating .)/q—._.
stay <0

G

stopped .LF)
studying J/d//

waste (Vg B )

offered orf

offering Of
offers OB/J

prefer F/
refers }%

memo T\

occur O‘é}L
schedule gdz

Practice 9

This is, we shall provide the machine at cost. It
will be checked between Friday and Saturday
night, and we shall pack it on Monday. We
trust there will be no delay and that it will
reach you in the morning on Tuesday. The
department would like to assist you in getting
it set up on the floor. Please tell us when we
should begin. Yours faithfully.

The government has asked that an absolute
maximum on the price of steel be set, and the
plan is being studied. Again and again, many
companies have tried to stop the price rise.



Lesson 10 matter /Lo

Capitalise the first letter of the amin syllable of member m‘b
a word to show the sound ER, DER, TER, THER.
generally, the main syllable is the first syllable mother /l/o

of the word.
motor /LO

after a/
neighbour %
better 82_

neither n_Q_
character /%ZA

M never m
colour

/ other O—
cover ‘ (40‘ ﬂ

-~ paper

covered /éu

/A{u powder/power / w
covering

Y rather /ga_.

dealer &e

! 4{" river R-L/—
discover
similar M

either C‘:

smaller

summer
every &f'

/ together

favour 9‘\-)—

water U'O_
further 9%’

weather/whether w
future 2‘11’

writer /e(,
general W
higher /-{JL
larger Vé/
later p(JQ,
longer M
lower V(J

manner

VERV 2
material /—\/&/e_
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Combination R and L for
Capitals

When an initial consonant or vowel is
pronounced with r, join a hyphen to the capital
letter. when an initial consonant is

pronounced with |, join a dash to the capital
letter.

Ar
Or
Br
Gr

. JE

Dr

RO N

Ir

L

Fr

Ur

Kr

Tr

Pr

BI

Fl

o oy

Gl

. K

PI

N

Sl

=

blower

brother

29

clearer ‘_’KQR
earlier E Q
greyer q,a{

order

T=
o
Ch

player
error
flower
greater

prior ﬁ

tractor

K,
Tk

Brief Forms

delivery
help
labour

latter

SERE e

little
newspaper
open

opinion

d@%%

over

particular(ly) ‘:) /

regular(ly) Fz Qq
turn L(\
until M

voice 1)’(4



When a speedwriting outline already begins
with a capital letter (Z for sh) add an r to
express the er sound.

shipper 8"‘/

shower 3’\)1

shiner %

shopper %P)\'

sugar %Z’L
Vocabulary

boiler %

bother

butter B/L-

chamber (/"L

chapter CP

cheaper C'Q’P

collar K/Q

collateral k DU—/Q

coloured KQ,

covered Hj}'

covering lﬁf

dealer BQ-

debtor ISL

dinner 19"

easier %

escalator &/bﬁ

familiar 9/—\_!2_
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favoured
favours
feature
federal
fibre
fighter
filter

finger

]

furthermore
general

greater

I8P puPeRYYY

honour
jobber
junior
leather
ledger p(f

liberal M
lighter 7('(-

lumber M
moderate %
natural M
naturally W
nature n@_
officer

officers %A
“~
ordered 0



ordering Q

orders 0’5
others 08
owner Uﬂ
papers ﬂpﬂ
prosecutor p@k
recovered r~ 5
rubber ﬁb
silver M

sooner d{’)
teacher Q_Q,C QC_
timber }\b

upper /O
c

voucher
flower
Practice 10

Dear Sir, we can deliver your regular
newspaper to you during the summer at a low
cost. No other company can do this at a lower
figure. Yours sincerely.

| hope you will wait until the weather is
clearer for a sail down the river.

The writer took a long time to give his opinion
on the matter. He would turn to his father for
help.

In the future, | should prefer a blue material
for a summer cover for the bed. In general, it
is better for the covers to be similar in colour.
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Dear Sir, we have realised that our club is too
big for the regular meeting place. We plan to
build a larger clubhouse. A lifelong member,
whose brother is a director of a Trust
Company, has offered to get a mortgage. We
might get a more liberal offer at a cheaper
rate from the government. However, we
would have to pay cash for the site. Would
you please come to the members’ dinner to
assist further in this matter? Yours faithfully.

Dear sirs, the nature of the building business
is such that we do not know what will occur in
the future. It is clearer than ever that prices
will rise by summer. The longer you wait the
more you will have to pay for material and
labour. As you plan to build sooner or later, |
suggest that you go ahead without further
delay. If you refer to the catalogue giving
building prices, you will see that the sooner
you build the better. Yours faithfully.

Lesson 11

Write p to express medial and final PLE, PLY
and b to express medial and final BLE, BLY.

apL
apply QD
duplicate OLPM

/1/0
AL

replying )Z.F,c

sample W
simple W

supplied w_
supply O,P

pupil (exception) W
able ab

applied

people

reply



available O.J)‘Uﬁ) returning }Z'I'Q

favourable/favourably 9\”‘{9 sometime W—-
oblige O’% somewhat A/ XJOL

obliged 0‘6 therefore ‘éﬂ
payable Pab today éd—

possible/possibly Pﬂb within oM
trouble 1b

Vocabulary
Join brief forms, standard abbreviations, and

words to one another to form new words.

applies W
applying (] P L
ago -

0«7
become ﬁk— couple hp
6/ duplicate OL/QJQ/O._
v A

afternoon

before

pupils
everything )

—

form

t J simply
herewith

supplies

AL
replied }sz
f 5’6 replies /asz_/.)
NP

UUNA

inasmuch  FRAANC

- f’-—é/\ assembly CA Ao
inform

cable hb
into n/L-

capable lzp)o
invoice m1

6 E 0 ! double Ao
booklet

label /Qb
cancel

liable M
cannot

:l ! Z D problems _P’B/w
details

et ' profitable 73_8]_):)
- reliable
uf) )’L/e.kb

returned

32



reasonable/reasonably ;73(’/‘0

Aub

suitable

tablet Lb’L
valuable U’LUJB
accompany QUL O
became b’fi
become b‘k
becomes b%‘ﬁ
becoming -»2)’?2
behalf b#“?
belief MP
belongs M,?/_)
below bf,o _
cancelled ‘QAQ_
cancelling M_
carriage w"j

chair COL

elsewhere M
&J', bl )

everybody

everyone &)J '
forced A,

foreign é/‘
forget ﬁ

formal é/\’q

former

forth

2~
bt

33

hereafter A—Q* @ﬂ
hereto hd

high school /ZJ— M
highway /-IJ\J’D\_

ideal M

income /'Lh
informing ﬂ{rﬂ
insist M
likewise
membership
North-West
otherwise
outfit O't%L
outfits Oz%
outline ol
overcome Uh
overdue (_)/dM
overlook U/eﬁ
oversight UAJ_
o™

ownership

recall /219-—0-
removal W

SN\
TN

renewal W
replace /Qlfﬂk

removed

renew



somebody W )
someone 2N g
sometimes 2 \ALND
thereafter W

thereby -UD

therein ‘b)

tonight [fLL
warehouse \_/Q./"M
welcome U-E/k.
O
whereabouts \_J'i.aJJ’S
whereas  \ LA

whereby MLD
wherein W

wholesale h—M

Practice 11

whatsoever

s it possible for you to supply me with a
duplicate bill in order to answer the
memorandum within the time you allow.

Several months ago, | voiced my opinion
before | supplied you with a table, a photo of
which appears on page three.

It is a simple matter for the manager to return
the goods which are still available. Please
inform him of the trouble in this matter.

Because | filled in the form last month and did
not get the supplies, | should like to cancel my
order from today.

34

| return herewith the goods supplied to me
during the past week and wish to inform you
that | cannot possibly duplicate them.

Because the price of steel is fixed, you have
no choice in the matter. Within a month this
price will not be in force.

Dear me, the pupils of the high school are
planning a suitable way to honour one of their
former teachers. She is still capable of
teaching, but because of her age she is
obliged to give up teaching there. Many of
the pupils would like to give a dinner in her
honour. Will you please reply and tell me if
you were able to assist with the details and
some of the problems. Yours sincerely.

Dear bill, I shall be pleased to accompany
missus grey to the dinner. Some of her former
pupils have offered to bring flowers for her
table. After dinner, the chair will recall the
capable teaching she has done. Then there
will be someone to sing for us. On her behalf
we have raised money to get her a silver
travelling clock. There will be a tablet which
will simply say “A great teacher we shall never
forget”. Yours sincerely.

The balance of the mortgage due on the
building is payable within a year from now.

On Saturday, several members were of the
opinion that there was no money available to
pay the mortgage. This was a somewhat
favourable view.

| suggest you inform your firm of the trouble
you have had in supplying steel.



Lesson 12

Write / to express medial or final RD, RT,

WARD.

according OA,/_‘
accordingly a_JQ’l/Q
art a_[ -
assorted A/ /

board é/
_—

certain  ~QJ /ﬂ

certainly /r'L,Q

court IQ/
courtesy k:_//_) )
effort 2/
forward é /
forwarded

forwarding A/

heard/hard/hurt h/

part /0 /
party P/>
record /%/,Q/

shortage 5/1

sort 0/

support _@f /

35

Y,
:vordd Lj/

Write a hyphen to express the sound of medial
or final NT, MENT.

current k}L -
development d—L)‘g@ -

different O‘-f—-

agent

don’t

event el .
evidently -@()‘d, - ..Q
front E—

judgement % -
moment

payment ﬂ/a. -
present % -
recently S/ ,Q

S

settlement AfLQ, -

shipment 9/-'

point

print

sent

statement

sufficient %-—-
want

wanted U:

-

wanting



-
ol _

Write q to express the medial or final sound
NK, NKT.

-

winter

wouldn’t

blank
drinking -d/%_
precinct "Pﬁ%
thank/think qu

Brief Forms

o3
N

approximate/approximately

thanking/thinking

advertise

America(n)

Ok.{.‘.))i

Britain/British

child CL
children O(.,a-
collect HQ_

communicate

country (<

describe/description

keandea
dan

find bJ._
happen h‘f:)
kind lQL

magazine /\,CUO)

36

necessary m

result w

succeed/success

SO

AN

world

Vocabulary

accord

ok |

carton ;QJ N

cord

fortunate I

forwarded A
forwarding b_ /

garden - 3 lr’

i Q]
hardly ‘qI,Q

heart h/

pardon
regarding jbq ,
acknowledgement -

advertisement GJJB -
.- apa
apartment &_p ’ -
appointment W ——

argument U’?fu.

assignment  QLQALN _
an| -

anticipate

assortment



can't }Q-/

cement

centre é-—

development OL()‘&ﬂ -

disappoint dA’PL{ -
document d.‘h_ -

doesn’t d3 -

dominant O{/lﬂ -

efficient % -

evident -Q,L)d, —_—

garment ?/Db -

grant

guarantee 9){, Q

haven’t

nted 22

ntent  #2 A= -

st S -

joint M -
management NL1 -

meant /N =
merchant /'\)Z/C -

painted p/ﬂ. iy

patent /4»(...
patient /05

pleasant — f=/3 =
present 'm —
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prevent —F)J\/—
print "P_

prominent 7::/\.!1-
student J/d- -

sufficiently /Jbg - l
supplement 01&2_ —
urgent W -—

wanted

won'’t J-

frankly W
sink 4/%
tincture L(k""

Practice 12

Thank you for the settlement of your current
bill. We shall credit the payment to your firm.

In a recent delivery, your agent sent a certain
supply of paint for our summer house.

As part of the record, they heard the report
on the short supply of board for the
development.

Courtesy should never be absent from your
work. | am certain you wish to support this
judgement.

Dear Sir, | should like to describe the recent
delivery of paint you sent me for my winter
supply. There appears to be a shortage of
blue and white. Certainly, you are not short of
these colours in your plant. Am | right in
thinking that an added delivery of the
necessary colours to finish my order will be
sent? Thank you for your effort in this matter.
Yours faithfully.



Lesson 13

Write a dash to express the sound of medial or
final ND.

beyond b’“‘ -

bond

demand d/\ -

land

mind 7 \ —
round Ao

send VO
sound AL
stand .L._-.
standard )———- l
window u——-—o

Add s to form the plural of words ending in a
letter of the alphabet. Where the outline ends
in a punctuation mark, repeat the mark to
form the plural.

o WV Ve

bills b‘E/_\

boys b‘*)

amounts

38

cases W
checks dQ/)
finds W
follows b’eﬁ")
goods %

invoices wf&/D
its L/D

ates  JUAN
agents aj -
statements .)—a- -

wants \_f—- -
hands h —_——-—

endings e-——"‘:

cards h.”

parts P"
records )Lh_ ”

samples m_Po

e
INpo

stocks ,]JQ/.)

L

regards fLﬁ ”

reports _}‘LP ”
towards L/“

copies bp
parties P’ ]

sizes

stamps

times



costs b N
tests L »

findings BL:-'
Write s to express medial ST.
custom ‘%/\

customer KN\
customers 'Wm

estimate
listed
listing
mistake
postage
system
tested
trusted

trusting

,sgagjg §’§ §:§

Vocabulary

attend Q_L —_—
band é—-——

binding N

bound b\__}:—-_

brand % —
calendar M"""
cylinder '4/!_ —

depending d.P J—
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dividend Ol/‘-)'c{— e

ending € —_—
friendly Z-——- -‘Q
fund [
handed ——
intend ,)JL o
pending A

refund )Zé —
render R I

send A
standpoint .).—— P.‘/1 -—

windows U———
wonder U"—"’

booklets Mﬁ
businesses l):)/)

creditors ()l))

goes

_J»
.

months Lo

notes ﬂ-l/-"
sales ./J-OJQ/J
sells /Sﬁb
states  JOSD



styles _szj-)
suits M
taxes Dw
things Lg/s
times lJJS
towns L_)—nA
bonds b-’—"""'
friends -B—-’ -
e —
grounds "(X\—)
AN 5,

duties

ladies M 23
studies J.)d— J)

plants ~/P -

points m -
students ')/d"" -

shipments 3 -

notices  LAAA

offices 0'54/3

plates "'po/s
ways A\ s .

weights \_/QA
works \_J'M

suggests -A’j )

words \_J //

proceedings TQ/S/d_

assistant W _

40

distinct dA/%

estate AL
estimated M’
installed /7./.5/0—

justly //5/

listing /bs

-

mistaken /\W
ouUl —

postal ﬂ/ﬂl
trustee &LQ_

Practice 13

outstanding

Dear Sir, shall we insert the advertisement
about your building in our weekly or monthly
magazine? You can guard against
disappointment by setting the advertisement
in large type. The description of the building is
good, but if the sale is urgent, we suggest a
more prominent heading. You might think
about giving the price to. Yours faithfully.

Can | depend upon you to have the order sent
by 1:00 PM?

The parties to this report find that the
estimate given is sound in every regard.

The mistake in the postage rates added
approximately £3 to the cost of the copies we
sent to our customers.

In order to sound out opinion, the magazine
was sent to every part of the country.

We have found this simple system to be
successful in business in most parts of the
country.



Dear Sir, we are glad that you wish to handle
our line and are sending our catalogue listing
standard styles and sizes of windows.
Windows, square or round, may be designed
to order. In such cases, payments should be
demanded when the order is placed so there
is no mistake. Within a few months, | would a
new advertisement will appear in outstanding
magazines. Before they appear on the
newsstands, notices will be sent out to our
agents. From the point of view of advertising,
we give our dealers as much sales help as we
can. On the basis of sales, we can say that we
have the largest turnover in the world. Yours
faithfully.

Dear Sir, we are happy to inform you of your
appointment as trustee of Seaview school. An
outline of your duties will be sent to you,
together with notes on the proceedings of the
last meeting. At the end of each calendar
year, you would be obliged to attend a
general meeting to find out the estimated
costs of maintaining buildings and grounds,
and ways of raising funds. Our chair sends you
his kindness regards. Yours faithfully.

The custom of this firm is to handle standard
goods at fair prices. Please send me a
description of the stocks and bonds you
handle. | have in mind only late issues.

Lesson 14

Write a closing bracket ) to express final ITY.

ability a.b)

capacity k/ﬁ»é )
4)

locality LAl )
vicinity (342 )

Write the apostrophe ‘ to indicate final SS,
NESS

city

41

?

class ~—IQ«
“Ras

classroom
)
discuss M
)
guess q
|
happiness ,’L‘P
1
illness (/8
)
lass/less/loss /(
4
mass/mess/miss V)

?

pass P

Write k to express initial and medial COM,
CON, COR, COUN, CUM.

account ak[_
accounts a,k/&&

i

committee k')
common k,-)

complete /?702
confident W__

consider /U
considerable IM

convenient }QUH -

corner lﬁ"l
recommend M'—"‘

comfort

county

Brief Forms




almost
already
also
always
avoid
both
busy

charge

charging C/q
charged cq

easy %
learn &}

liberty aéé
life .&

nice /LA

organise O’q
organisation O"q
ought oi_
represent fZ,Q_p
representative m’ﬂ
retain m

thought d:

throughout ‘Z(/(_j

£®®§ Q\§§§

Vocabulary

42

cities 5))
facilities GQ,Q ))
iabilty Loty )
———— ) )
necessity n.@o

possibilities F,Q/é})
possibility /3/0'3

pretty '71 ' )

publicity F/b’f
security AJQ_LL

society ) )

variety "lj-‘z/)
?
brass ‘6
%"
classes

cross k ’
2
doubtless OL/&

4

glass _'?
7
glasses ""q

?
gross

j hip'
helpless
L
kindness k‘-'

press —P'
]

process "PO
professor ’Pas,

?
pureness

{‘l
regardless ﬂﬂ



?

useless w
accommodate GLA’JOLQ_—

accomplished a’kfﬁ
accounts CL.AM

combined W
commands /Q — —
comment /2 -
commerce w

community kj))
compare /éﬂag,
compelled kp{
complaint 12400‘_.
completely M

fopr

confined %,L

confirm W
consent k)/.)

considerable/considerably
kA
consistent -

consists /QA 3)
constant éﬁ —

consult M
contained k‘[/’:;_

complied

comply

Kol

consigned

consist
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contemplate W

contemplating kl/Lp/O_
contents /Q-L-— =

corpse IQ.PA
count /Q,L

counter l{
e,.é/" >

content

economy
Practice 14

| am glad to learn that your representative
will be at liberty to come and see us.

Always consider what is convenient for you
before you complete the necessary report.

| am confident that you wish to avoid the
charge that you are too busy to discuss the
committee report.

If you work to the best of your ability, you will
find it easy to learn this system of writing.

We can now reach the city from our locality in
a little less than an hour. It is very easy to get
to our house and we save a lot of time.

When you are not too busy our
representative will call on you to go over your
account. Please retain your receipts.

Throughout the year we work to the best of
our capacity. However, we are happy to get a
complete rest at the end of the year.

This is a busy organisation, and it is a common
sight to see the men in the plant work both
regular time and overtime.



“How to organise your business” Mark Wills. decision Oa{
This volume is a completely new study. Each
chapter consists of a particular phase of office division OLU7
organisation. Consider the chapter on filing. It

describes new facilities such as large- capacity M
filing cabinets. A file is useless if it does not

contain the complete accounts of an
organisation. Rapidity in answering mail often motion

depends upon organisation in sorting and /-V
filing necessary papers. This book will be of national

education

location

considerable help to you regardless of where
you are.

notation

communication

&

Dear Professor Glass, may we ask you to
consider the contents of our latest book, just

competition

off the press, for use in your classes. It is
called “How to organise your business” and condition /efd{
we are sending you a copy. We hope you will
have some comment to offer. With your connection M
consent we should like to use this comment in .

. : . . . occasion
our publicity. | will representative will be in
your VICIr.WIty W|th|n a few days, and.he will position /ﬁ%
communicate with you for an appointment.

We should consider it a kindness if you would proposition
look over the contents. Yours sincerely.

§

section /_)/Ef
Lesson 15
o . . station __)4
Write j to express the medial or final sound of
SHUN, vowel-SHUN, NSHUN. suggestion /SM
action a/é%
. Exceptions
addition Q/d/
additional W , é
completion
application
PP 1 7 correction ,éw
association a/ﬂéf . é é ;
connection
attention aa? .
mention /Lf\/
collection M/

commission
Write a to express the sound AU, AW.

consideration /@7 Al
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X




allo

although

w e
aw AL
oy (L)
fall M
talk Lok
walk ok

Write a to express initial AN. Write un to
express initial UN. Write n to express initial EN.

animal
annual
another
enable
endeavour
indicate
information

informed

SaigRed

instant
instead
engine
engineer
enough
entire
entirely
entitled

envelope

2§ Ry

unable
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U
s

understanding L(AL_f 9
undoubtedly le./{.,
wl?

under

understand

unless

Vocabulary

accommodation

b

additions
anticipation
cancellation
commissioner
compulsion
concession
confirmation
connections
convention
conversation
corrections

destination

SRR

discussion

N

edition

Cm———

fermentation

N\
~\

foundation A 1
installation qu
limitation M



negotiations
bjection

obligation

possession
preparation
production
protection

prOVISIOﬂ

recommendation /‘k {

reduction Wf
relation %

reputation

selection
session é%
vacation
valuation

altogether

EE“}

auditor

authentic a/é é
author OZ
authorities a))
authorises ag/‘)
autumn M

ball 6'0.[

=4
population /,),/4,27
P31
rwuﬂl
Lo

sections A,% :
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W - 723
da

drawing A
drawn W
haul/hall W
laws JW
aw e _
talked éa/é
wall Lﬂ_
analyse a,%
als
A, N\

analysis

annum

enabled naé
endorse ﬁw%
endorsement /Vw?/_) _

endure
enjoy
inability
install
institute
insure

intention

investigate fw'j?da_
investigation ﬂ&%

investment
invited M

involve M&}'

SN



involved ﬂ/t)"g()'
misunderstanding /\A/l’%—-:
understood M

unfortunately L({/%p
uniform %

union W)

ced
U 2s)

Ll

Dear Sir, the annual convention of the
National Association of Television
Manufacturers will be held during the early
autumn. All station managers are invited.
Unfortunately, we have been unable to reach
a decision as to a location but will endeavour
to choose somewhere convenient for all.
Undoubtedly plans will have to be discussed
for a national location. We shall be pleased to
have additional suggestions that will enable
us to choose a place. It is our intention to
meet all invited members at the station. Yours

unit
university
unpaid

Practice 15

truly.

Dear sirs, in my talk with the auditor of the
Communications Commission some problems
in connection with your association were
indicated. We were unable to understand
your authority for decision in the matters of
production cost, reduction of investment
involved in television manufacture and the
addition of station facilities in relation to
population. It is our intention to analyse
television sales in many places.
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We understand that in your case one station
is not enough for the entire county. Such a
deficient condition necessitates correction,
but all discussions must have the
endorsement of the commissioner if they are
to have the authority of law. Yours faithfully.

Lesson 16

Write x to express the sound of AKS, EX, OX.
Write X to express the sound of EXTER, EXTIR,
EXTRA, EXTRE, EXTRI, EXTRU.

axle )(_0

examination

XY

example W
exception )(M
exist )(_ .

expert x_,p[

i

Associate all the words of similar sound
(families) together in your mind and thereby
save the learning of separate words. Drop the

final consonants m and v and end the word
with the long vowel proceeding it.

explanation
extent
extra
extremely

oxen

assume  (LAAL
claim M
home }'\_O
name f\OL
presume

P&+



same A/a,-
seems _/:).M
alive aﬂ’
believe é&

e

leave

leaving 4&

receive w
-

received w

receiving qu—

When an outline begins with a comma or
capital letter add r to express the ER ending.

LR
D/av,"

In words ending in the sound of AKE, drop the
long vowel and write k. In words ending in the
sound of the long vowel and D, write d. In
words ending in the sound of OLD, write ol.

Tk

steamer

stammer

break/brake

make R
take Lk
decide oLAfd_.
decided AL
side P.yes
eed oL

exceedingly )(Jd\. R

lead (verb) M

indeed
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bold
cold
fold
gold

hold

Vocabulary

xel

accident Zd, -
xn

excellent u’

exceptional )(,%k
exceptions
X K

XA

exceed

examine

excess

excite



execute W

—

exhausted W
exhibit w't

existing )(/S
expenditure K/ﬂ Z Y

expiration (dot i for clarity) )(F/‘{

expired X'QJ/

export JLF/
extend X 4  —

extending x/{_.__.
exterminate W
external M
extremity ></-\ )

extravagant ><,(J~3 —
Oxford )(f [

oxygen Nl
deem )%/(;[2
frame 'Z,a_
game g/a_
steam ,L.Q_
Lk

lake

makes /L/k/s
making /'\.JQ

sake M
takes W

undertakes %é/?JS
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grades
laid
mislaid
feed
leaders
leading
proceed
readers
reading
seed
aside
beside
divide
divided
inside
outside
provide
providing
shades
trades
decide
sides
wide
attitude
older

food

FOR RS R R R e



closely w
face A,OA
lease /&6
nicely /)_M

household W

prices FM
trace _ZQ/J
Practice 16

| presume you wish to leave on the extra- fast
coach which will make the trip in an
extremely short time.

To what extent do you believe that trading
produce will not be so great as last month?

Upon examination of your offer, | find that we
cannot take the goods of such low grade.

Several members hold the opinion that
additional courses cannot be of help in the
extension division.

Additional information is necessary to decide
whether an exception may be made.

| believe you will receive a statement of the
goods sold in the annual sale.

When we receive your wire, we shall ship the
goods by fast vessels.

He produced the old deed to the house in
support of his claim.

For example, | presume you have read the
exceedingly clear report on which our claim
rests.

This is, | have been told that you have a house
for sale beside the lake. A friend has need of a
home outside town. | believe this house
would be excellent. He has been extremely ill

50

following an accident and needs to receive
rest and peace. For his sake, | looked at
several houses, all nicely built and in excellent
condition. Prices were exceedingly high,
however, and the terms did not appear to be
fair. We want to examine the house to see if it
is all you claim. Yours faithfully.

Dear sirs, before Mr Gold undertakes an
examination of your house, he would like an
explanation of your terms. Would you take his
house in part- payment? He would like to
make a deal to reduce his expenditure. |
assume that you can make a description of
the site. After reading it he may decide to
bring an expert with him. Kindly tell us how to
proceed after we leave the new road. | have
mislaid my map and do not know the name of
the road leading to the lake. Yours sincerely.

Lesson 17

Join a / to express medial or final sounds of
NSE, NSY.

accordance ak V
announce a/
assistance Oléé/
difference d-b/
distance JA/
expense XP/
influence ﬂM/
instance I’)A/

insurance r’-@"‘/
principal ’P/F

reference

R

sense/since

science (i retained for clarity) AJ,/



Omit t after the sound of K, P, F, X and M
medially and finally.

accept )CP

act a}Q
attempt a'_L/\
connect kf}jﬂ
correct m&

corrected IQ)'J{
correctly M

-

oldhe
direct U{}IA-

draft ZLF
ok

deducted

effect

exactly W
except 'K,P
expect XM

expected ')Lph

fact
left
next
picture

practice

‘%‘%Q SN

product
promptly
promptness

texture

3k
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Omit all long vowels (except 1) preceding final
N.

explain
obtain
obtained
remain
train
clean
mean
seen
sign
resign
loan
shown

soon

AR T PEREES:

stone

Vocabulary

absence 0.1{56/
agencies O%/
agency 08/
allowance /U
announcement O/"'

annoyance OJé/
appearance O.P/

assurance W




chance C/
compensation ’Q,P//[

compliance

conference

KE

confidence
convinced
efficiency
evidence
expenses
fancy/fence
financed

hence

SR

instance
instances
patience
pencil
pronounce

remittances W

residence

R

sincere

2l
sincerely W
acceptance W

Cd

accepted _Z{D
accepting )ép
actual ak‘g

acceptable
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actually
adopted
affected
attempting
deducting
defect
directed
directly
drafts

exact

RS ErRE SRR

exactly
excepting
expect

kept kP

neglected

3

pictures

products 'F,d,kjs

project

Pl

protect

safety A% !
select AM

conduct l@dk
k.

connected

contact ,Q/Lk.
deduct ddak-



deducted
expected
expecting
facts
incorrect
selected
soft

text
textile
chain
contain
drain
explain
explained
explaining
gain
gained
grain
main

obtaining

SRgETRLE

Jp)
kAN
dn

g
b

\N

ablo

o=

Xpn
>qan
XN

A

Pain D

plain
plainly
rain
remainder

remaining

7>n
waial
SN
R
e
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remains AAM

cleaned _/)QJ’\
cleaning —W_)
green w

meanwhile We
assign (0. V~YV

sign M

alone O./QI"

loans w

phone bJ‘D
telephone (%j’)

Practice 17

On his next trip, your representative may
expect our firm to bear the expense of his
visit to the work.

It is not convenient in this instance to make a
direct reply exactly as you wish. May | explain
the effect it may have?

If you take out insurance now, you may ask
for a loan on the principle after one year.

| may not be correct, but | cannot connect the
assistance he gave me in this instance with his
past acts.

My practice has always been to pay cash after
the discount has been deducted.

Did you also attempt to explain to him the
effect a prompt settlement of his account
would have?

If you act now, our product can be expected
to add your sales in both volume and profit.



In accordance with what you suggest, the
insurance policy will be made out next week
exactly as you wish.

It remains to be seen whether you will have
any influence in obtaining a loan at the bank.

Dear Sir, when you leave home, is your
residence left alone and neglected or is it
protected by insurance? We can give
instances as evidence that your safety and
possessions may be affected by neglect in
obtaining insurance. We do not mean to
influence you in the type of insurance you
select, but there is no sense in taking a risk.
We have agencies in all principal cities. You
may tell a from your local agency all right to
us directly. Save expense and annoyance by
acting promptly. Yours faithfully.

Dear Sir, let us give you an example of one
instance when insurance was of value. In
claim number 468 the brigade came
promptly, but for all their efficiency and
training, all furnishings were burned except a
few pictures. Fortunately, insurance had been
in obtained on all household effects. The
blaze was plainly traced to the fact that a
cleaning product containing alcohol had been
kept in the house, but compensation was
received. Allowance was made for the age of
the damaged items and was deducted from
the original valuation. Actually, compensation
was collected to cover most of the expenses.
Yours faithfully.

Lesson 18

Write capital S to express the sound STR, STAR,
STER, STIR, STOR, STUR.

distribute d&‘u_,
distribution dl&ﬂ

district Mk
A4,

history
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industry I’UM}

instruction nw

started A/L
starter A'{)l
A,
straight Aa_

strong M

Write capital K to express initial CONTIN,
CONTRA, CONTRI, CONTRO, COUNTER.

K.-

start

story

yesterday

continent

continue K‘L‘L
contract /‘<JQ.
contribute Fdju_
control K«.

counteract l‘{O.A

Write capital L to express the sound of initial
LETER, LITER.

letter p(,
letterhead DL/Ld_

literature OLLL(,

Brief Forms

S
by

literal

arrive

benefit



difficult

difficulty

farm K/\

fire A’L

full/fully bu.
God

hundred H

keep }QP

million

opportunity O]_ll,

real/really

situation A,I,L

strength

thousand )

O

Months of the year

January /m_r)
February é»(j
[ =4

March  /\C

L4

April a_p
May 7 \Q

L
June d,r\
July
LS

August O‘gz
September A‘Q
L5

October o.c

A
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November W

~’

December dL

L

Vocabulary

abstract OJ)%)Q
sty AL

construct }QAAQ—

constructed W

construction ‘Q,g,b,f
demonstration M

destroy O(A;l,’
destroyed W

distributors W

districts OLZJQ/S
illustrated L/Z/&JQ—

illustrating _L%/q_

illustrations J/deb
industrial nfdﬂ
instruct nﬂﬁ

instructed r\/SJk-

instruction n&f

instrument M -
register

straighten

started A’-
star/stir/store 5



strictly

g
S il

strongly

storage /.S '

continual w

continuance ,W
continued l{M/

continuing M
contract (OQ

contacts

contribution l{lﬁT
controversy l{‘m

discontinue Wﬁ_
discontinued df*’ K"l

letters ﬂ&
literally M

literate Iéﬂ,
litre 7<

although a,%
entirely M
invoiced MZZ
annual a_u_/

desirable W
endeavour /7/@4]

engage /DW
engineering W

56

englneers
-

enjoyed %
envelopes W
household W
informed n‘b/\
insufficient n%
insured n@(““
invoice W

merit

)

Zi‘

nevertheless

stakeholders .)Jf\’juj)
tomorrow l/w
LUNQA

unnecessary
Lesson 18

In May we shall start to benefit from the
assistance you provided to our firm in
February.

The distribution of the letter to everyone in
the industry should be a strong point in our
favour.

The difficulty is that we cannot continue to
control the fire until all the men arrive.

| really believe that each difficult situation in
life will give each of us an opportunity to learn
more and more. In order to keep up sales in
the district warehouse, more instruction to
the salespeople should be given in March.

In the afternoon they signed the contract in
accordance with the letter of the law and fully
a million people will benefit.



In your letter of July 13, you made an offer to
contribute a large sum of money if the
opportunity should arise.

Instruction in literature will start early at
school and continue throughout the four
years in college.

Since | expected to see you yesterday and |
did not arrive on time, may | ask what you
desire now?

June, July and August are the months when
life really begins down on the farm.

Dear Sir, whether you have a shop, farm, or
industry, you can benefit from the
opportunity offered by our annual sale of
office and industrial supplies. The sale will
start tomorrow afternoon, September 15,
with a full demonstration of our Gold Star line
of business machines and will continue until
October 20. Literature containing illustrations
of goods on sale should arrive promptly. All
units have been constructed strictly in
accordance with the latest engineering
principles. In addition to really strong
construction, our hundreds of models offer
many features designed to contribute to
office efficiency. Yours faithfully.

Dear Sir, we have travelled literally thousands
of miles to check our contracts with
manufacturers and distributors. Since the
beginning of June, goods have been difficult
to obtain. During April and May, we
anticipated some difficulty in supply and
distribution and attempted to counteract the
situation in certain districts by developing
new contacts. Although | may be insufficient
to take care of new accounts, we shall
nevertheless endeavour to fulfil the orders of
customers whose confidence we have
enjoyed. We strongly urge you to complete
the attached contract now, as prices may rise
because of conditions entirely beyond our
control. Yours faithfully.
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Lesson 19

Write capital N to express initial and medial
ENTER, INTER, ENTRA, INTRI, INTRO.

enter n

entrance W
interest n;
interior njl
interview M
intricate r),ka

introduces ndjg
intrude M

Omit n before the sounds CH, J, NSE

arrange O.)b’

arranged O—h/{
arrangement M.4 -

convenience

danger 64
exchange )(/C//

change q
changed C/

changes %
inconvenience be.(/

ordinance "'O'd/
range M



Write p to express initial and medial PER,

POR, PUR and medial PAR.
apparently aﬁ— 'P

co-operation [QJOM

parent
perfect

perhaps

b ¥

permit
person
personal
portion
properly
property
purchase
purchased
purpose
operate

separate

LY

Write f to express medial and final FUL,

FULLY, FERE, FY.
beautifully
carefully
notify

wonderful Uv-- f

wonderfully

s

notified
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Vocabulary

entertain /M/)
entry /’))

interested /%
interests n”

eyl

introduction M/Q/

international

interview

intrusion

arranging W
bench é—c
changing C¢
exchanged )

fringe ﬁ
singe /_S/
strange 4

stranger %

co-operate
parking /Q)Z.{{
percent P‘C
percentage /@q
perfectly W
permanent /ny'l-
permission /)/1/
/Q/'\J.-

permitted



personally

persons W

pertaining /ald_’_l

portion /q

proportion W

RO
purchasing M

purposes W
/OQ,LL

separately W

purchaser

purchases

pursuit

certified _8 /
grateful ?/
gratifying -
helpful A‘P‘/
interfere /4/
justify /A/ -
justified ¢ _ N
notified n,%
preference

useful/usefully

Practice 19

| can arrange an interview for you with
manager if you will call in person on
Wednesday, April 2.

The manager has given careful consideration
to the property on which we hold a mortgage
at 62 Exchange Street.

The similarity between personal property and
real property is shown on your tax account.
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| think you should acknowledge the reference
to your letter in the newspaper.

We've had some difficulty in completing
different forms for each branch of the
company.

Dear Sirs, after we received your letter of
September 1 in which you claim a difference
between your records and ours, we made a
careful examination of our books. Your
company is right in its statement that the
account was paid in full on August 25. We
shall make the change in our books and send
you a statement indicate that the account is
paid in full. May we thank you for your
cooperation in this matter? Yours faithfully.

Dear Sir, | understand that the international
haulage company, which operates a parcel
delivery to our office, plans to open a
separate branch in our area. | am interested
in changing my position and should like to
apply for the post of Superintendent. My job
with the railway involves a great deal of
danger and since my interests do not lie in
that work the risk does not seem justified. |
have notified my company of my desire to
change to a different type of work. Although
I've had no training in haulage work, my
training as the purchasing agent for the Hall
Company with the useful. Yours faithfully.

Dear Bill, perhaps you know that international
is holding conferences to settle differences
with the drivers. Your letter arrived as | was
about to enter the conference yesterday. | do
not like to interfere personally in these
matters, but | felt that | might properly
introduce you to the man in charge of the
new branch. A personal interview was
arranged for Friday. | hope this arrangement
will suit you perfectly and that the interview
will benefit you. The secretary will notify you
if there's any change. Yours sincerely.



Lesson 20

Write y to express medial and final ARY, ERY,
IRY, ORY, URY.

carry kz‘-f

carried @(J
factory W
memory /\/'\H
sorry A/H
territory %

Write x to express the medial and final sound
US, SHUS, SHUL, SHULLY, NSHUL, NSHULLY.

anxious
essential
ferocious
financial
officially
previous
seriously
various

ax
28X
5
é.nx
2
gt
e

Write a small, printed s to express SP. Attach
a hyphen to express SPR and a dash to
express SPL. write s to express medial SPR,
SPL, SPAR, SPER, SPIR, SPOR, SPUR.

correspondence é S.._/
ol sa

especially .ZS X

-qS

respect /)_S &

display

grasp
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response /7.5/
responsible }IS/b

special S)L
spent S_
splendid T O e— d_
spring ) q

Special Phrases
as soon as /.')IVS

as soon as possible W
under the circumstances [/La,

Brief Forms

K

beneficial
circumstance )
even LUTL
fail/feel H
i

field

important/importance
initial X

market /\JQL

minimum NI~V

once /
probable/probably ’Pb

satisfaction
satisfactory
satisfy

P



subject A{

usual/usually XK

war \_J—,t
Vocabulary

battery MJ/’

carried )QJ:,

carrying m

contrary )<J.,’w

customary 'Q/S/.\J'l

dairy Ol/l'i

factories W

grocery w

hurry ”'LL’

inventory M__L{

machinery

married /\J:i

ordinarily “D’dﬂ‘%

ordinary —D_C‘J’U-1

preliminary 'F.m

salary A/QM

serial Ajj/q

series /SM

stationary %

temporarily l/‘-%e

temporary l/\'FAj
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bonus W
commercial W
confidential W
courteous R, )4

numerous M

partial Pﬂ)(

previously W
serious Al%

social A)(

status O
superficial A’P'b)(
correspondence ,?,-S-—'-/
correspondent }Q—S"—"

dispose dﬁg
inspection nSJq

list I h)

prospect "F) sk
prosperity ‘P S)

respectfully S SAQ,?

respond /zs___
responsibility AS/b)

specified 6&(
specify w

specimen m
speed S'OL



spending S——_—_
spirit 5)1,1._
split -y-
especially e.SX-

sl

hospital

inspect n SJQ
space S/LJS
spare SO
specially S
spoke 5/0'&
spot SJ_—
spread _S/d-

probability .)
Taal

X

unsatisfactory
unusual
Practice 20

Our correspondence with the customers in
your district shows that they have respect for
our product.

Asa matter of fact, the market for our goods
will be higher than in previous years.

We're sorry we do not carry a full line of the
special goods that are so essential to our
customers.

However, it is important for us to send you a
minimum amount to keep you going until the
end of the year.

He is a serious, responsible man who spent
most of the war years in an important post in
the government.
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When he does speak on the subject of
industry, he gets a splendid response for his
effort. He does not talk as an official of a
financial organisation, but as a representative
of the people. Once he begins, he speaks with
a minimum number of words, and this
probably gives satisfaction to the people who
come to hear him. Usually, he does not refer
to previous correspondence, but takes the
circumstances of today as his subject.

Dear Sirs, officials of our hospital are desirous
of obtaining information pertaining to your
escalator. The prospect of such a purchase
was made possible by his splendid gift in
memory of an important hospital official, who
died last spring while on war duty in the Far
East. He was a man of great merit and often
gave up his spare time. Although the trustees
did not specify how the fund should be spent
comma it is our serious responsibility to
spend it in a manner beneficial to the whole
hospital. We feel that in addition to our
ordinary lifts we should provide the escalator
specially constructed at our main staircase.
We had an unusual opportunity to make a
preliminary inspection of various escalators at
the Ideal Homes Exhibition. Of the numerous
models we saw your unit seemed the most
satisfactory. Yours Faithfully.

Dear Superintendent, in response to your
letter of February 19th we are sending
information on our escalators. Ordinarily, we
do not construct special models. Under the
circumstances, however, we will meet your
specific needs with respect to space and
capacity. The unit will correspond with our
customer installation. Should initial inspection
reveal any damage a claim should be filed at
once. The unit will travel at slow speed or
stop at any spot when desired. Yours
respectfully.



Lesson 21

Write s to express the sound of initial and
medial SER, SUR, SUB.

kan

concerning _
servant &M

serve /SAJ-

service M
submit A/\/L,
substantial AA)(
surface /b-%s
surplus A/PX

Write streamlined m to express initial and
medial AM, EM, UM. Write i to express initial
and medial IM.

ambitious /\.JJ\L
employ /\f”
immediate l./djl.
immediately lﬂiﬂ,v
impossible L,PQb
umpire /'\_,‘Q,(__

In words of more than one syllable, omit the r
in the medial combination R series (TR, DR,

etc.).

}
across aJQ_

|
address ad,

addressed a.ld,
appreciate a{:@&

gu—

appreciated a_p%&(
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approval O—PA){

approved Q—PAJ
disprove dS»U"
|
express XP
improve L,PJ-J.

improvement LPM -

increase W
regret /-ng/L
telegram W

Write s/ to express selves. Note the
exception for writing yourselves to distinguish
it from yourself.

herself  NUAS
himselt 7V
et LAS
myself 7 A

ourselves W

selfish /:)/3
themselves M
unselfish W 3
yourself W
yourselves W

Write z/ to express the sound ZURE.
leisure

measure
pleasure

treasure

2y
%
Ly



Vocabulary
ascertain wﬂ
concerning ]%ﬂ

o—
concerned W

observation O"t)ﬁ/\j”

observe
research
reservation
reserve
search
served
services
submit
submitting
submitted
subscription
substantially
substitute

surface

SN

surgery
surprised
survey
ample

emphasis

£ 880
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emphasize
employed
employee

3
R4
/\-{Q—Lé/i

/'»_PAZM
A 2

employment /\*P*" -
empty /—\'L- b

implements l-*P -~
impossible (_‘DAJD

umpteen pavig

accrued QJQJ—L,
ad."
addressing O\/d)é_
afraid O-&’d.
appreciation O-—pg/f
appreciating G_P/é’a;
Rlea

expression w

impress DP
impressed LP )
impression L_,P/I
improvements L_pAJ—._ -

library M
photograph M

programme ’PIT"
)
progress ’m

employees

employer

addresses

concrete



regretting /ﬁng:
supreme A,pﬂ_
surprise

telegraph

umbrella

congratulate

poultry ‘:;.U_ )

withdraw \/d/ﬂ_

measures /\6//

5

seizure
treasurer
Practice 21

It is a pleasure to send you the certificate of
service for your unselfish work for the
company.

It is a personal pleasure to thank you for the
improvements you made possible by your
spare time work.

We ourselves cannot immediately measure
the extent of the improvements of conditions
in the factory.

The only regret we have is that we did not
appreciate before this the work of such an
ambitious man in our employee.

Because of these facts, we are increasing your
pay and hope you will continue the good
work.

Will the members of the board please raise
their hands to express approval?

May | express my opinion that a straight
increase in pay would be beneficial to the
men?

65

Dear Sir, with your approval, we wish to send
you our treasure chest containing a delicious
selection of fancy fruits. The case itself is a
value. Made of imported fibres, it measures
22 centimetres by 30 centimetres. When
empty, it will serve as a substantial container.
This sample is submitted to let you know
about our gift subscription plan. If you
approve of our scheme, you only have to
submit names and addresses of those who
are to receive gifts. By using our services, you
will save yourself time and trouble. It is often
impossible to forecast what gift would be
most appreciated. Nearly everyone
appreciates a gift of this nature. It combines
the element of surprise and supreme
pleasure. As a concrete expression of your
regard, it will make a favourable impression.
We expect a large volume of Christmas orders
and hope you will send your subscription list
without delay. Kindly send your reservation.
Yours faithfully.

Dear sirs, ask the treasurer of an importing
concern, | do not have the time to search for
gifts. Through your service businesspeople
like me can enjoy the unselfish pleasure of
giving, without concerning themselves with
the actual selection of gifts. Your scheme
enables an employer to express appreciation
to ambitious employees whose progress he
has observed. In our case, a survey by our
research staff shows that sales have
improved, because of improvements
instituted by our sales manager. We have
sent a message congratulating him on the
improvement in his branch. In addition to a
bonus on turnover, we wish to surprise him
with a gift certificate. Yours faithfully.



Lesson 22

Write g to express initial and medial QU.
Write capital Q to express initial QUADR.

equipment W—
frequent M—
inquiry

ﬂ/%(j

quadrant Q_
quality %/e

)
-)

guantity

quarter g/
quick %é

quiet %

quite %L

quotation %

5;5
“f

)Zg,

request

~

requested

require
required

requirements /L -

Write Ag to express initial and medial AGRA,
AGRE, AGRI. Write Dg to express initial and

medial DEGRA, DEGRE.

agree @
agreeable %

agreement %.—
degree L9q
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Write v to express medial and final IVE, TIVE,
ATIVE, ITIVE, UTIVE.

active a,éJ}'

activity W
aggressive a/ya)/
executive W
motive 7 WO U™

positive /334}'
relative w}—

Write nc to express initial ENCLI, ENCLO,
INCLE, INCLI, INCLO, INCLU. Writedcto
express initial DECLA, DECLE, DECLI. Write rc
to express initial RECLA, RECLI, RECLU. Write
xc to express initial EXCLA, EXCLU. Write kc to
express initial CONCLU.

kol
conclusive  RLCEAS
oleN
decr

enclose f),%
[ ]
enclosed /7/%

enclosing I‘L@__

conclude

declaim

decline

exclaim XN
exclude W_
inclined /’\/Cf:)
include /’Wi
reclaim W\
recluse fM



Brief Forms

advantage M

advice 1A
declare dJC

definite/definitely dé'/-?

equal/equally &Z
establish er

first J )
hole/whole M
idea Vd

e g

intelligent/intelligence /q
popular MP
public/publish I@b’
pull /OM

guestion %
remember W

self-explanatory A%

Vocabulary

acquaintance a,%___/
acquainted ag_ -
consequence W

consequently Q
L

equipped
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frequently - 'Q
M(Mt,%/} Ha.

inquire f’U%J,
inquired ﬂ.%l,
inquiries [W

inquiring

qualities %2 )]

agrees a?/s

agriculture WL‘A
quickly

2 /
quickness %

quoting g,d
requested W

requests /’l’% )

requisition /‘%

degradation W{

degrade D : !

aggressively W
!

aggressiveness an/i/

comprehensive IQ-FJ—)/U-
defective W

descriptive W
distributive o%/é'u'

effective %A_U

excessive W

expensive X,p/u*



negative (\ﬂ"f
positively F%'u'?
pshkv

progressive

prospective

respective A S,h)\j’
responsive WV
concluded W’
conclusion w
enclosures W
exclamation w
excluding ;(/00’_

s
exclusive W
inclination lel
inclusive r\/(AN
reclamation w
Practice 22

It is important that the additional quantity we
require be included in the order and sent
immediately to our factory. The enclosed
order form is self-explanatory.

The equipment must be the quality and
strength you declared it to be when we
agreed upon the order.

We must request that you live up to your
agreement and remember that it will be to
your advantage to give us quick service.
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This is a definite method by which he can
build up his health and strength.

An inquiry into the activity of the firm in the
first quarter just completed shows quite an
increase in sales.

Lesson 23
Write capital C to express initial CIRC, CIRCU,

CIRCUM.

circular CQJL
circulars C@}lA

circulation C/z CL“
circumference C{/

Write Al to express initial and medial ALTER

alter aj
alternative %U-

alternate a*&m
unalterable (,M

Write Pa to express initial PATER, PATRI,

circle

circulate

PATRO.
patriot PO*L
patron Pan

patronage /00,127

patronise /%,15

patrons C‘M

fon

patterns Pa_m

pattern



Write El to express initial ELECTRI, ELECTRO.

electric 5&

electrician 84
&)

electrocute %ﬂ

electrocution W

electricity

electrify

electron

Write capital D to express DETER, DETRI.

determination M

determine

detract Bk

detrimental -
Vocabulary

absolutely a,()'ﬂ

acknowledged O,k_

afford a{/
appointed QM —
MR

asked

bankruptcy W!
banks b—%/b

coats /edj

comes kA

applications

banking
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companies OO:S

complied é,pb

definitely %7
depends OLF—— —

developments O[,()"K/D -
effort e//

ends & o —

garments ?f'- -

granted

hands h —_—
hardware ¥\ l\/&.

heads "\/d/&
individual rLIdA)‘du(.

judgment -

lessons ’&M

lights M
manufactured /\é)l
mils o~ AA
movement " \AS =

noted fUL
numbers I’\JO'S

organised O'q
ours /@(}J

W

finally

largely

painted



partly Pff;,‘%

placing F,Q

planting —P_

plenty
| -
promises @A

oublished fpb

rates _AUBA
recently 28 _
recorded }qul

rent )1.__
rental fL- -D

replacement /VTPX_..
reported )’LPI
reporting )1'Pl

shipping 3_
steps _),Pb

tanks L%
teachers 1@(/’3

treatment 1._0. ~—
turned LI"L

unsatisfactory L,LM,L
values ’U.ﬁm

went \J:-

70

Practice 23

Please determine how you will circulate the
letter to the customers of the business.
Remember it will not be popular. As an
alternative, can we not hold up the circular
until the month of May?

The circulation of the newspaper will rise
when each question is determined in a
responsible, intelligent manner.

The electrician placed a circle on the plan
where the wire would be pulled through the
opening. His opinion in the matter was
unalterable; he did not accept any alternative
to his idea.

Frequently, he would alter his policy not to
publish any advice on the question of equal
rights. He would first remember he was a
citizen who should take a definite stand on
the policy of this government. Then he would
remember as well that flexibility in
government was a part of the pattern of the
country. He would not allow himself to be
indebted to the people, because it was
detrimental to his cause. However, he would
never alter his stand that the people of a
country should determine the policy of
government.

Dear Sir, last summer, | received circulars
announcing that the DX Electric Company had
been appointed district distributor for the
Brown Electric Washing Machine. At the time,
my machine was giving efficient service and |
decided | could not afford a new one.
Recently, trouble developed, and the
electrician could not ascertain the cause. |
finally went to your dealer. The company
agreed to install a washing machine on a
rental basis. After using the machine regularly
for 6 weeks, | wish to report that it damages
clothes. When | reported this, the company
referred me to you. | am not satisfied with the
treatment received. Yours faithfully.



Lesson 24

Write R to express initial RETRA, RETRE,
RETRI, RETRO.

retract RJQ

retreat R_L
retrieve R_,U'
retrospect Rﬁ‘q—

Write capital streamlined T to express initial
TRANS. Write / with a joined overscore to
express final TIC, ATIC, ETIC, ITIC, OTIC, UTIC.

transact :)JQ_
transfer 3;?

transit DJL.
translation H,‘
transmission }\4
transmit Jf"\i.
transport .,-)/13 [
automatic O_‘f\]
cosmetic
dogmatic
dramatic
emphatic

kT

o
~
politics P,QJ’

Write capital K to express final ACLE-y, ECKLE-
LY, ICAL-LY, ICLE-LY, UCKLE-LY.

article a,\ K
economical M<

logical ,%/((
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medical /\-/d-—K
elK

particle
physical W
political Pﬂl/l<

practical "PM<

Write f/ to express final FICATION.

classification —w

identification \/d.— —_— f

specification W

verification

Write capital printed S to express final ASTIC,
ESTIC, ISTIC, OSTIC, USTIC.

artistic a,lcj
domestic d/\S
drastic —d-—S

enthusiastic njsﬂs

plastic S
LS
statistic S _]JL 5/3

Write Ig to express initial IGNE, IGNI, IGNO.
Write Mg to express initial MAGNA, MAGNE,
MAGNI. Write Sg to express initial SIGNE,
SIGNA, SIGNI.

statistic

ignite

ignorant % -
signal /5,8}\
magnificence /\W

signature



magnificent /\W _ boards b ”

significant % boxes
significance A%k/ buildings b‘w b Z L

signify M called

i calling

Vocabulary -
demands O ——

anaesthetic W described OLM

pathetic PJ{] desired o(e,(,
therapeutic W details dl‘ib

transaction direction d_)bb/{

transferred 3/{) distinct d;b’%
transferring :% educational W

articles O~ | K/_) established .ZA:L
electrical E/QK everything &J
mechanical /\ij< failed LJL

practically "Pk)( feeling

specifically holes

ignition 3?4 hours m
ignoble jg/é
ignorance jobs ajjﬂ

advertising % keeping )
kinds IQJ.A

advertised
0.4)3
arrived )L(S nose/knows r\_g

assisting aM lists 1‘)‘\ )
beginning 6q needed —n»d.

-

blanks opened O-P

e

72



opening Op
operated D-P,&_

causes ‘Q_g/}

charged Oq
checks C’ﬁ)b

collecting kJQ

complaints hPﬂ—- -
deduction Obdm

delivered d_,Q,
deliveries d—u

files b/llﬁ

finds

5

forms

frank

)

frankly

2

funds

|
|

giving
helped
holding

operating

9. 8558

publication

&

relating

repaired

£

represented

g

satisfied

succeeded

13
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Write a Euro symbol with a single line to
express initial EURO.

European 6P¢Q’r\
Europe C"—(Q

Eurosceptic W
Eurovision é\)"{

Practice 24

The article was logical and gave advice to the
public on the whole medical question which
was then popular. The idea in the article was
intelligent and practical; it did not ignore the
political significance of the matter.
Furthermore, it was not a signal to the
ignorant to break the law and take matters
into their own hands.

While | am glad to believe that the transfer is
economical and will mean improved service, |
believe that we should not be so drastic with
the new specifications. We have not had an
opportunity to test the statistics which show
how many people use surface transit.

You should now be enthusiastic in your
writing of shorthand. Your writing should be
artistic and automatic so you can write what
you hear.

Dear Edward, | cannot ignore such a dramatic
request from an old friend. If | seemed to
postpone the translation of my former
decision into action, | had good reason to do
so. | have strong political ties here and I'm
busy with local politics a great deal of the
time. Also, my car was in the garage with a
broken automatic transmission and defective
ignition system. However, it has been
repaired and | am free to say how enthusiastic
| am about the transfer, but | am ignorant as
to whom | transact my business with now -
you or the company. Please write and give me
instructions. Yours sincerely.



Lesson 25
Write “ to express final LESSNESS.

carelessness

fearlessness

hopelessness Mp
1]
helplessness

Write capital P to express initial and medial
PARA, PERI, PIRA.

comparative kﬁu_

lkon
experience Xﬁ/
experiment Dlﬁ B
paradise FOIO
paragraph p

parallel Pﬂ
paragraph F?f

paramount

period Pd’
superior dea,z

Write capital A to express initial ATTRA,
ATTRI, ATRO, ATTOR.

Ak

comparison

attract

attractive %U’
attorney af7 !
attributed M&,
atrocious aj(

Omit the letter d before J, M, V.
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adjoining

adjustment 0(_% —

adjust 04)
admission W
advance a/{/
adventure QA — L

advisable W

advised O_AJ‘S
advises O.Lgs
advising a,(}g_

Write Me to express initial and final METER,
METRE, METRI.

diameter d/lﬁ.
perimeter /')/21-

Write i) to express final itis.

appendicitis a_P — MJ
laryngitis )
tonsilitis l/
2c)
bronchitis 3

Write Ml to express initial MULTI.

multiply /.LZP
multitude /LW

Write ol to express final OLOGY.

apology CL{J«G'{
biology b’O‘f
geology J’fj‘f
physiology W



psychology W advantages aL7S

zoology 3/0{ assumed LA LL
Write H to express initial HYDRA, HYDRO. begins 6'7/3
hydrant i l ~ é&

believe

hydraulic IL—'L&, believing ZrKQ
hydrogen IL'lg/fq calls /é&

phobia = fb claimed h

hydrophobia W claims m

comments &_ -
Vocabulary
desires 0113/05

1
thoughtlessness & farms
"

weightlessness farmers

(g
comparatively kjot)/ framer
periodical /Odk gives

attraction ajq happens
atrocity ao) holds

adjacent afo ideas
adjust 0./ lace ,ZG.A
administration O/‘LJ’V&/{ loose »ZM_S

a,/ 3 named /VCL

RIS

adjusting
adjustment a,éé__ publishers /éj

administrator M/}A,a)z_ producing ?daé_
advance a/J'/ receiver m
advanced o~ release /&,Z(_

advisable aJ_B/b room

scheme

advise a_‘ﬁ
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seems M
do
esteemed w

drive

falls

namely nﬂj
names W
needs /UOM
subjects .%A
ton &7

wires uu
Practice 25

The best advice for your future in business is
not to allow carelessness to become a part of
your work.

An attractive letter will show the paragraphs
as each new idea begins. It is good psychology
to use short paragraphs.

Enclose a direct quotation with quotation
marks. This makes the statement clear to the
person who reads the letter.

A comparison of the number of words with
the size of paper will force you to adjust the
margin.

After you leave school and then to the
business world, opportunity awaits you. Make
the most of it.

Do not make an apology for your work. Work
that is good needs no apology.

If you work for a medical man, he might
advise you to look up hydrophobia and
appendicitis.

76

Dear professor, | should like your advice
concerning my admission to an advanced
class. Because of my marks last period | was
refused admission, and my situation seems to
be one of complete hopelessness. The
advanced work would be of paramount
advantage in enabling me to attract a
multitude of better positions. The reason for
my poor marks last year is that | had an attack
of appendicitis and could not study. However,
| am now well and eager to continue. | should
appreciate anything you could do to attract
favourable notice to my case. He was
sincerely.

Dear Robert, | was happy to read your letter,
particularly the paragraph explaining your
poor Marks and | should like to offer you an
apology. | had attributed them to
carelessness and thoughtlessness on your
part, but it is apparent that they were poor
for physical reasons beyond your control.
Therefore, | advise you to apply again for
admission and | shall do what | can to your
advantage. If you want to work, there is an
attractive job with a multi graph company
which needs a part time comptometer
operator. Let me know if you are interested in
working and for what courses you intend to
apply. Sincerely yours.

Endnote

You have now completed the theory of your
speedwriting course. You have learned all the
principles and will have been taught to write
the 3000 words of highest frequency, which,
with their derivatives, represent
approximately 90% of everyday written and
spoken English.

The learning process, however, is far from
over. You must continue to read and write at
every opportunity to ensure that you develop
automatic recall and recognition.

Good luck on your continuing journey.



A complete summary of brief forms

about A
above  GU”
absolute b3
acknowledge O e,

advantage a,u7

advertise CLU3
advice 066

again/against OLa?
alow &
almost E/vo
already £

a0 Loo
aways L

am ~ \
American 0/’
an a

and it

appear Q/J

approximate/approximately CL/Q)(
arrive }UJ”

around A"

as aA
ask Ak

at L
avoid a,L)‘Z/
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because hb

been/being [)—

begin bq
benefit bﬂ/
beneficial [J‘AX
between 6'(,

black ‘-6

both 6’0
Britain/British B
business 6’S

busy 53

but/buy/by é-

call M
came/can k

charge (‘,7

child €L
children C{_f

circumstances C)

collect /Q./Q
come/coming /Q
communicate ‘Q,(jk,a,

country K

day d
deal dﬁ

declare d.ﬂ

definite/definitely #/7



deliver/delivery dj
describe/description O{M

difficult/difficulty d#
during OLLL

east E

easy 03
else .ZA

equal/equally @z
establish _ZA,L

even on
fail é.[
farm é/\
feel H
field M
find/fine éL

fire éJl

first 6’

for é‘
full/fully é&l—
gentleman j

girl ‘-q
give/given 8,{,

go/going/good q

grate/great "q

had ,q
happen )’\‘P

78

has 0(/3
have/having v

he
held
help
her
him
his

hole

¥ETR) >y

hour

hundred ‘]L{
idea Ud—

ignore jq

importance/important LP
in N
initial (Y

intelligence/intelligent rl,/

keep }Q,P
kind /Q'(_

known VO

labour M

large &
latter ﬂéJL

learn _&7



liberty DLG

life
like
line -&?
little _éf
look .ZO

magazine /\Ja/q
man 7\

many  ~~\u

market /-\/U_
million /-\

mine ~ L
minimum <~ ¥\
move ™

necessary/necessarily

newspaper ﬂZ’O

nice A
north n

not N

note
object Oé

of U
on o

once d
only (LV

open CF

nec
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opinion

opportunity O'Pi_

organisation/organise O'q
ought G’L

our Pal
out (o V.

over U

particularly F/

peace/piece Pé

place ’Q/?
please _'-P

price "P/b
probable/probably ’FJD
prove "P.AJ'

public/publish PID

pul - AL
put F‘

question %
real/really /'OQ

regular/regularly

popular

remember W

represent/representative }LO_P
result w

retain m
room )7_/‘\



satisfy/satisfaction/satisfactory M‘.
save _A0ON"

school w

self-explanatory A)(

several AT

shall/she/ship 3

situation A},L_
small A/

south/strength _/S

subject A,i
succeed/success i LC

successful/successfully

table éaj?
that [,Q_

the

their/there Z

v L
wis (A

those (0%

thought T
thousand )
throughout .&AJ"
time (&

toftoo (0

turn (.,2

ol d

up P
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upon

’Ol’\

usual/usually )L

very

voice

war

was

we

well

were

west

what

where

while

whole

whom

will

with

without

woman

work

world

would

year

your

v

‘U“Lr’
L

3

Q
{

S
()

g, B
\ e ¥

\rf
25
o

A

/
A

)

Utk

\_0
ol

L_[
A
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